STEPS FOR TURNING IN SURPLUS PROPERTY
When making surplus “Turn In” requests and to be fair to everyone, requests are handled on a first come, first served basis.   To help ensure you receive the most efficient and prompt service from us, please note the following guidelines.   This will help us centralize requests, establish priorities, respond in a timely manner, meet your requirements, and provide quality service.
***Please Note***

All State property not in use and such property for which continued use is not planned by the Department should be reported in writing to Office Services as referenced in Administrative Memorandum #302. Any item being turned in for surplus needs to have a “Property Turn-in Request Form” (PTIRF) attached to it.   Please complete one form for each item being turned in.
*** Check with Network Services before turning-in any 
computers or computer related equipment with them. ***
STEP 1

Make sure of the working condition of the item(s) (good or broken).
STEP 2

If ordering a new item to replace an existing item, determine at that time if you’re going to surplus the item.  Contact the mailroom by phone (1-2930) or email (nde.mailroom@nebraska.gov) and let us know before ordering so we can discuss a possible delivery date to correspond with taking items out to State Surplus. This will help keep the congestion down in the surplus storage area (freight elevator).
STEP 3

Complete the Property Turn-In Request Form on page 3 of this document. Please complete one form for each item being turned in for surplus and attach it to the item. 
STEP 4

Complete the following fields on the form:

A. Contact Name

B. Date

C. Team

D. Phone 

E. Division # (Please see chart below on page 2)
F. Brief Description of Property

G. Manufacturer’s Serial Number

H. Property Tag Number

I. NIS or NON-NIS

J. Condition of Property

K. Comments (if any)
STEP 5

After completing the form and attaching it to the item(s) please contact the mail room by phone (1-2930) or email (nde.mailroom@nebraska.gov) to get further instructions on where to bring the item or if it is a large item and we need to come get it. To keep the areas neat and organized and within fire code, please do not drop item(s) off in the mail room or freight elevator area before contacting us first. 
Our goal is to be able to take any and all surplus at any time.   However, at times we may request that you keep the item(s) in your area for a short period of time this is usually do to a number of items already going to surplus and/or other factors. If we give you a time period please wait until after that time period before contacting us again.

If you have any questions please contact Mike Weber or Jason Gomez at 471-2930 or e-mail us at nde.mailroom@nebraska.gov for further instructions.
PLEASE DO NOT BRING THE ITEM(S) TO THE MAILROOM WITHOUT PRIOR APPROVAL.
· Division Number – The 3 digit division number.

	DIVISIONS
	          DESCRIPTION
	AGENCY
	NIS TAG PREFIX

	001
	COMMISSIONER
	 
	13
	X

	002
	SCHOOL FINANCE/ORG.
	 
	13
	F

	003
	CURRICULUM/INSTRUCTION
	 
	13
	C

	004
	VOCATIONAL REHAB
	 
	13
	V

	005
	DISABILITY DETERMINATE
	 
	13
	D

	006
	STAFF DEVELOPMENT
	 
	13
	S

	007
	EDUCATION TECHNOLOGY
	 
	13
	T

	008
	EARLY CHILDHOOD
	 
	13
	E

	009
	DATA CENTER/PLANNING
	 
	13
	P

	010
	ADULT PROGRAM SERV.
	 
	13
	G

	012
	SCHOOL FOR VISUAL
	 
	13
	B

	013
	DIAGNOSTIC RESOURCES
	 
	13
	R

	014
	ACCREDITATION
	 
	13
	Z

	015
	SPECIAL POPULATIONS
	 
	13
	H

	018
	ADMINISTRATIVE SERVICES
	 
	13
	A


PROPERTY TURN-IN REQUEST

Department of Education

Please complete one form for each item being turned in for surplus and attach it to the item. Please keep a copy of this form for your records! 
	A). CONTACT NAME:       
	B). DATE:      

	C). TEAM:       
	D). PHONE:       

	E). DIVISION #:    
	


F). BRIEF DESCRIPTION OF PROPERTY:
      

	G).  MANUFACTURER’S SERIAL NUMBER: 
	H.)    PROPERTY TAG NUMBER:

	
     
	
     



I).   Inventory  FORMCHECKBOX 
   ($1500.00 or greater)       NON-INVENTORY   FORMCHECKBOX 
  ($1499.99 or under)

J).   CONDITION OF PROPERTY:  (choose from options below)

COMPUTER/PRINTER:

 FORMCHECKBOX 

WORKING
 FORMCHECKBOX 

NON-WORKING     

AUDIO/VISUAL:


 FORMCHECKBOX 

WORKING
 FORMCHECKBOX 

NON-WORKING

TELECOMMUNICATION:

 FORMCHECKBOX 

WORKING
 FORMCHECKBOX 

NON-WORKING

FURNITURE/SUPPLIES:

 FORMCHECKBOX 

GOOD

 FORMCHECKBOX 

BAD/BROKEN  

K). COMMENTS:       
(NDE OFFICE SERVICES OPERATIONS USE ONLY)

DATE  PROCESSED: _________________________             
SPN NUMBER ASSIGNED: ____________________ 

RETURNED TO COMMUNICATIONS: ___________________________________ 

INVENTORY   FORMCHECKBOX 
          NON-INVENTORY   FORMCHECKBOX 
          SURPLUS   FORMCHECKBOX 
          DESTRUCT/C.O.D.  FORMCHECKBOX 

COMMENTS: 
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