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Overview and General Information

Chapter 1:Purpose and Applicationf Surplus Property Manual

1.1 Purpose

¢CKS LlzN1J2aS 2F GKAA {dzNLJ dza t NPLISNIie al ydzZ f 06K
administrative rulesand regulationsssued by the Department of Administrative Services

(DOAS), through its SurplBsopertyDivision(Surplus) These administrativaules govern the

activitiesthat Georgia Statexecutivebranch entitiesuse todispo of state surplugpersonal

property and are intended to support the following purposes:

1. Save the fate (taxpayers) money through centralized redistribution and disposal of
unneededproperty.

2. Create an audit trail that verifies and validates appropriate property disposal as required by
legislation, Generally Accepted Accounting Principles (GAAP) anch@®aveal Accounting
Standards Board (GASB).

3. Maximize the returrfor the disposal of statproperty.

4. Makethe surplus property regulationonsistent among eligible participants and entities in
the state.

5. Provideguidanceandfacilitate the acquisition ofdderal surplus/excess properby state
participants.

6. Ensure the fair and equitable treatment of all persons who deal with the surplus property
system of Georgia.

1.2 Applicability of Surplus Property Manual

Thismanualsupersedesthe Surplus Property Dispd€auide Guide) and any revisions to the
Guideor the Manualissued prior to the effective date of thdanual.

Chapter 2:About Surplus

2.1 Surplus Mission

The mission of the Department administrative ServiceSurplus Division is:
G¢2 SyadiNBS GKS SljdZAdGrofS | yR | LILINE LY
state and federal personal property to state and municipal government entities,
and eligiblenonprofit2 NBF YAT I GA2y a dé
With limited exceptionssurplus is responsible for the final disposition of all state personal
property. Additionally, it serves as the State Agency for Surplus Property (8#&&3ts as the
federal govtll/ Y Sy G Qa | 3 Rglpientsfoadtlirs fededl suwpysoperty.
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2.2 Surplus Contact Information

Surpluds centrally managed out of the administrative office in Atlanta:

200 Piedmont Avenue, S,E. Ph: 404-657-8544
Suite1804 West Tower Fax: 4044632912
Atlanta, Georgi®03349010 Email: surplugroperty@doas.ga.gov

For more information, visit the Surplus web sitehétp://doas.ga.gov/surplugproperty/

Chapter 3:Understanding Property Managment and Surplu®efinitions

3.1 Key Elements oPropertyManagement

A review of the key property management life cycle process and roles should provide
background for how decisions about surplus property are made.

1. Property Management Life Cycle
The key stages ohanagingstate property ae:

R 1. Needs assessment and requirements definition
Requirements (What do weneed?)
5 2. Procurement
o %@ (Did we acquire the best value for the need?)
J , 3. Utilization andproperty tracking
Purchasing . . ..
Disposal (Are we using it efficiently?)
4, Disposal
(What is the best manneaf disposdP)
Tracking &
Utilization

2. Property Roles of the State and State Agencies
The State and its entities have distinct property management rdles.key definitions are
provided below:

T {4 pr&ety role
All property purchasedby or donated to the Statgregardless of the funding sourée

owned by the State.As the owner, the State has final decisimaking authority over all
property management aspects, especigltpcurement and disposal.

 OwnershipA @ RSFTFAYSR | a aKIF@Ay3Aydé £ SAFE X NR
T {GFrGS 13SyOASaqQ LINRPLISNI& Nt S
As good stewards of taxpayer funadl state agencies and employees egsponsible
andaccountableto ensure that gate personal property is utilizedracked,and
disposed of in anfécient and effectivananner.
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f  AccountabilityhA & { 2ss antl2adedise of property with delegated
RdziASa YR NB&LRY&AAOAL AGASE O
f ResponsibilityhA & a2 06S FyagSNIo®E F2NI I ( NHza

3. Surplus Property

Thesi I 6 SQa & dzNLJ dza LINBLISNIie YI yI 3SY@opéryliieNE OSaa |
cycle. Once a statntity no longer has a use for property, D&3urplus Property Division is

responsible for determining the best utility of that property, whichulzbinclude interentity

transfer, saleor destruction. Understanding key parts of property managementsmigncies
makeinformeddecisions regardingurplus property.

3.2 Property Definitions

Real propertyis assets or property that includes land andildings,and anything affixed to the
land.

Personal propertyh & & y& T AESR poperyigedibrapérions, the' eefits S

2F 6KAOK SEGSYR 0Se2yR 2yS &S| Nperddi@ pfopertik S RI G S
refers any item that is owned by the sta@nd is not real estateegardless of acquisition cost

or method.

Capitalassetsmay be either real or personal property that have a value equal to or greater than
the capitalization thresholébr the classification of the assetnd have an estimated life greater
than one year. The personal property capitalization threshold is currently $5,000. (Additional
information can be found in the Department of Audits, Capital Asset Quide

Surplus poperty is nonrconsumable personal property thiie state no longer requires

Chapter 4:Surplus Property Laws and Regulations

4.1 Lawspertaining to State Owned Property

The purpose of this section is to provide the legal authority for state surplus property in the
Stake of Georgiaas set forth in the Officialode of Georgia Annotated (O.C.G.A.).

8§ 505-140. Department to request lists of surplus property

It shall be the duty and responsibility of the head of each department, institution, or agency of
the state tofurnish, upon written request by the Department of Administrative Services on such
forms as provided by it, a list of all surplus personal property held by that department,
institution, or agency at the time of the request. These requests may be madeby th
Department of Administrative Services as often as it deems necessary.
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§ 505-141. Transfer, sale, trade, or destruction authorized; prohibition of certain employee
purchases

(a) The Department of Administrative Services is authorized and it shall be its duty to dispose of
surplus property by one of the following means:

(1) Transfer to other state agencies;
(2) Sell to the highest responsible bidder for cash;

(3) Selby fixed price; provided, however, that surplus property sold by fixed price shall have
been originally purchased by the state for an amount of $5,000.00 or less;

(4) Trade in such surplus property on the purchase of new equipment if the Department of
Administrative Services shall determine that such action is for the best interest of the
state; or

(5) Where the Department of Administrative Services shall determine that the surplus
property has no value or that the cost of maintaining and sellingstivplus property
exceeds the anticipated proceeds from traéesof the surplus property, by destruction
and disposal and order of removal from the inventory of the department, institution, or
agency with such action noted thereon.

(b) No employee of the partment of Administrative Services or such employee's immediate
family member shall purchase surplus property sold by fixed price or negotiated sale; nor
shall any person purchase surplus property by fixed price or negotiated sale for the direct or
indirect benefit of any such employee or employee's immediate family member.

8§ 505-142. Commissioner to promulgate rules and regulations

The commissioner of administrative services shall promulgate such rules and regulations as may
be required to carry out Gte Sections 56-140, 505-141, 505-143, 505-144, and 566-146

and shall establish procedures for the disposition of surplus property, including the manner
whereby the sale of surplus property shall be advertised and competitive bids for the purchase
thereof shall be secured.

8§ 505-143. Transfer to political subdivision by negotiated sale; conditions

(a) As used in this Code section, the term "political subdivision" means any county or
municipality or any county or independent board of education.

(b) n addition to the authority provided in Code Sectionr®041, the Department of
Administrative Services shall be further authorized to dispose of surplus property by the
transfer of the property to any political subdivision through a negotiated saleif th
Department of Administrative Services determines that such sale would be in the best

Department of Administrative Services 5
January 2021



Georgia Surplus Property Manual Section 1: Overview and General Information

interests of the state, and, under the circumstances, the negotiated sales price would
constitute a reasonable consideration for the property.

(c) When any surplus propg is transferred to a political subdivision, pursuant to subsection (b)
of this Code section, such transfer shall be subject to the following conditions:

(1) The property shall not be resold by any such political subdivision within one year after the
transfer without the written consent of the Department of Administrative Services; and

(2) The Department of Administrative Services shall have the right, which shall be exercised at
its discretion, to supervise the resale of the property at public guta the highest
responsible bidder if the resale of the property is within one year after such transfer.

8§ 505-144. Transfer to charitable institutions or public corporations by negotiated sale;
conditions

(a) As used in this Code section, the term:
(1) "Charitable institution" means any nonprofit taxempt person, firm, or corporation .

(2) "Public corporation" means any public authority or other public corporation created by or
pursuant tothe laws of anytate.

(b) In addition to any other dhority provided by Code Sections-5@140 through 566-143, this
Code section, and Code Section®046, the Department of Administrative Services shall
be authorized to dispose of surplus property, including surplus property subject to
paragraph (7) o€ode Section 58-51, by the transfer of the property to any charitable
institution or public corporation through a negotiated sale if the department determines
that such sale would be in the best interests of the state, and, under the circumstances, the
negotiated sales price would constitute a reasonable consideration for the property.

