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NEBRASKA DEPARTMENT OF EDUCATION


ADMINISTRATIVE MEMORANDUM #302


ISSUED: FEBRUARY, 2014
TO:


Nebraska Department of Education Staff

FROM:


Dr. Matthew L. Blomstedt, Commissioner of Education

SUBJECT:

SURPLUS PROPERTY

FOR ASSISTANCE: 
Contact Office Services Supervisor at 471-2930.
PURPOSE

State statute 81-1118.01 requires the Materiel Division Administrator to have complete control of all furniture and equipment in the Capitol, State Laboratory, Governor’s Mansion, and other buildings owned or leased by the State, except telephone and communications equipment and furniture of the Legislature and the Supreme Court.  The statute further gives the Materiel Division Administrator, under the authority of the Director of Administrative Services, complete control and all powers necessary to assure efficient utilization of state property.

State statute 81-161.04 states the Materiel Division of Administrative Services (AS) has the responsibility for the processing and sale of items of surplus personal property owned by the State.   The surplus property manager serves as the representative an agent of the State Materiel Administrator for handling all property disposition issues.

The Department of Education will follow those rules established by State Surplus Property when items are to be surplused, traded, sold, destroyed, or abandoned.

The guidelines below are furnished for the Nebraska Department of Education’s use before surplusing, trading, selling, destroying, or abandoning State property.

1.
RESPONSIBILITY
State property may not be traded, sold, destroyed, or disposed of in any manner without prior approval from State Surplus Property (a branch of the Administrative Services, Materiel Division).


All State property not in use and such property for which continued use is not planned by the Department that is located here in the NSOB should be reported in writing to Office Services. This is done by filling out and emailing the NDE Surplus Property Turn-In Form to nde.mailroom@ nebraska.gov  See Appendix A – NDE Surplus Property Turn-In Form and Instructions.

For Vocational Rehabilitation located in the NSOB they must include their Inventory and NON-Inventory reporting lists with the State Surplus forms and all other outlying sections must complete and fill out the State Surplus forms.   State Surplus will not accept any item(s) without their forms as they need it for audit reasons.   Please click on the link below to access their forms- http://www.das.state.ne.us/materiel/surplus/tableofcontents1.htm.

Due to AS State Surplus warehouse availability, auction schedule, limited storage space, and to keep the NSOB hallways in compliance with fire codes, it is advisable that you coordinate with NDE Office Services as soon as possible when you have items to surplus.  The owner of the property to be surplused may need to reserve a conference room or find an empty office to store the item(s) until they can be processed for surplus.
2.
REPLACEMENT OF EQUIPMENT INCLUDING TRADE-IN

In considering the replacement of equipment, early in the process, staff should determine if replaced property will be 1) retained in the Department, 2) can be applied as a trade in, or 3) considered surplus. If the property is to be used for surplus trade in, a EDGE/EnterpriseOne 

Purchase Requisition must be prepared and should include the trade-in item description, EDGE/EnterpriseOne inventory number, if applicable, and the vendor's quoted trade-in price. The “Trade-in SPN form” will be generated by the Office Services Supervisor.   A “Trade-in SPN form” needs to be attached to the purchase order, which is then forwarded to Administrative Services to be scanned into the system and electronically forwarded to AS State Purchasing and AS State Surplus Properties for approval. Administrative Services, AS State Purchasing and AS Surplus Property will review/approve all “Trade-in SPN’s”.  If the “trade-in” is approved, the requisition/purchasing process proceeds as appropriate.   If the “trade-in” is disapproved, the “Trade-in SPN” is voided and the item that was to be “traded-in” must be processed as surplus property.
3.
REMOVAL OF EQUIPMENT FROM EDGE/EnterpriseOne FIXED ASSET INVENTORY LISTING

State property, which is surplus, has been traded, destroyed, abandoned, lost, or stolen, will be removed from the Nebraska Department of Education’s Fixed Asset Inventory listing after AS State Surplus Property reviews all information and determines the property meets their guidelines for removal. 
Office Services will assist in making arrangements for the disposition of surplus property after written notice is received. This will include the necessary forms, etc., and guidance with options for the transportation/delivery of the property to a disposal site. (Reference Memorandums #303 and #304.)

4.
FEDERAL REQUIREMENTS FOR DISPOSAL OF PROPERTY PURCHASED WITH FEDERAL FUNDS

There are certain Federal provisions controlling the disposition of equipment that has been purchased, in whole or in part, with Federal funds. Staff should refer to Memorandum #402 prior to disposal of any property purchased with Federal funds.

