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I
Purpose: This policy establishes a process for disposing of surplus University equipment. This policy applies to all University owned furniture and equipment.

II
Policy: Campus Support Services is responsible for the coordination of disposal or sale of surplus University equipment. Campus Support Services will coordinate with the Financial Services Department ensuring all surplus equipment listed on the University Master Asset List is removed at the time of disposal, sale, or donation. 


Equipment offered for sale or donation by the University is considered sold in an

“as is” condition. Any individual or organization purchasing surplus University equipment has the right to inspect all equipment prior to purchase or donation.

Individuals or organizations purchasing surplus equipment or receiving equipment as a donation will be required to sign an agreement releasing Wilkes University from any and all claims resulting from purchase or donation of University surplus equipment. (Attachment A)

Disposal of surplus equipment that contains, or was used with or near hazardous substances or any equipment whose nature is unknown in terms of material composition must be approved by the Department of Campus Support Services to ensure both the safety of personnel and compliance with government regulations.

A qualified member of the Campus Support Services Department will inspect all surplus equipment for the potential of hazardous substances. Following the safety inspection the equipment will be tagged as “Safe for Sale or Disposal”.

Surplus equipment will be considered disposable when the item is no longer required due to:

· Lack of continued need

· Lack of trade-in value

· Obsolescence

· Wear, damage, or deterioration 

· Major repair or rehabilitation for use is impractical

· Excessive cost of maintenance

. 

In no case should equipment be moved from its original location without first contacting the Department of Campus Support Services; this includes placing items in hallways or other common areas in anticipation of  pick-up. Placing equipment in common areas and hallways creates issues with safe exit from the building during an emergency and is a violation of fire safety regulations.

III
Procedure: Campus Support Services Department will coordinate proper              disposal of University-owned surplus equipment using the following procedure:

a) The University department with custodial responsibility of equipment determined to be surplus must submit an Equipment Transfer Request Form (attachment B.) to Campus Support Services. If a University asset bar code is has been assigned to the equipment it must be included on the Equipment Transfer Report.

b)   After review of the surplus equipment a determination will be made to scrap

      the equipment or offer it to the University community for purchase. Any

      equipment offered for sale may be sold through lots, sealed bids, or at a set

      price determined by the University.

c) Sale of surplus equipment will be announced to University community periodically as equipment becomes available. Equipment purchased by Faculty & Staff must be removed from campus within 5 days of purchase.

d) Any member of the University community or organization accepting surplus equipment through purchase or donation will be required to sign a Agreement of Sale & Acknowledgement of Gift of Donation(attachment A) releasing the University from all claims and holding the University harmless against all liabilities, costs, and injuries incurred by the purchaser or any third party agent. Payment for all surplus equipment is to be made at time of sale.

e) Campus Support Service will notify the Controller’s Office to remove any surplus equipment listed on the University Master Asset List.










Attachment A

Wilkes University 
Agreement of Sale and Acknowledgement of Gift of Donated Property 

Made this       day of               , 20   , between Wilkes University and_______________________________(buyer).

In consideration of the mutual covenants and promises contained herein and such other good and valuable consideration receipt of which is hereby acknowledged, the parties here to agree that Seller will sell to Buyer the following property described specifically below.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The total purchase price for the property is:

________________________________________($___________________)

If applicable, estiamated value of donated equipment is:

________________________________________($___________________)

Payable to “Wilkes University” upon signing of this agreement.

The University has made every effort to inform the individuals receiving the equipment of any know defects and or risks. If available, original documentation, owners manuals, and/or operating instructions will be provided but is not guaranteed. The individual has the right to make any and all inspections prior to purchase or donation. The University will not make or pay for any repairs, replacement, or disposal of the equipment listed below. Buyer acknowledges that Buyer has inspected the property and is purchasing it “as is”.

The undersigned hereby confirms and acknowledges the voluntary release of Wilkes University and its employees, and intentionally waives any claims resulting from the sale or donation of the equipment listed above 

The undersigned further agrees to indemnify and hold Wilkes University and its employees harmless against any and all liabilities, costs, expenses, and injuries in respect of any claim brought by the undersigned or any other third party agent, employee, volunteer, or anyone whatsoever in relation to the equipment listed below.

The undersigned has read and understands this release and has been provided with an opportunity to ask any questions of the University with regards to equipment listed above and signs acknowledging agreement with the terms of this release.



For Buyer:_________________________



By:_______________________________



Printed Name:______________________



Title:_____________________________



For Seller:_________________________



By:_______________________________



Printed Name:______________________



Title:_____________________________