(c) When any surplus property is sold to a charitable institution or to a public corporation
pursuant to subsection (b) of this Code section, the sale shall be subjéxt following
conditions:

(1) The property shall not be resold by the purchaser within one year after the sale without
the written consent of the Department of Administrative Services; and

(2) The Department of Administrative Services shall have the righohligation to supervise
the resale of the property at public outcry to the highest responsible bidder if the resale is
within one year after the sale and, if the resale price exceeds the original negotiated sales
price, the amount of the excess shall fi&id to the Department of Administrative
Services.

§ 505-145. Limited application of provisions
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4.2

Nothing contained within Code Sections®040 through 566-144 and 566-146 shall be
construed so as to apply to any real property owned bydtate, and such Code sections shall
not apply to such property, nor shall such Code sections be construed so as to prohibit the
Attorney General from distributing or selling the published reports of the opinions of the
Attorney General.

§ 505-146. Penaly

Any person who causes state property having a value of less than $200.00 to be disposed of in
violation of this article shall be guilty of a misdemeanor. If such property has a value of $200.00
or more, he or she shall be guilty of a felony and, uporvimion thereof, shall be punished by
imprisonment for not less than one year nor more than five years.

Laws and Regulations Paiihing to theFederalSurplus Property Program

Thepurpose of this section is to provide reference to the legal authorityHeracquisition and

use of federal surplus property in the State of Georgia as primarily set forth in the 41 CFR § 101
42.000, § 10¢43.000,8101-45.000and crosgeferenced to the Federal Management Regulation
(FMR) (41 CFR chapter 102, partsqli0through102¢220).

O.CGA. 8505-51. Power, authority, and duty of department

The Department of Administrative Services shall have the power and authority and it shall be
the department's duty, subject to this part: é

(7) To establish and operate the statgency for surplus property for the purpose of distributing
surplus properties made available by the federal government under Pub. L. 152, 81st Congress,
as amended, to institutions, organizations, agencies, and others as may be eligible to receive
such suplus properties pursuant to applicable provisions of federal law. The commissioner may
enter into or authorize the aforesaid state agency for surplus property to enter into cooperative
agreements with the federal government for the use of surplus propsiby the state agency.

The commissioner is authorized to enter into contracts with other state, local, or federal
agencies, or with other persons with respect to the construction, operation, maintenance,
leasing, or rental of a facility for use by thetstagency. Further, the commissioner may acquire
real or personal property for such purposes;

Listed below are key regulations associated with federal surplus praperty
41 CFR 102 Subchapterfersonal Property
102-33.5 to 10233.460 Management of Governant Aircraft

102-34.5 to 10234.350 Motor Vehicle Management
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102-35.5 t0 10235.30 Disposition of Personal Property

102-36.5 to 10236.475 Disposition of Excess Personal Property

102-37.5 to 10237.580 Donation of Surplus Personal Property

102-38.5 to 10238.370 Sale of Personal Property

102-39.5 t0 10239.85 Replacement of Personal Property Pursuant to t
Exchange/Sale Authority

102-41.5 to 10241.235 Disposition of Seized, Forfeited, Voluntarily

Abandoned, and Unclaimed Personal Property

Section 2. Surplus Program Eligibiiit Applicability and Responsibilities

Chapter 5:Applicability andEligibility
5.1 Eligibility Applicability

This information is provided so stagatitieswill have a better understanding of the disposal
options availableand how surplugroperty can be used by other eligible recipientsis not
intended to replace donee eligibility regulations or utilization and compliance restrictions or any
other apgicable laws or regulations.

5.2 Eligibility Determination

D S 2 NBRufplugPiogrém is not an entittemeptogram Doneeeligibility is determined on a
caseby-case basis in accordance with stated federalaws and regulations Eligible program
LI NI A OA LI yia I InSestedentifieSrRst coRese $h& a@pdrdpriateligibility
applicationprocess ananust canply with the requirements of periodic updatirg retain their
eligibility. The followingclassification®f entities will be considered for participation:

1 Allstategovernment agencies, commissions, authorities)d universitiesare eligibleto
receivestate and federal surplus propertystate entitiegprimarily authoritiesauthorized
by lawand elecingto manage their own property disposal are still eligitdeeceivestate
and federal surplusHowever transactions will b conductedhe same as a local
government and tite property will be convesd as a Direct Negotiated Sale.

1 Alllocalgovernment(county, city, town, etc.) entities are eligilile participate in thestate
and federal surplus property.
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53

Eligibility, Applicability andResponsibilities

1 Nonprofit organizatonsclassified by the Internal Revenue Service (IRS) as@)p01
organizatiormaybe considered to receive state and federal surplus property.

1 Veteran Service Organizations (VSd@signated by the Secretary of the US Veteran
Administration aresligibleto participate in the éderal surplus property program and may
be eligible for the state program depending on their business statalsservice(s) provided

1 Service Education Activities (SE#gsignated by the Secretary of Defemsay be eligible
for federal DOD property

1 Snmall Business AdministratioiSBA) 8A program participantamay beeligible to
participate in the federal surplus property prograrligibility is established by the SBA.

5.2(a) Direct negotiated sales to out of state political subdivisions and charitable institutions are

processed on a cad®y-case basis. These customers are not considered eligible program
participants exceptunder limited circumstances where Surplus datermined such sale would
be in the best interest of the state

RedistributionDefinition and Precedence

Forstate surplus property, redistribution is defined as transfers between state enétidfor
direct negotiated sales to eligible donees and venadurns.

In keeping with the mission of equitable and appropriegdistribution of surplus property, the
following precedencewill be generallyadhered to for the redistribution of all state surplus

property.

State Entities

Municipal Government Agencies

EligibleNonprofit Organizationgincluding VSO)
Service Education Activities (federal DOD propenly)

o~ WD RE

Small Business Administration (fedepabperty only)

Chapter 6:State Entity Responsibilities

6.1 Entity Responsibilities
Consistent withtheir fiduciary responsibilityentity heads must
1. Establistentity policies, proceduresand systems for the appropriate procurement and
tracking of personal property.
2. Delegate responsibility and authority for property oversight to tlegitity Property
Coordinator (PC)
Department of Administrative Services 9
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Eligibility, Applicability andResponsibilities

1 PC is designated by antity head ands responsible for thentityQ @roperty
management. In some agencies, responsibility for vehicle management is delegated to
a Fleet Manager.
9 For the purposes of propertyansfer or disposathe PC is the primamgntity contact,
FYR gAff Ffglea K2fR (KENAJzZSIRE dzaza B8IFA Iy | (A 2

3. Ensure compliance with State Properties Commission SPE3&t Management: Proper
Shutting Down of Vacant Buildinigsthe disposal of assets related to a building closure.

4. Surplussmployees do not have accessdotity asset inventory management tracking
systems.ltis the individuakntityQa NB aLR2yaAoAt Ade (2 dzZJRIGS (K
vehiclestrailers, etc.) disposition records for audit purposes.

6.2 Property Management Role Definitions
1. Donee A donee is angligibleorganization thais enrolled in thestate and/or federal
surplusproperty program.
2. Surplus AuthorizationsThere argwo primary designations of users in the Surplgstem
whose status is recorded on tlemtity Selector list
1. AuthorizedUser
0 Has authority to conduct all matters of business pertaining to the acquisition,
utilization, and disposal of surplusCan obligatentity funds.
0 Delegatesntity personnel as Property Selector
o Entityheads are always Authorized Users
Note: Agencies may have more thaneAuthorized user
2. Property Selector
0 Authorized to select property and obligagatity funds.
0 May not authorize otheentity personnel.
Note: Surplus maintains lists of other kentity officials, sgh as thesntity head andChief
Information Officer (CIQJor the disposal of electronic matals.
6.3 Restrictions forAcquiredState Property
For a period of twelve (12) months from the date of transfer, all state surplus projsextyject
to the following restrictions:
1. Property may only be used for officetity purposes; personal use is naiithorized.
2. Only donee emplgees listed in thentity selector listmay sign for receipt of property.
3. The state reserves the right to approve or deny property transfers based on equitable and
appropriate redistribution Appropriateness fodonee usés also assessedProperty
Department of Administrative Services 10
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acquiredmust be used by the donee organization for theendedpurpose. Personal use of
donated property is prohibited.

4. Property title andcustodymust be maintained by the donee for the restriction period.
Property may nobe sold, traded, loaned, cannibalizext destroyedwithout permission
from Surplus.

5. Surplus personnel may condudilization visits any time during the restriction period.
Donees found noncompliant may be required to return the property, forfeit theiserfee
paid, andor have accessorial fees assessed atdiberetion ofDOAS

6.4 Sales to State Employse

State employees other than DOASployeesare permitted to participate in the public sale of

surplus property. Toprevent the appearance of impropiiee | YR Ay (1SSLIAYy3 6A 0K
Code of Ethics, DOAS employees and their immediate family members are prohibited from
participating in any sale, auction, or transfer of surplus property to the pudIlic.G.A. §0-5-

141(b).

All other purchasersrictluding but not limited to state employees and their family members)
must certify that any transactions in which they are invaide not and will not violate the
provisions of OCG#45-10-20 et seq. in any respect.

