To summarize the procedures and timeline for Surplus Property Transfer:

1. Department submits the following completed forms to Property Management (Langston Royster or Raymon Matthews)

a. Surplus Property Transfer Request Form

i. Note – Form now requests cost center and certifying information so that the work order can be prepared

b. Surplus Transfer Property List

c. Laboratory Equipment Safety Clearance Form (this form is for items that require Environmental Health and Safety Review and is submitted only if needed)

2. Property Management reviews forms within 2 working days
.

3. Property Management submits a work order to the Facilities Management Labor Shop within 3 working days.

4. If no EHS review, Facilities Management Labor Shop schedules the pick-up as follows:

a. Within 2 weeks during non-peak months

b. Within 4 weeks during peak months (January, May, August, and December)

5. If EHS review is required, EHS will complete the lab review within 30 days. If the equipment is approved for moving to surplus by EHS, Facilities Management Labor Shop schedules the pick-up as follows:

a. Within 2 weeks during non-peak months

b. Within 4 weeks during peak months (January, May, August, and December)

6. Property Management will serve as the point of contact for the department, and will notify them of the scheduling and of any schedule changes.

7. Within 1 working week of the receipt of the items in the Surplus Warehouse, Property Management will provide the department with: 

a. A copy of the original request with PM signature/stamp to indicate receipt, plus any adjustments (items not received, additional items sent)

b. An updated departmental inventory list

