ADMINISTRATIVE PROCEDURE

3260

PROPERTY DISPOSAL

Procedure No.

April 1, 1981

Date

PURPOSE: To ensure maximum utilization of materials and equipment within
the Prince George’s County Public School System and to provide for the orderly
disposal of items which are surplus to the system.

POLICY: All books, equipment, supplies, furniture or other tangible units
procured by and donated to the Public School System from any source shall
become the property of the Board of Education of Prince George’s County and
shall not be altered, defaced, sold, or disposed of except as provided for by the
Superintendent of Schools. (Board Policy 3260)

Additionally, the Public School Construction Program Procedural Guide, issued by
the Interagency Committee for State Public School Construction (IAC) stipulates
that:
“Equipment funded through the State Construction Program may
not be transferred or moved from the facility approved by the
Committee to any other place without the prior written approval of
the Committee.”

INFORMATION: The School System has a great variety of materials in use,
including furniture items, many kinds of equipment, a large inventory of books,
materials of instruction and supplies. From time to time, some of these items will
be unserviceable or beyond repair and must be disposed of, while others are in
good condition but are not needed by the school where they are located. There isa
responsibility held by all School System administrators for the effective use of the
resources entrusted to their care, and items which are not required by one school
must be made available for the use of other schools. Also, equipment items which
have become unserviceable, but have residual asset value must be reported to the
Purchasing and Supply Department for disposal from the school system. These
procedures provide for:

A. Determination of local school or office excess items which may be
redistributed within the system.

B. Reporting of excess/unserviceable equipment for disposal.

C. Purging from the School System unwanted items together with recovery of
residual asset value by sale or trade-in.

Please note that no individual has the authority to sell, donate, loan, or otherwise
dispose of any property of the Board of Education except as authorized specifically
by the Superintendent of Schools. In Prince George’s County Public School
System, the Purchasing and Supply Department is responsible for all matters of
excess property redistribution and disposal.
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EXCEPTION: Obsolete or worn-out books are an exception for which the
appropriate instructional supervisor will first review lists of such books for (1)
reuse within the school system, (2) donation to other school systems, or (3)
donation to other specific individuals who may benefit from their use, prior to
being transferred to the Instructional Materials Repository.

NOTHING IN THESE ADMINISTRATIVE PROCEDURES IS INTENDED TO
CHANGE THE NORMAL PRACTICES OF OPERATING DEPARTMENTS IN
ARRANGING AND OBTAINING REPAIR OR MAINTENANCE OF ITEMS
OF EQUIPMENT UNDER THEIR COGNIZANCE.

DEFINITIONS: The following definitions apply to the content of these
Administrative Procedures:

1. Books: A special class of items in the school system to be
separately considered apart from usual supplies and
materials.

2. Disposal: All actions taken by the Purchasing and Supply

Department to rid the system of excess, surplus, or
worn-out material.

3. Donation: Actions to transfer assets to/from the Prince
George’s County Public School System without sale
or charge.

4. Excess Property: Property, supplies, or materials which are not

required by the school or office for present needs.
5. Property: Books, equipment, or materials which are not
consumed in the process of being used.

6. Reclamation: All actions to restore an unserviceable item to a
serviceable condition.

7. Supplies: Materials or items which are normally consumed in
the process of being used for purpose intended.

8. Surplus: Property, supplies, or materials for which no

requirement exists within the school system.
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9. Shelf Life: Normal time in storage during which an item
retains its full service capability.

10.  Cannibalization: The use of an item of equipment as a source of
individual parts for maintenance and repair of other
equipment.

11. Materials of Any materials required in the classroom learning

Instruction: processes with the exception of office supplies and
equipment.

PROCEDURES: The following procedures are intended to identify how

materials, supplies, or equipment may be redistributed or disposed of by the
Purchasing and Supply Department:

A. Worn-out or Obsolete Textbooks:

1.

School or office prepares Form 7541-1015, Material
Transfer/Report of Excess Property in quadruplicate. (Form
available from the Supply Services Center by regular requisition.)

Forward Form 7540-1015 to the appropriate Area Instructional
Supervisor.

Instructional Supervisor screens schools within area of
responsibility for needs; IF NO REQUIREMENT, indicate on the
form “No Requirement within Administrative
Area” (cite Northern, Central, or Southern Administrative Area, as
applicable).