A state entity may offer the opportunitfor state employees to purchase state property that is
being disposed of if the expected return is less than $50. If the expected value of the property is
greater than $50, a state entity should submit the items to public auction, in which state
employees can also participateSee sectiord4.4 for special instructions on the sale of

electronic equipment.

Chapter 7:Transaction Proceeds

7.1 Asset Disposal Proceeds

DOAS retaimonly the funds needed to operatbe program andwill return the remaining
proceeds to all state agencies utilizing the progiaran equitable manner

The expected reimbursement rate wilbrmallyrange between 4@0%.The reimbursement
rate isevaluated eacliiscal yeaand adjusted, if necessary tover fluctuating operating
expenses.Reimbursement payments to agencies will be mddeughmonthly ACH payment
Theparameters DOAS utiligéo calculate payments are:

1 The first $100 of all transactions (by piece or lot) will be retained by DOABaesic service
charge.
1 Allinteragency transfers of state assets will be conducted at zero cost

Department of Administrative Services 11
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7.2

91 If there are excess funds which more than cover operating costs atyesaednd, DOAS will
02 y RdzO (dzUIJ¢ aGliyNBRIZENB A Y 6 dzNBA S Hufririg thatFiskdliyeaddnlalprd A y 3

rata basis based on total transactions.
1 Proceeds of high value assets, for exanti@avy equipment oaircraft sold after the first

$100will be processeds follows:

Section 2Surplus Program
Eligibility, Applicability andResponsibilities

Sale Amount Percent toEntity SurplusCap
$101 to$9,999 55% N/A
$10,000- $49,999 75% $7,500
Xbpnznn 90% $10,000

T

T

Agenciesreresponsible for transportation and equipment preparati@e$ (e.g. decalnd
a ¢ NJrehgval, towing etc).

¢KSNB Aa

y2 NBAYOo dzNE S Y Blgttiionids sée)ChaiitédfoR A & LJ2 & | €

additional information)

ConditionalProperty Title Transfer

The Surplu®ropertyprogram isnot an entittement program. Enrollgghrticipants(state and

local government entities and nonprofit organizationsst meet speific eligibility criteria and
I &. CSRA2NESGEA b S @ dorleésiredrhnifallyfa 8anatiomwith a
service chargeThis stems from the fact thatansfer ofproperty title (ownership) does not
occuruntil certain conditions are met as stated9ection6.3 Restrictions foAcquiredState
Propertyof this manual. Property itle transfers to public buyeras soon as payment is

arel Y296y

received and the item(s) are removedlhe chart belowdescribes the conditional restriction
period:

Property From Property To Title TransferRestridions
State None
State Local Governmen{ After 12-month restrictions are met
Nonprofit After 12-month restrictions are met
Public None
Federal State Restrictions based on property
Local Governmen Restrictions based on property
Nonprofit Restrictions based on property

Department of Administrative Services
January 2021
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Section 3. Disposing of State Property

Chapter 8:0Overview of DisposdProcess

Once a statentity decides that property is no longer needed, Surplus will work withetttéy
to ensure that theselected disposahethod returns the most value tde state. According to
state law, there ardive basic disposaiptions

Transfer between state entities

Negotiated sale to eligible donees

Trade in on the purchase of new equipment
Sale to the publithrough a bidding process
Destruction

o~ wN e

The disposal procesgpicallyflows through the following transaction options:
Redistribution (Transfer, Direct Negotiated Sale, Vendor Return)
tdzoft A0 {ItS OLYGSNYSG !'dzOGA2ys awSihl At é {If
Destruction/Disposal

The disposal process is managed for each individual piece of property and &mjignding on

the situation, these processes and other disposal methods may be employed as necessary and in
any order. The Surplus Division is responsible for determinirggdisposal method that is in the
adlrisSqQa o0Sad AyadSNBalo b2G ff LINPLISNIE& gAff

Note:Regardless of the typell aequests fodisposaluthorization must be receiveattior to the
actualdisposal.Requests aftethe-fact will not be authorized

The diagram below provides a hitgvel overview of the disposal process.
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Agency enters Transaction v Yes

transaction into  mmd reviewed by gmmm R Received? LS Redistribute —b@—b
Asset Works Surplus

- Transfer

- Direct Negotiated Sale

- Vendor Return

Yes
Sell to Publi —b@—b
Agency correc
- Internet Sale

l - Retail Sale

and reenter

- Live Auction
- Public Sale other

Yes
e D

- Electronics Disposal (ELC

Yes
—6 D
9 Agencies do not collect any money and

should not release any material without a -Onsite destruction
Bill of Sale or other rel thorization - Offsite destruction

I ot Sale or other release au _O atio - Donation if original acquisition
from the Surplus Property Division costi Ppnnn

Onssite Disposal Process Overview

9 All transactions are processed through the
Asset Works system.

Theactualdisposal process for all the transaction types is comprised of four basic steps:

1. Stateentity enters the transaction requestith market qualityphotosinto the Asset
Works(AW)system.

2. Surplusvirtually receives the propertanddetermines the bestlispasalmethod.

3. Surplus conducts theansactior(s), entity is notified throughout the process by the AW
system. Stateentity releases/disposes of property.

4. Once disposed of, thentity references the AW transaction number as authorization to
remove the assefrom its inventory.

Typically this process takes between 1028 business days, depending on the type of
transaction, the accuracy of the information provided by &mdity, and other factors.The
public sale option has the longest turnaround time apidted below.

Average Turnaround for the Disposal Process

Surplus recieves Posts property to Posts property for Buyer pays &

transction in AW DOAS website Public Sale removes property

1-2 business days 5 business days 3-5 business days 5-10 business days
Department of Administrative Services 14
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Thisrepresentsthd G @ LIA OF £ ¢ al £t Sa LINRPOS&aa GAYS FTNIYSo 5
transactionamay be processed in as little as one dayilewthers may be intentionally held for
longer periods to allow for marketiyNJ 2 § KSNJ NBFaz2ya GKFEG I NB Ay GfF

8.1 Virtual Disposal

{ dzNLJ dz& LINRPLISNI & GNIl yal OdAazya NB Ga@ANIdzZ f RAA
the custodiarentity while it is processed and disposed. The virtual disposal process is:

1 Cost effective; Reduces transportation and handling costs
1 Flexibleg Entity determines the disposal start times
1 Available statewide Assets available within the local community

8.2 Asset WorkgAW)

The SurplufropertyDivision utilizeg\sset Work¢AW), aweb-basedprogram,to processhe
disposal of all surplus propertyl:his allows for single point access to all surplus processes and
information. Stateentities mustdesignate personnel to have access to the progrdine

program tracks thentire disposal processreating an audit trail that shows each step in the
processand who initiated it. There are thredJser FPofilesfor entity property personnel

Enters disposal requests

User )
Runsentity reports
1 Enters disposal requests
1 Approve disposal requests
Manager T  Runsentity reports

(If anentity elects to allowonly one individual 1 enter
and approve disposal, they must habe manager
profile.)

Director 1 Runsentity reports

Note: The AW User Profiles are different thiaa previously discussed Property Management
Roles. Authorized Users and Property Selectors may dispose of and acquire state and federal
surplus property for an entity. AWsers, Managers, and Directgnofile only denote

permission in the AW systenindividuals may hold both Property Management and AW User
roles but require separate entity designation.

The system also allows agencies to manage asset disposal at individual locations asmigjl as
wide. Agencies may also elect to control disposal thinquige-established approval processes.
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Personnel assigned to managpetity assetamustenroll in an onlinetraining program. Once
successfully complete@duthorized individualsvill be provided with program access.

Chapter 9:Surplus Disposa] Creating theTransaction

Regardless of the disposal method, the first step in the prosesstering the disposal request
into the Asset Works systengince the assets are located throughout the state, the information
that is sent to Surplus must be complete amturate. Specific instructions for completing the
Transaction Request are found in thfesset Works User Guide

9.1 What Informationis includedin the Transaction Reque8t

Surpluscanprocess the requesnore efficientlyif these steps are taken:

)l
1
1

All fields are required; property mustbe identifiable to be sold.

List addresses and contact information where the property is physically located.
Keeplike items on singleequestsg do notmix disposal processes likéectronicswith
furniture.

EnterO2 YLIX SGS & LI Oghotad,préadéct infofmiafiodzhéetsett. at one
time.

Inform Surplus of convenient inspection and removal tinesriers tq or facilities for
removing property Cautionn Parts and componentsiust not be removed once an
item is reported. If this occurs, contact the Surplus Property Division immediately

Note: Unique circumstances may require special handhdgitional information and/or
photos.

9.2 Guidelinesfor taking photos to accompanyTransactionRequest

When photographing an item for disposal, think of what visual information should be captured
to best communicate the details and condition oétiem to a tential customer.A picure is
worth a thousand words.

1. Designate a staging area. This area should allow pictures to be taken without other items in
the background. The background should not have activity and shoukbaefor example,
when taking vehicle pictures, other vehicles should not be in the bagkg. Inside a
warehouse use a tarp tacover background items that caat be easily moved. Customers
will assume that all items pictured are being offered for salen if the camera is focused
on oneitem and the written description is specific.

