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TECHNICAL COLLEGE SYSTEM OF GEORGIA
ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office
Surplus Property
When requesting to surplus property the agency must fax or email to their regional Surplus Center (Exhibit A) the following:
1.  A Transfer form in PDF or Word signed by the Property Coordinator –   
     Exhibit A 

     2.  Market quality photos of the property

     3.  Description of the property.  The Property Inspection Form (Exhibit B) may 
          be used to capture details such as:

               Quantity

               Condition

               Measurements – width, depth, height

               Color

               Model and serial number if applicable

Redistribution to Eligible Donees (State, Local Government or Non-Profit agency) is attempted initially.  Items are listed on the Surplus Property website at www.surplusproperty.doas.ga.gov under the link Locate property for Eligible Donees- generally for 5 business days.  An auto-generated email (Exhibit C) is sent to the Contact Person listed on the Transfer Form when property is placed on the website. 

Property that is not redistributed within the designated timeframe is offered for sale to the general public through commercial internet vendors.  Your agency’s Contact Person will receive an e-mail notification (Exhibit D) at the time property is posted for public bid.  The e-mail will specify the internet vendor, sales number, and posting and closing date.

Upon Transfer to the Donee or Public Buyer

Payment for items transferred to an Eligible Donee or sold to the public must be made to the Surplus Property Office before the property is released by the owning agency.  When payment is received, the Surplus office will process a Bill of Sale (Exhibit E) for sales to the public, or stamp the Transfer Form “paid” (Exhibit F) for transfers to Donees and e-mail it to the agency Property Coordinator/Contact Person.  Receipt of this document from Surplus is authorization to release the Property.  Do not release the property otherwise.

               Have the customer sign and date the Bill of Sale or Transfer Form

               Release the property to the customer          


Email or fax a copy of the signed Bill of Sale and/or Transfer Form to 
    your regional Surplus Center

The Regional Surplus Center will return a signed/finalized copy of the Transfer Form to you.  The Transfer Form with the signature of a Surplus Representative along with the signed copy of the Bill of Sale (when applicable) is your authorization to remove the property from inventory records.

Photo Recommendations

1.  Take the pictures on the lowest density setting for you camera.  This is the setting that allows the most pictures to be taken.  Software for editing photos should be loaded onto your PC, which should be included with your camera.  In case you cannot find this software, one of the easiest photo editing programs comes on the Microsoft Office CD and it is named Microsoft Photo Editor.  This software is not installed automatically when Microsoft Office is installed.  Microsoft Photo Editor requires explicit selection to install.

2.  Designate a staging area whenever possible.  This area should allow pictures to be taken without other items in the background.  The background should not have activity and should be fairly clear.  For example, when taking vehicle pictures, other vehicles should not be in the background or office furniture should capture only the items being sold (whenever possible).  This will prevent any misrepresentation of items advertised in pictures versus those actually being sold.

3.  Any lighting or sun should be behind the camera.

4.  Please make notes about the item as photos are taken.

          * Any noticeable damage, scratches, dents, missing parts, etc.

5.  Views: Take one picture from front, back, side view and on top (tables, desk, etc.).  Take one picture of the inside if applicable.  Example: vertical storage cabinets with doors open. Take a picture of any special items you may want to feature.  Clean the inside of unnecessary trash prior to taking pictures.

     Other Items – take as many views as necessary to accurately show the item.

6.  Record picture numbers from camera on the Inspection Form.  This is an important Step that will allow you to quickly identify the desired pictures for uploading.

7.  Edit pictures for size.  The limit for the size of each picture is 1MB.

8.  The picture format must be JPEG format.  The corresponding file extension is jpg.

9.  Location for storing pictures.  When pictures are stored on your PC, designate 

     folder(s) to store the pictures.  You will need to navigate to this folder name to 

     upload pictures.

Procedure to Surplus Vehicles

When requesting to surplus a vehicle the agency must fax or email to their regional Surplus Center (Exhibit A) the following:

1. A Transfer form (Exhibit A) in PDF or Word signed by the Property Coordinator

2. A completed Vehicle Inspection Form – Exhibit G

3. Market quality photos of the vehicle

4. A copy of the front and back of the title.  (Note that the title must be in the owning agency’s name)

· The purchaser’s information and buyer’s signature is left blank until the vehicle is sold or redistributed.  This information is completed when the vehicle is picked up by the donee or the internet customer.

· Do not sign the title over to DOAS Surplus

5. Please verify keys for the vehicle are available.

Remove:

1. The license plate

2. Agency Decals

Upon Transfer to the Donee or Public Buyer 

The customer must present a Bill of Sale (Exhibit E) from DOAS Surplus.  This is your authorization to release the vehicle.  Do not release the vehicle otherwise.

1. Sign the title over to the buyer

2. Give the keys to the customer
3. Email or fax a copy of the following documents to Surplus
· The front and back of the completed title
· The Bill of Sale signed by the customer
Surplus will return a signed copy of the Transfer Form to you once these documents are received.  The Transfer Form with the signature of a Surplus Representative along with a copy of the Bill of Sale signed by the property recipient will be your authorization to remove the vehicle from your inventory records.
EXHIBIT A       

Regional Surplus Centers:
          northstar@doas.ga.gov – Tucker region

          eaststar@doas.ga.gov – Swainsboro region

          weststar@doas.ga.gov – Americus region

Federal Property:

If items were purchased by a federal source, the grantor needs to be notified for permission to release before items are surplused.

Refer to the procedure in the disposal of library books before surplusing library books.

Transfer Form:

       http://surplusproperty.doas.georgia.gov/00/channel_title/0,2094,41113361_43093379,00.html