Instructional Supervisor forwards form 7540-1015 to Supply
Services Center.

When Form 7540-1015 is received by Supply Services, it will be
reviewed to ascertain that all required data has been entered and
properly certified. Incomplete forms will be returned to the
originator for correction. Properly annotated forms will be turned
over to the Warehouse Distribution Branch for pick up.

The school, center, or office is responsible to bring books to a
location close to the main entrance of the building. Books will be
placed in boxes or bundled and tied. Books will be picked up only
on the last Friday of each month.
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7. Schools, centers, or offices having questions regarding their
requests for pick up of books may call the Supply Services Center,
779-8347. When making inquiries, refer to the pre-printed number
on the form.

Worn-out or Obsolete Library Books

Schools and centers are to dispose of worn-out or obsolete library books in
accordance with the instructions contained in “The Procedures manual for
Library Media Centers” (Revised 1978), refer to the section appearing
under the title, “Obsolete and Worn-out Materials”.

Instructional Materials

1. School concerned complete Form 7540-1015.

2. Forward form 7540-1015 to Instructional Supervisor; follows
procedure in “A” above.

Hazardous and Toxic Material

1. The disposal of hazardous and toxic material will be in accordance
with Federal and State regulations. When hazardous and/or toxic
material is determined to be in excess of actual requirements or its
life expectancy date has expired, such material will be reported,
using the Material Transfer/Report of Excess Property Form, to the
Purchasing Office for appropriate action.

2. Hazardous and toxic material reported for disposal is to be
identified as completely as possible to include expiration dates and
type of container, i.e. plastic or glass bottle/jar, cardboard box, etc.

3. Hazardous and toxic material will not be transported in Board of
Education vehicles to the Supply Services Center for storage
pending disposal action. All such material will be disposed of on-
site by authorized companies with whom the Purchasing Office
enters into agreement for removal and disposal.

Controlled Documents

1. Disposal of controlled documents, i.e. paychecks, student records,
tests, etc. will be accomplished by shredding. Submit requests to
shred controlled documents to the Supply Services Center, using the
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Material Transfer/Report of Excess Property Form, providing the
following information:

a. Identify contents of the container(s).
b. List beginning and ending serial numbers, if applicable.
C. List any serial number(s) excluded from the container.
d. Seal all containers thoroughly.
e. Identify the contents of each container to include serial
number sequence.
2. All requests for shredding controlled documents that are not packed

in sealed containers and the accompanying information identified
above will be accepted.

3. At the shredding site, only one container will be opened at a time.
A log will be maintained indicating the contents and serial numbers
processed, along with the date and individual name(s) of the
persons performing the shredding process.

Other Items Returned for Credit to Operating Funds

1. To qualify for credit on return of an item, the following applies:

a.

b.
C.

Total value of the item must exceed $5.00 based upon prices
in the current supply catalog.

Item must be in “like-new” serviceable condition.

Items must be packed in the standard unit of issue, and fully
identified by stock and description as shown in the supply
catalog.

Remaining shelf-life must be at least six months.

Provide Cost Center and Account Number to which credit is
to be applied.

NO CREDIT WILL BE GIVEN FOR ANY ITEM NOT APPEARING IN
THE SUPPLY CATALOG, AND NO MONETARY CREDIT WILL BE
GIVEN FOR FURNITURE OR EQUIPMENT.

2. To return the item(s) concerned:

a.

Prepare Material Transfer/Report of Excess Property Form
7540-1015 available from the Supply Services Center by
regular requisition.
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b. Include all appropriate information, following the Form’s
instructions.
C. Tag the item with stock number, description, and set aside
for later pick-up by the Supply Services Center.
d. Retain quadruplicate copy of Material Transfer/Report of

Excess Property. Forward remaining three copies to the
Supply Services Center.

e. The Supply Services Center will pick up material as soon as
practicable. Where, for any reason, credit is denied, the
Supply Services Center will return the duplicate copy to the
school or office concerned marked, “No Credit Allowed”
and state the reason.

Excess Items Returned — No Monetary Credit Involved

1.

School or office prepares Form 7540-1015, Material
Transfer/Report of Excess Property. Include all applicable
information following the instructions.

Tag the item(s) concerned with the stock number(s), description,
and serial number (if applicable) — set aside for future pick-up by
the Supply Services Center.