2. Capure key detailsTake as many views as necessary to accurately show the item. Take
closeshots that show item details such as data plates, control panels, mechanical or
electrical componentsandconnection points of items that must be disconnected or
disassembled for removalPhotograh thewire plug end if applicable, anény item
damage.
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3. Use correct lightingAny lighting or sun should be behind the camevdatchfor shadows
that hide details.

4. Save in the corredtle format. The picture format mushbe jpgand sized to 60 x400 (1
MB). In MS Office Picture Managéf availableNB & A T SDefingR &électial, Web
Large (640x480)If the photo is taken with a mobile phong, A T S G KS LIK2G2 (2 da
attach itto the transaction request Turn off Date/Time stamp

5. Name pictures for easy identificatiowhen submitting multiple items onr@quest (system
limits 5attachments per ling rename photos in the same way therite are listed by line
item on theTransaction Requestdditional photos may be added to separate lines.

6. Designate folder(s) to store the pictures on your F@is will helphavigate to this folder to
attach your photogo the Transaction Request.

Note: There are special photo requirements for vehicles. See Section 7.6 of this Manual for
details.

9.3 Additional Information to Includewith Transaction Request

Whensurplusing equipment, the following list includes other information that is helpful takno
and may be requested when describing the property.

Date taken out of service

Was this item known to be operational when last in service?
Acquisition cost if known

Any kind of damage

Engine typechow may cylinders?

Motor ¢ Size, HPHours

Fuel type GasDiesel, Propanelectric

Voltage 110 or 220

Hertz

Singleor 3 Phase?

What type of plug does the item have?

Brand

Manufacture

Model

Year

Serial Number

VIN (Vehicle Identification Number)

HIN (Hull Identification Number Boats)

Weight

Sizeg provide dimen®ns: height, lengthand width
Tank size? Number of gallons

Type of tank? Material made of, Fiberglass, Metal, Ry,
Generator¢ What is the KW size?

Is the item skid mounted or trailer mounted?

B R T T I I I I R e - B B B |
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1 All data plate information that is available

Chapter 10Redistribution

Redistribution of state assetsagprimarygoalof Surplus Frequently, assets that are no longer
needed in oneentity may still hae useful life in another. Thetate saves not oly through
acquisition cosawvoidanceput in the purchasing administration costs as well.

Agencies are encouraged develop business relationships with other state entities, local
governmentsand participating nonprofit entities in their communities. Redistribution within
local communitiestrengthens theentityQ standing andsupports the economgs well asaves
the entity time andother disposal costs. Redistribution options incliikea-Agency Transfer
Inter-Agency TransfefT), Direct Negotiated SaléDNS)and Vendor Return (V)

10.1 Intra-Agency Transfer

Intra-Agency Transfeoccurs when property is moved between internal business units of the
sameentity. Before submitting a surplus property requesichentity should ensure thathe
property cannot be used by someone eisehe entity, including other physical sitesf the
property physicallyesides within thecustodianentity, property that is being mowkbetween
internal business unitdoes notrequire DOA@pproval. Examples:

1 GeorgiaDepartment ofCorrections (GDQhoves property between facilitigshe

property remains within GDC
1 Atlanta Techical Collegenoves property toNiregrassTechical CollegéTCSG to TCEG
T University ofGeorgiamoves property to Georgia StatdJniversity(BOR to BOR)

Note: The Surplus Property Division will not issue transfer authorization numbers for these
transactions.

10.2 Inter-Agency Transfer

Inter-Agency Transfereccur when property ismoved betweerstate agenciesr entities. Since
the property is owned by the state, Transfers are conducted at no cost to edtidy.

10.3 How to Complete a Surplus Intekgency TransferT (State to State)

1. Custodiarentity enters the Transation Request in Asset Worlsglecs Transferunderthe
Method.

Entitymanager approves transaction.
Surplusvirtually receives the request aneerifies receivingntity eligibility.
Surpluscompletes the transfer in Asset Works

Custodiarentity completesthe physical transfer

o g s~ w D

Receivingentity adds asset to propertynventory records.
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7. Surplusingentity removes assets from properigventoryrecords

10.4 Diagram of InterAgency Transfer Process

Inter Agency Transfer Process

Agency enters S Complete the e e
transaction into . R 4 | aNSiEr IN ASSet S phy:
Asset Works request in Asset Works transfer and

Works update records

Verify
receiving
agency
approval
authority

10.5 Direct Negotiated SaléDNS)State to Eligible Donee)

Direct Negotiated 8lesare used for redistribution from a statntity directly to an eligible local
governmentor nonprofit. There is always a fee for a DN8hen discussing property with the
NEOSA@GAY3 SylGAiadeszr R2 v Piice aditditiors Srecstablisiiedy 2 NJ a bwm
the SurplusPropertyDivisionwho must approve the transaction, generate tingoice,and

collect the funds.The pice must constitute a reasonable consideration for the property and

established bgompaing market value, quantitygondition andmay consideextenuating

circumstances.

10.6 Restrictions orDirect Negotiated Sales

For a period of twelve (12) months from the date of trangfesale all state surplus property
will be subject to the following restrictions:

1. Property may only be used for officehtity purposes; personal use is prohibited.

Only donee emplgees listecbn the entity selector listmay sign for receipt of property.

3. The state reserves the right to approve or deny property transfers based on biguéad
appropriate redistributionand appropriateness for donee use.

4. Property acquireanust be used by the donee organization for theendedpurpose.

Property title and ownership must be maintained by the donee for the restriction period.
Property ma not be sold, traded, loaned, cannibalizeddestroyedwithout permission
from Surplus Property Division.
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The Surplus Property Division may condudtaation visits any time during the restriction
period. Donees found noncompliant may teguired to return the property, forfeit the service

fee paid, anf2 NJ KI @S I OO0OS&aaz2NAI f

discretion

¥FSSa FaasSaasSRrR i

10.7 How to Complete a SurpluBirect Negotiated SaleDNS(State toEligible Doneg

1. Custodiarentity enters the Transaction Request in Asset Works, sel®dS under the

Method. Provides receivingntity contact information.

2. Entitymanager approves transaction.

3. Surplusvirtually receives the requesterifies receivingntity eligibility and establishes

negotiatedprice.

4. Surplus will collect the service charge and iss&dl of Sale

5. Donee presents Bill of Sale a@dstodiarentity completesthe physical transfer

6. Custodiarentity removes assets from propertgventoryrecords.

10.8 Direct Negotiated Sale Diagram

Direct Negotiated Sale (DNS) Process

Receive

Agency_entgrs Transaction
transaction into request in Asset
Asset Works a

Works

receiving
entity with

Bigibility

process

Agency

eligible?

No

Fnd new donee
or disposal
process

o
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10.9 Vendor Return(State to Vendor)

Vendor Return/Tradeln occurs when state agencigsde-in material in exchange for some
concession wheacquiring new, like property Vendor return transadnsmust be submitted

to and authorized byurplus.Requests for Vendor Return will not Bpproved by Surplus
without documented benefit to the stateFor instance,lie advantage can be a discount on the
new material,cost avoidance othe removal/diposal of the oldroperty,or a combination.

Examples ofransactions are

IT/Computer replacement procurements (vendor agrees to remove old equipment)
Capitalequipment procuremente.g. tractors)

Building systems replacants €.9.HVAC removal)

G ¢ 2 0 I ehi@eRlamag@e where other party pays for liability

Weapon upgradefrom Sate Wide Contract

=A =4 =4 =4 =4

10.10 How to Complete a Surplus Vendor RetwN (Tradein))

1. Custodiarentity enters the Transaction Request in Asset Waské&ctsV under themethod
andentersthe suppliercontact informationwith supporting documentation describing the
benefit(s).

2. Entitymanager approves transaction.

3. SurplusvirtuallyNB OS A @S & ¢ velifieSrectifintprtty ié diuthorized, request is )
FLILINBLINRAFGS F2NJ aySeg> tA1S LINRPLISNIeé¢:X yR (K
the state.

4. Surplus wilissue theauthorization via email.
Custodiarentity completesthe physical transfer

6. Custodiarentity removes assetgdm property inventory records
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10.11 Diagram of Vendor Return/Tradén Process

Vendor Return (V) Process

Receive
Transaction Replace like Issue Vendor
request in Asse equipment? i e7 Return

Agency enter!
transaction into)

Asset Work T

Select other
disposal methoq

Chapter 11:Sales to the Public

Items that have not beeredistributedor destroyedare normally offeredria the internetto the
public through eitheluction saleor fixed price.

In keeping with the mission to redistribute properaill materialsmaybe listed for 5 days to
eligible donees prior to authorizing the sale to the pubfigencieshouldplan for this cycle
when develping their disposal schedule.

11.1 Internet Auctions

Internet auction serviceare the preferred method for public saté propertybecause it is:
1 Wide reaching, international audience promota@mpetitionand generally higher
prices.
1 Fast, specific sales tniia can be programmed into the sale such as starting price,
reserves or selling time.
9 Differentsiteshave niche markets allowing Surplus to better focus sales

11.2 Considerations when dealing with public buyers:

1 Ensure that the property igccounted for and available before the sale is posted.

1 Inform Surplus of convenient inspection and pigkdays and timesPersonnemust be
available during these times.

1 Inform Surplus of any piakp restrictions or facilities so customers gmepared with the
correct equipment (i.e. on"2floor, no elevator, have loading dock, etc.)

1 Read the public sale Terms and Conditigxggendix Cto better understandthe
agreement betweerthe buyer and statelt is written to protect both parties.
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f Donot discusspromiseg or guarantee condition, parts, pricing, etc.i A a4 (G KS 0 dz2 SNE&C
responsibility to inspect the itemarior to bidding

Do not release property to anyone without the signed bill of sale.

Do not accept anform of payment

Contact Surplsi if there areanyissues with a customemcluding dissatisfaction with item

condition or description.Once property is removed, Surplus hiasited options to resolve

any issues.

= =4 =

11.3 How to Complete an Internet Auction IS (State to Public)

1. Custodiarentity enters the Transaction Request in Asset Works, sel8aisider the
Method.

2. Entitymanager approves transaction.
Surplusvirtually receiveshe request,posts to appropriate auction site.

Surplus, answers customer questionsnducts the salesontact winning bidder, collect
payment, etc.

5. After submitting payment, wning buyers will be issued a Bill of Sal&ey should contact
the custodian to arrange a pialp appointment. They will pesent the billof saleat the
appointed pickup time as proof of paymertb remove propertyBuyers have 5 business
days to pay and days toremove the property.

6. Custodiarentity completesthe physical transfeand returns a copy of the signed Bill alé&
to the Surplus Division

7. Custodiarentity removes assets from property inventory records
114 wSidlF At é 28HeCAESR t NAOS

RetailSales are intended to give agencies an opportunityffer low cost property to the local
community. It igarticularly suited for the disposal of office furniture and small itenot
including electronics such asllular devices, laptay tablets storage devices, etcThe original
acquisition value must be less than $5,000 to qualify for a retail sale

Any itemswith an expected return of $50 or moshould be offered through an Internet Sale,
not Fixed Pricelt is not inended to bypass other disposahethods that generate higher
returns or ensureequitable opportunity.

Sate employees may participia in retail salesput the sales opportunitiesnust be available to
all employees.

11.5 How to Complete &Retail Saleg RS

1. Custodiarentity enters the Transaction Request in Asset Works, seR8tander the
Method.t NR A RS 0dz2 SNJ O2y (il OG0 Ay F2NXIGA2Yy dzy RSNJ |

2. Entitymanager approves transaction.

3. Surplusvirtuallyreceivest G KS . NBIj dzSa i
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4. Surplus conducts the sale and sends buyer an invoice.

Buyer will pay througtonline paymentortal and will be issué a Bill of SaleBuyerwill
present the billof saleat the appointed piclup time as proof of paymerb remove
property. Buyers have 5 business days to pay and remove the property.

6. Custodiarentity completesthe physical transfer

7. Custodiarentity removes assets from property inventory records

11.6 Diagram of Public InternetRetail Sales Proces

Public Sales Process

Receive

Agency enters Transaction

transaction into
Asset Works

Y

request in Asset
Works

Retall Internet

Surplus poststo
internet site,
highest bidder
wins

Surplus sends
individual
invoice

Notes:

1 Inorder to be considered for a
Ratgil Salg, the original acquisition
Q@&lY ddlioS>pnmn Buyer paysvia

PayPal

1 Internet Salesthat default will

either be offered to next winning

bid or reposted. Qrplusissues

Bill of Sale to
agency and
buyer

1 uBralk- Gakt RrywHESt Y80S
offered through the AD process.

Agency releases
property
Removes asset
from record

Chapter 12Disposal Authorization (PreviousestructionAuthorization)

Destruction of property is frequently the most appropriate method of dispo&adstruction
should be considered wherrgperty isdamagedandrepair is either not feasible,
inappropriate, or the cost exceeds the fair market value (FMV).

TheAffidavit of Disposal(AD)permits disposal options other than destructiolssuing theAD is
requiredbefore any propertydisposal
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Note: All requests fatisposakuthorization must beeceivedprior to destruction and disposal.
Requests aftethe-fact will not beauthorized

12.1 Authorized Disposal Guidelines

1. Generally speakingnyproperty with a FM\fess thar20.00 that canot be redistributed
within the custodianentity should be considered falisposal Thisexcludeshighly pilfeed
itemsor electronic equipment capable of storing data (i.e. flash drives).

2. When anentity requestsdisposakuthorization, theintrinsicvalue must be considered.
Frequently an item may not be useful for its intended purpose (i.e. metal desk with a broken
leg)o dzi AGAftf KIFI&a aONI LI 2NJ NBOeOftS @I fdsSSo Ly
destroy through scrap or recycling rather than paying disposal costs.

3.1 Aa Ay GKS adrisSqQa o0Sad AyaSNBad GdKWG Iff R
appropriate and friendly manner. Redistribution is preferred to recycling and recycling is
preferredtotrash.¢ KS 32+t Aa (2 YAagmichdeSssinleKS aidl 6SQa

4. DOAS has contracted with a vendor to dispose of electrga&=Section 3.Chapter 14:
Electronics Disposal The disposal of trash, scrap, or recycliather than electronic)s an
entity responsibilityand as such, thentity bears any cost ancbllectsany proceeds

5. ItistheentityQa NIbifity 2 opraplete thedestruction/disposal as soon as practical after
approval is givenFor audit purposeghe completed affidavitmust be retainedaccording to
records retention regulations

12.2 How to Complete arAuthorized DisposdDestruction

1. Custodiarentity enters the Transaction Request in Asset Works, sefdotander the
Method.

Entitymanager approves transaction.
Surplusvirtually receives the request

If approved, surplus will issue the AD number and notify the custodiamtail.

o~ DN

Custodiarentity disposes of the material through either

a. Witnessed orsite destruction

b. Removal by approved vendor (i.e. scrap metal)

6. Custodiarentity completesthe Affidavit of Disposal and files for inventory records.

Custodiarentity removes assts from property inventory records
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12.3 Affidavit of Disposal Form

The Affidavit of Disposal (AD) provides two options for dispodastruction or donatiom
described below Rior approval from Surplus is required before destruction/dispaSak
instructions for completing the fornin AppendixA.

1. When property is designated for destruction, it must be rendered unserviceable and
disposed of in an environmentally appropriate manner (i.e. placed in a dump3iee)
Property Coordinator or custodian should check the appropriate box on the affidavit and
execute the remainder of the form.

2. Foritems that are unsojdbut are still serviceable, theustodianentity may elect to contact
a localnonprofit (IRS 501t organization and donate the property in lieu of adding to and
paying for waste disposal. This option may alsoideel for equipment that has scrapalue
but is not physically destroyed on site. Agesce encouraged to develop a network of
groups for donation andre cautioned when exercising this optidm not show favoritism to
any specifientity.

Chapter 13:Surplus Vehicles

The process for the disposal of state vehicles is the same as any other propeeiyt #sat

there may be conditions that suggest a specific disposal method. Vehicles that are damaged in
an accident or have mechanical failure may require immediate removal and/or storage.
Additionally, some agencies do not have vehicle storage capyab8itrplus has a contract

vehicle auction companyp manage many of these issues. State agencies have two options for
disposing of vehiclagssupplierdisposal and ossite disposal. Regardless of the disposal option
selected, theentity will be responsild for:

1 Ensuring the originditle and keysare with the vehicle.
9 Ensure the vehicle is safe to operated notify DOAS anytime a vehioieets the
ONX (0 SNX& | défifed by #he Godljla Beépartment of Revenue
1 Cleaing anyconfidental vehiclewith Department of Revenue.
1 Removing all state markings (decaiw/or vehicle wrapsand the license plate. (The
entity may retain plate for a future vehicle or destroy/discard it.)
9 Payingalltransportation costs.
1 Once disposed, remevhe asset frontudodianasset record.
1 Entering one vehicle per Transaction Request in Asset Works.
Note: Redistribution to eligiblentities(state entities must comply witRolicyl0, Rules,
Regulations and Procedures Governing the Use and Assignment of Motor Vehiclessdlu
Operation and Disposal of Motor Vehicles and Associated Rkeeping,Not all vehicles will be
offered for transfer to state entitiesis always the firstonsideration If a stateentity has a local
government contact that could be interested in a vehicle, they are encouraged to notify the
surplus office at the time the disposal request is submitted. Do not however, arrange or agree to
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any price or conditions. Items that are not redisited are sold to the public through
contracted internet auction providers.

Salvage vehicle definition

In Georgia, a salvage vehicle is any motor vehicle:

1 Damagedo the extent that its restoration to an operable condition would require the
replacement of two or moreomponent parts
9 ¢KFG 'y AyadzaNIyoS O2YLIlyeée KFra LIAR I wiz2dlft
repaired, regardless of the extent of damage or the number of major parts damaged.
{1 Imported and was damaged in shipment and disclaimed byrtheufacturer as a result of
the damage:
A Has never subject of a retail sale, and
A Has never been issued a title.
9 ¢AGfSR Ay Iy20KSNJ adlldiS IyR oNIYRSR & ac¢2dl

Salvage vehicles cannot be operated legally onipubads in Georgia.

13.1 Vehicle Accidents

Report all vehicle accidés within 48 hours to DOAS Flédanagement by calling toll free
1-877-656-7475 The staff is trained to assist you by ensuring thatethigty is properly
represented and that the state Wécle is repaired or replaced incasteffectivemanner.

If the vehicle igotaledandA & y 20 O2 OSNBR dzy RSNJ i KAPDAaGEF GSQa ! d
program,itis theentityQa NBalLlR2yaAioAt Ade (2 eoeryigRiizdisposalKS & dzNJ
request into Asset Works.

13.2 How to Complete a Surplus Vehicleansaction

The general process consists of the following steps:

1. Custodiarentity enters the Transaction Request in As$éirks, select3 under the
method. The listing must contain:
0 Vehicle Description (Make, Model, Year)
o0 Vehicle Identification Number (VIN)
o Mileage
0 General Condition (Excellent, Good, Fair, Poor)
o Copy offront and back obriginal title as an attachment.
2. Entitymanager approves transaction.

3. Surplusi NBOSA@Saé¢ GKS NBIjdzSai
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4, { dzNLJ dza a il FF Attt RSOGSN¥YAYS (GKS RAaLIRZalf Y
including redistribution or public sale. The transportation costs will be estalliabe
part of this decision.
5. Office of Fleet Management (OFM) wilbwe or remove the asset record in VITuthen
a vehicle is transferred or sold
6. Entityreleases the vehiclditle, and keydo the new owner pontransfer to thedonee
or publicbuyersale.
7. Custodiarremoves from entity inventoryproperty records

13.3 Vehicle Disposat SupplierOption

Supplierdisposal will generally be the disposal method of choice if:

1 Vehicle is withirbO-mile radius of vendor fadii.

9 There are no secure storage opticaisthe state location

9 State facility is not open to the public for security reasons

9 Vehicle has been disabled or damaged and storage will add cost to disposal

1. Entity Responsibilities
1 Movevehicle tosupplier Entitieshave the following:hoices for transporting
vehicle to vendor:

o Entitymay deliver the vehiclg) to the supplieronce Surplus approves and
establishes a delivery appointment.

o Entityelects to utilize theé dzLJLJtranpdt#aaipany. The contract
includesnegotiated towingfees,contact Surplus for currergntity rates.

Vendor billeentity directly for transportation costs.
1 Entitywill remove the license plate and all state markings or stickers.
1 Entitywill send the originalsignedtitle with the vehicle.

0 The owningentity must print theirentityQa y I YS 2y (GKS ¢NI yat¥
0{SftftSNRnav FANRG fAySo ¢KS | dziK2NRKT SF
¢CNF YAFTSNRNRA o0{SftfSNRav aSO2yR fAySo®

2. SupplierResponsibilities

Inspect the vehicle and complessyrequired inspection form
Removedecals ifentity has failed to (bis will be billed back tthe entity)
Take required photoéSee 13.6or minimum requirements.

Make available for redistribution to eligible donees

Sell to the public any vehicles not redistributed

=A =4 4 4 =9

13.4 Vehicle Disposal On-Site Disposal Option

Onsite disposal will generally be the disposal method of choice if:
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¢CNI YaLRNIIFGAZ2Y O2aiGa SEOSSR GKS @SKAOf SQa
Secured storage is available

Entity has other compelling reason not to transport to vendor.

Have staff availablfor customer inspection at designated times.

Entity Responsibilities
1. Custodiarentity enters the Transaction Request in Asset Wddkee vehicle per
Transaction Request¥electsT under themethod. Thelisting must contain:
1 Vehicle Description (Maké&jodel, Year)

1 Vehicle Identification Number (VIN)

1 Mileage

1 General Condition (Excellent, Good, Fair, Poor)

1 GompletedVehicle Inspection Form

1 Market qualty photosof the vehiclg(.jpg only see below)

1 Acopy ofthe front and back of the titl§Note: The title must be in the
custodianentityQa Yy Y S

9 Original title must be available and transferred with the vehicle.

f ¢KS LJzZNOKF aSNDa Q¥ T2 Nagidfi blaehidtityeR o6 dz& S NJ

vehicle is sold or redistributed. This information is completed when the
vehicle is picked up by the donee or the internet customer.
1 Do not sign the title over to DOAS Surplus
Note: Do not send incomplete disposatjpests. Surplusannotprocess the request

until all the information is provided. Incomplete requests willdided
2. Entitymanager approves transaction.
3. Surplusi NEOSA@Sa¢éd GKS NBIjdzSai
4. Custodiarverifiesthat the keys for the vehicle aravailable
5. Custodiarremoves:
9 License plate
1 Entitydecals Please do not spray paint over thecals. This is the number one
customer complaint about surplus vehicles. A hair blow dryer or heat gun will

loosen most decals for easy removal.)
6. Once aill of saleor paid invoicerom Surplugs provided, the Custodianill:

1. Sign thetitle over to the buyer
2. Give the keys to the customer

The Bill of Salawill bethe O dza (i 2 &ithdrizatba to remove th vehicle frorthe inventory
records. If someone other than the buyer listed on the Bill of Sale picks up a vehicle, they must
have a Power of Attorney, executed by the buyer in addition to the Bill of Sale.
https://dor.georgia.gov/powerattorney-usage

Department of Administrative Services 29
January 2021


http://doas.ga.gov/surplus-property/state-property-disposal/surplus-forms-and-documents
https://dor.georgia.gov/power-attorney-usage

Georgia Surplus Property Manual Section 3: Disposing of State Property

13.5 Completing the Title

1. TheCustodiarentity must print theirentityQ & vy I Y $NI2ya TUKNEHE NIND 3@ F A N&
line. The authorized representative must sign ontiNg y & ¥ SNHE N & &S O2y R
2. ¢KS LIJzZNOKFaSNRa AYyTF2NXIGA2Y YR 0dz2 SNRa aa
picked up by the donee or the internet customer.
a. When the vehiclés sold to a&company rather than an indiv[dual, tm:ij‘f) KIaSNRa
legalname must be theompanyname. Prin'E irl the_szNp K |-§m<sspaae§vthey
name of the signing individua¥f 2 f t 2 6 SR 0 €& U K Sonpanyhlkmed ¥ 2 NE |
For ez(ample,Joh[l Public for AB&uto. Thgz purct)asemust sign his own name on
KS . dz2 SNRa aA3dyl uddz2Ns ftAySo

o

ASSIGNMENT AND WARRANTY OF TITLE BY OWNER

TO BE COMPLETED BY SELLER and dellvered wih the ve hicle o the purchasar. Apphmhnn for nexs Garficate of Titlo must be made by purc
l(m g il within 90 days ol date of purchase in or drzr il $10.1 y. I the e described haraon is junkaed or di X

v requires m.s: you slate the adomeler reading in connection with wanster of ownersh
UENT may resull in lines and/or imprisonment. The undersignad hereby selis, assigns or

ithin 72 hours.
OR J'\mvlmng a FALSE §
o s ceriifcate o:

urnetd 1o the Melor Vehicle Division w
¢ 1o compleie ODOMETER STATE:
ats the vahic ibed on the

© A NEW OWNER. -

PURCHASER'S
NAME,

STREET ( \ .
OR R.F.0, NO. 2 Javy alosation o prssure
of dali

crry, \_/\ TV OF il of sale wil st | i
AYE 4 1P CODE HESIDENCE in 2 £10.00 Penaly foe, | X
o & 81 i) 38 Wi dosual ilcage of the vehitle unlpss ane of T folowing sintomants s chiickor * B =]

E

S1at ) excisss of s miechiamcal ks E

8 G 1 et aren WRRRING: DDOMETER BISCHEPRHCY e

8

RANCES EXCEPT A TEQ BELOW: °

X 8

3

1

S 7 SEd
d contify That ho vehicte decerfbod hercls has bogn kansierred to thy feliowing:
TUIRTATaTs ASRGRE Couny o e Benes

Unaulhorizod use may jond ta prosocuiion gl Gasior s NG

5 oo of the 10Nowing SLTELEHS 5 ehiecend - i
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13.6 VehiclePhoto Requirements

1. Take the pictures on the lowest density settingtloe camera. This is the setting that
allows the most pictures to be taken. Software for editing phdtesluded with your
camerg should be loadd ontothe PC In case you cannot find this softwaoentact your
agency computer support for available phaditor options.

1 Picture format. The corresponding file extensionjig.

91 Picturefile size. Thenaximum sizef each picture is LMByenerally, this is
600x40 pixels).

9 Location for storing pictures. When pictures are stored on your PC, designate
folder(s) to store the pictures. You will need to navigate tofiblider nameto
upload pictures

2. Recordpicture numbersfrom the camera on the/ehiclelnspection Form This is an
important step that will allow you to quickly identify the desired pictures for uploadisse
the form to make notes about the item as photos are taken.

3. Designate ataging area This area should allow pictures to be taken without othaniéen
the background. The background should not have activity and shoulttée For
example, when taking vehicle pictures, other vehicles should not be in the background.

4. Anylighting or sun should be behind the camerBo not let your shadow show the
photo.

5. RequiredViews These are theninimumrequired views. Photos generate interest and
ONAY3I o0SGGSNI alfSa @I fdsSo GCGlearNiie vehigles 6fS (i 0 S NE
unnecessary trash prior to taking photos.

a. Take one picture from frondriver corner and one from the rear passenger corner.
tKSasS (o2 OASga aKz2dAR lfft2¢ | I22R LINBAS

b. Taketwo interior photosor the front and rear seatsif applicablg with the door(s)
open.

c. Take a picture of engirendany special items you may want to feature.

d. Any other damage must also be photographed.

e. Other ltemsg take as many views as necessary to accurately show the item.
i. Additional interior photos of the back of vans and pickups

ii. Ramps, hoists, or other specializequipment.
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Minimum On-Site Vehicle Photo Samples

Front Driver Side | Rear Passenger Side
Note: These 2 photos show the entire vehicle, nothing has been cut off or.hidden

|

Rear Interior

EngineCompartmént Show any other damage
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13.7 Acquisition of Surplus Vehicles

Acquisition Guidelinesor Agencies

1 Vehicle transfers between state entities approved by DASOffice of Fleet
Management (OFM)SeePolicy 1Cor full instructions.

1 Law enforcemenpursuit vehicles will not be trangfieed to any stateentity, except
where required by lawl.ocal governmeniaw enforcement agencies will have priority
for all pursuitvehicles

1 The service charge local governments and nonprofitsr vehicles and lightluty
pickupswill generally beletermined to be 35ercentof the published Kelly Blue Book
retail vehicle value (adjusted for mileage and conditioxghicle condition, type and
availability may affect this pricing.

f +SKAOfS&a YI & 0 ®rfidbusifeSsRiays fgr lodal gpvierdins and
nonprofit organizatios to review for redistribution Sate entitiesmustsubmit a vehicle
request toOFM for the vehicle on filend thehold will remain in place fass long as
necessary to obtain authorization.

1 Vehicle requests must meet theerds of the donee organization as established in their
eligibility determination. Special purpose vehicle transfers will be restricted to agencies
whose mission meets the purpose fohich the vehicle was intended.

1 Depending on model availability, Surphaay authorize thaisageof special use vehicles
to donee agencies rather than selling at auction.

1 DOT heavy equipmemedistributionvalues are determinetly averaging the sale prices
of all like vehicles in the inventory histaand the current market Vae. This price is not
negotiable. If there are extenuating conditions, o8lyrplusmay change the price.

1 DOAS Surplus reserves the right to denytaarysactionat its discretion.

Only Available <
Only available | 275,000 Miles (GAS)|Only Available <

Not Available | OnlyAvailable to

i for Transfer or i i )
Type of Vehicle PolicePublic | 175 000 Miles| /< 500,000Miles (800,000 Miles
Purchase
(DIESEL)
Pre2005 15 Passenger Vans X
Ford Crown Victoria X X

Sedans, Small Vans and Pick
Up Trucks no greater than X
10,000 Pounds GVW

Cutaways and all vehicles
from 10,000 to 26,000 Pound

Gross Vehicle Weight Rating X

(GVWR)

All Vehicles with a GVWR

greater than 26,000 Pounds .
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A No Vehicle Greater Than 15 Years Old (Difference Between Vehicle Model Year and Current
Calendar Year) is Available for Purchase or Transfer
A No Vehicle with Broken or Rolled Over Odometers Unless Mileage can be Established by
OFM Records is Available fdurchase or Transfer
A Exceptions:
1. Technical Schools and Public Safety Training Center feRNad Worthy Vehicles
Only
2. Historical Vehicles Used for Display or Public Relations

Chapter 14 Electronics Disposal

Electronic equipment constitutes a separatassification of disposal for two overriding
issues: data security and @mnmental protection.The most common electronics
equipment that must be handled differently includes, but is not limited to:

Answering Machines
DVD and VCR Players/Recorders
Radios, CD Players and SteEepiipment

1 Computers (CPU) (includes desktop, laptop, server)

1 Exernal data storage/backp devices

1 PDAs

1 Copiers with or without data storage capability

1 Monitors and Television Sets (all types, CRT, LCD, etc.)
9 Peripherals (includes keyboards, mouse, speakers)

9 Printers (includes all types, laser, inkjet, bubjele dot matrix, plotters, etc.)
I Scanners

9 Hubs and Routers

9 Digital Projectors

1 Pagers

1 Fax Machines

1 Typewriters

1 Telephone Systems and Handsets, Cellular Phones

9 Calculators

1

1

1

Note:d 9f SOGNRO¢ R2S& y2i ¢wSOEL2AD Nhettdrsl X SIzy F& YAaS OG0 |
refrigerators,and microwavesgre not electronic.

14.1 Data Security

By the nature of their work, many state agencies create and maintain data on the public whose
privacy must be protected. There are several laws enacted to ensure this protewrimcipal
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14.2

14.3

14.4

among them are the Health Insurance Portability and Accountability AcAd)hd Sarbanes
Oxley Act, both of which apply to state government operations.

Justas arentity would not send a file cabinétill of records to anotheentity for disposal,
neither mustelectronic records leave amtityQ & O 2AgandiEB fmudt ensure that they are in
full compliance withall applicableGeorgia Technology AuthoriBnterprisePolicies Standards,
and Guidelineon ElectronicMediaDisposallnformation Risk Managemenandothers.

Environmental Considerations

Electronics contain heavy metals as well as other components that are known to be
hazardous. Consequdntdectronic components that are not in commer@iee. a CPU being
sold as a CPldye subject to environmentalisposakegulations. M electronic components
that have been designated as scrap must be transferratiéd&surplus authorized disposal
site for destruction. Under no circumstance will state entities dispose of electronic
components as refuse (trash, landfills, ete.py other than the DOAS contracted supplier.

Electronic Equipment Disposal Authority

Only theentity heador the senior ITofficial, such as Chief Information Officer (Claay
certify that all data and programs have been removed from electronic equipment that will

leave theentityQa O2y (i NRBt TF2NJ LJdzNL}2aSa 20KSNJ GKFy RSaid!

authorization as pardf theentityQa St AJA0Af AGEe TFTAf SO

ElectronicDisposalOptions

Electronicdevices are not suited for the Retail/Fixed Price 8aéhod. Cellular devices,
laptops, tabletsand otherelectronic devices must be disposed of throumher methods.

1. Custodiarentity enters the Transaction Request in Asset Works, selelosunder the
Method.

2. Entitymanager approves transaction.
3. Surplusi NBOSA@Saé¢ GKS NBIjdzSai
9 Transfer toanother state entity:
0 Agencies may transfer equipment to other state entitigthout removing
the data storage devices.
o All data must be removed from any storage device.
o Transfer equestsin Asset works must be approved by thatity heador
CIQO This approvak & ( K S ceSificatidnthat 8llal&@a has been
removed. Other documents from theentity head or CIO authorizing the
transaction may be attached to Transaction Request.
o0 Allentity asset identification tags must be removed prior to transfer.
9 Direct Negotiated Sale (DNS):
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0 Agencies may request a DNS of electronic eqeipito authorized surplus
donees (municipal government and eligiblenprofit entities).

o All data storage devices must be removed prior to transéerd must be
sent to the authorizedsupplierfor final dispostion

A The statewill not release electronic equipment that contains a data
storage device to these customers.

o0 DNS requests in Asset works must be approved by the entity head or CIO.
CKA& | LIINB @It A& thaka dafayias hegrirénoved. OS NI A FA O
Other documents fsm the entity head or CIO authorizing the transaction
may be attached to Transaction Request.

0 These devices must be transferredth® Surplus authorized disposal site for
destruction.

o0 Allentity asset identification tags must be removed prior to tramsfe

9 Vendor Return:

o Many procurement comtcts for electronic equipment include an option for
vendor disposal of the item at the end of life cycle as part of the acquisition
cost. These agreements assist state agencies in identifying and managing
total costof ownership of these assets.

0 Requests for disposal authorization under these agreements will be classified
as a Vendor Return as outlined by the GA Procurement Manual and
authorized by Surplus.

0 Agencies are required to ensure that all data has beeroread from storage
devices and asset identification tags have been removed prior to its return.

9 Public Sales:

o Electronic equipment may be sold to the public; howewardata storage

devices must be removed prior to transfer
A The state willnot under any tcumstancerelease electronic
equipment that contais a data storage device to the public

0 Public sales requests in Asset works must be approved by the entity head or
/ Lho CKAA | LILINE @I f that &l dafa& beery G A 1A S&aQ OS|
removed. Other documents from the entity head or CIO authorizing the
transaction may be attached to Transaction Request.

o0 Allentity asset identification tags must be removed prior to transfer.

0 Additionally, this equipment may not be cannibalized other than renalv
of the hard drive(s). Items must be listed completely (full description) and
accurately to the piece Like itemanust be consolidated.

1 Destruction(ELCAD):

0 Agencies may designate electronic equipment as scrap and request

destruction authorization.
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o0 Transaction requeshust show the actual piece count for the property by
item description.

o Data storage devices and identification tags neetlbe removed for
destruction; however, this material must be sent directly to or picked up by
the Surplus vendor for destruction.

o All data storage devices that have been removed must be seheto
authorized vendor for final disposal.

o Affidavit of Disposal is not requulef ELC # is provided.

14.5 Electronics Disposal Vendor

Surplus haanagencycontract for the disposal of all electronic equipment. The contract
requires that all disposals conform to US Environmental Proteétgency(EPA) regulations
and that all data sttage devices are destroyed imay data is unrecoverable. Essentially, all
electronics are denanufactured (shredded) to their base components (plastic, metal, glass,
etc.) that are then recycledUse of the DOAS contract is mandatory

Entitiesmay choose to delivaheir electronics to thesupplieror have them picked up.

Under the current agreement, theupplierwill pick up all escrapwith a minimum of 10
pieces(CPU, monitor, printer, keyboard, copieBntitiesare not required to removéhard
drives if this option is selected. Piak will occur within 15 business dalysm the date
the entity is contacted by thesupplier.

Entitiesmay choose to deliverlectronicsto the & dzLJLJlodatoNJa2 their own expense.
All disposals must dtbe preauthorized by Surplus and appointed with thepplier
Whether picked up or delivered, there is no charge to¢néty. Contact Surplus for
supplierlocation and directions.

Chapter 15Property Not Addressed by Surplus

It is important to note that some peonal property is not handled through Surplus. The most
common categories that require other actions are listed below.

15.1 Missing or Stolen Property

Since the final disposition of missing or stolen property is unkn@umpluss not able to issue
authorizaion for the removal of thepropertyfrom theentityQ & A y @ S ghiitgPxdpetty ¢ K S
Coordinator(PCmust report anyproperty that is missing or stoleper your entity policy.

1 If the property is assumed missing and not stolen,Ri@nust document all known
information regarding the circumstances of the loss.

1 If the property is assumed to have been stolen, B@mnust report the loss to their local
law enforcement agency.
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15.2

The poperty must be maintained on thentityQ @roperty inventory for two years from the
discovery of the loss. If th@ropertyis recovered within the two years, it may be returned to
the entity inventory. If not recovered after two years, it may be delefienin the inventory.
These reports must be maintained with thpeoperty records for auditing purposes for five years
from the report of loss.

Note: SeeGeorgia ArchiveRRetentionSchedules for State Governmdpdper and Electronic
Recorddor official regulations

Themissing or stoleproperty Appendix As a sample form to document.

Trash, Scrap, Recyclables and Hazardous Materials

Surplus does not dispose of trash (waste), scrap, recyclable, consumable or hazardous (universal
or other) materials. While authorization for disposal may be required from Surplus to remove

the propertyfrom the S y (i Antie@té)y3 the actual disposal afaterials in these classifications

is theentityQ & NI & LJZh¢ entitydbdafsdnyi adsts andetainsany proceeds from this

disposal Surplus will assist agencies in determining disposal options for recyclable materials.
This may include conductinigternet auctions for unique lots.

Just as we strive to be good stewards of our state property, we need to maximize our efforts to
NERdzOS I yRFAfE YR AYONBIFraS NBEOeOftAy3d 2F dzyyS$S
removal and transportatiogosts and makes sense for the environment.

Hazardous Materials

DOAS Surplus is not authorized to receive, transfer, or dispose of hazardous materials as defined
by the US Environmental Protection Agency (EPA) and the GA Environmental Protection Division
(EPD). The disposal of these materials is regulated based on the type and amount generated
and is the responsibility of the generatiegtity.

The materials include (but are not limited to):

Paints (Oil, Enamel, Polyurethane, Latex)

Batteries(All types)

Chemicals (Acid/Base/Flammables)

Pesticides

Petroleum Products

Tires (used)

Refrigerants (i.e. Freon) Equipment must be certified free of refrigerant

=4 =4 =8 =8 -8 -8 9

The @orgiaDepartment of Natural Resourcdsnvironmental Protection Divisids availabldo
assist agencies in reducing their waste stream. Contact information can be found owdieir
site: https://epd.georgia.gov/ Please contact your local EPD office for disposal guidance.

Department of Administrative Services 38
January 2021


https://www.georgiaarchives.org/records/state_government/
https://epd.georgia.gov/

Georgia Surplus Property Manual Section 3: Disposing of State Property

15.3

Lost and Found

Due tothe nature of state business including the use of state facilities by the public, students,
employees, etc., items may accumulate that are stored in a lost and foundlmézrtunately,

a significant amount of property stored in these areas goes unclaahethte facilities.This
property is not considered to be state property. Therefore, Surplus does not dispose of these
items.

Eachentity should develop its own policy for disposing of these lost and found it&¥AS
recommends holding items for a spéed periodand posting notification of the period along
with contact information in a conspicuous public place (i.e. bulletin board or web
site).Unclaimed items remaining after the waiting period may be donated to nonprofit
community service providers.

Chapter 16: Special Disposal Issues

16.1

16.2

16.3

Other Disposal Methods

For disposal of specialized commaodities, methods other than those described in this Manual
may be employed. Surplus staff will explain the costs, procedures, requireroentsditions
associated with thee methods as needed.

International Disposal

There are several state agencies and universities that operate in foreign countries. Disposal of
state property located overseas will be managed on a-tgsease basis. Generally,-site
disposal of the progrty will be the most economical for the state and will be authorized.

Many countries have very stringent electronic disposal laws. Whesgtemestruction of
electronic material is authorized, thentity must ensure thatin addition toGeorgiastate
requirements, the method of disposal complies with the host county leaggilations.

Unique Disposal Itemg Books

There are many state entities that maintain books for their operations. Particularly, universities,
colleges, technicalollegesand their corresponding libraries, expend considerable funds to
maintain current resources. Since books are durable, they meet the criteprsonal

property and must be disposed of in accordance with applicable surplus laws and regulations.
They areunique, however, because depending on their subject, they apgyeciate or become

S0 obsolete as to be worthless.

Agencies should maleveryeffort to segregate books for disposal (as any other property) in a
timely manner and by genrdnventory with itle, author and ISBN will greatly increase the
value of the sale. Booksill be offered for redistribution and then sold as any other property.
Books that have natedistributed orsold may be offered to localonprofit organizations after
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all other diposal methods. If they must be destroyed, it should be accomplished through a
paper recycling program.

16.4 Weapons

Weapons are made available only to certified state or local government law enforcement
agencies and will not be disposed of through public s@ileey may be tradetb statewide
contract weapons vendof®r new weapons and processad Vendor ReturnSome agencies
have statutory authority (0.C.G.A281-16/35-2-49/35-3-11/3-2-30/48-11-19) to issue
weapons to officers upon retirement. These regtewill be managed on a cabg-case basis
and through the Vendor Return process.
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Section 4. Federal Surplusi®perty

Chapter 18Federal Surplus Program Overview

Federal surplus property is receividdoughthe U. S. General Services Administration (GSA) and
other federal entities for redistributioto state and local governmengnd certain eligible

nonprofit organizations. Federal surplus property is allocated by GSA on a competitive basis to
all states.DOASSurplus is thé&tate Agency for Surplus Property (SASP) and acts as the federal
I32BSNYYSyidQa | 3Sjhihe FrdteNf Gebrdiatakquife fedeRabPsyrBuS a
property.

18.1 Eligibilityto Receive Federal Surplus Property

Entityeligibility is determined on a cad®/-case basis in accordance widderallaw and
regulations. Entitiesmust completethe appropriateeligibility application procesand must
comply with the requirements of periodic updatitgretain their eligibility.

Chapter 19:Acquiring Federal Surplus Property

Federal surplus property can be identified in several weljgible entitiescan screen General
Service Administration (GSA) surplus inventory online, can be informed of available items by
Surplus, or can be contacted directly by a federdlty redistributing property. Regardless of
how federal surplus property is identified, the process to obtain the property is the same.

19.1 Considerations

1. No eligibleentity is guaranteed to receive federal surplus property.
2. Allfederalsurplusproperty must be pickedmat the federal site where the property is
located andwithin the authorizedtimeframe or specifiedlate.

19.2 How to Obtain Federal Surplus Property

1. 1 3Sy OASa& aiaONFB Sy Scréedingls RStarh dsBdRor seitdhingSaddederdl
property.
1 Allcustomers eligible for federal property may screen.
1 Property may be screened
0 In person (Surplus must request permission for agencies to screen in person) or
0 Online athttp://gsaxcess.gov
1 GSAXceggquires uniquauseraccessodes Please senthe following
information toDOASFedSur@doas.ga.gov
0 First Name:
0 Last Name:
0 Phone Number:
o Email Address:
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You will receive an-mail from GSAXcess@gsa.gomtaining your unique User ID and a
temporary password. You will be prompted to change the temporary password during your
initial logrin.
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