Retain the quadruplicate copy of the Material Transfer/Report of
Excess Property; note on this copy location information for the
item(s) or other special information needed to locate and identify
the item(s).

Forward the remaining three copies to the Supply Services Center.

The Supply Services Center will pick up the items as soon as
possible.

Parcel Post size packages of excess items may be returned via the
Courier Mail Service (PONY). All excess returned by this method
are to be accompanied by the Material Transfer/Report of Excess
Property Form and marked to the attention of “Central Receiving”

Furniture and Equipment

Excess and/or unserviceable furniture and/or equipment will follow the
same procedure as in “G” above. There will be no monetary value given
for items in this category.
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Cannibalization: Cannibalization is the disassembly of equipment for

parts. The following governs:

1.

No item of equipment considered for trade-in may be cannibalized
except audio-visual equipment and lawnmowers. Only the Plant
Maintenance Department is authorized to perform cannibalization

When cannibalization is appropriate, the Assistant Superintendent
for the Division generating the item will, in all cases, provide
written authorization with full description of the item(s) to be
cannibalized to the shop concerned; copy of such authorization to
be furnished to the Purchasing Office and Inventory Control.

After cannibalization has been completed, and in no case later than
30 days after the original authority for cannibalization, the residual
equipment shall be reported to the Purchasing Office for disposal.

Disposal of Worn-out American Flags: All worn-out American flags will

be disposed of by burning in accordance with U.S. Code, Title 36, Section
176, Paragraph J. The following governs:

1.

Worn-out American flags will be treated with respect. They are not
to be rolled, balled-up, or stuffed in any container.

Worn-out American flags will be properly folded and wrapped.
The outside of the wrapper will be clearly marked: “WORN-OUT
AMERICAN FLAG” and addressed to the Supply Services Center
via the Courier Mail (PONY).

The Supply Services Center will forward all worn-out American
flags to the Safety Education Division, Forestville Police Academy
for disposal in accordance with the U.S. Code.

Disposal of Worn-out Maryland State and County Flags

Worn-out Maryland State and County flags will be disposed of in the same
manner as that prescribed for the American flag.

Purchasing and Supply Department Internal Actions
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1. The Supply Services Center will arrange for pick-up of materials
reported on the Material Transfer/Report of Excess Property, in
accordance with the foregoing.

2. Items accepted for stock will result in credit to the appropriate
operating account indicated on the turn-in document.

3. Furniture and equipment items which are repairable and for which
demands still exist, will be repaired under internal Purchasing and
Supply Department procedures.

4, Excess items will be made available to schools and offices for issue
without charge, on a first-come, first-served basis.

5. Residual items will be declared excess to the School System.

6. The Director, Purchasing and Supply Department, will dispose of
surplus generated from these procedures in the following priority:

a. Trade-in — Equipment beyond economical repair but having
a trade-in value will be used to apply such value toward the
purchase of new equipment, where applicable.

b. Donations to other school systems or other public
institutions for any possible use.
C. Sale of Items — Proceeds to be credited to Miscellaneous

Income Account Sale of Scrap. All checks in payment shall
be made to the Board of Education.

d. Dump as Waste — Any item which is identified to be
dumped as waste is to be visually inspected by either the
Assistant for Purchasing or the Supervisory Buyer who will
annotate the disposal document that the item is
unserviceable and has no residual value to the School
System.

7. The internal procedures of Purchasing Services will provide for the
proper use of advertising, competitive bidding, certificates of
assurances, where required, and other clauses or certificates as may
be required by good purchasing and selling practices, and by law.

8. Appropriate records shall be maintained in Purchasing Services
which shall support monies received as a result of disposal actions
for a period of three years, after which these records may be
destroyed.
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VI.

VII.

VIIIL.

RELATED PROCEDURES: None.

MAINTENANCE AND UPDATE OF THESE PROCEDURES: These
procedures originate with the Purchasing and Supply Department and regular
updating will be accomplished in July of each year, or more often, as may be
required by other actions or events.

CANCELLATIONS AND SUPERSEDURES: These procedures supersede all
memoranda or other writings on this subject of a prior date. The following forms
are superseded and no longer authorized for use:

Administrative Procedure 3260, dated February 10, 1978 — Superseded.
Form 3260-1 — Worn-out or Obsolete Books - Discard any existing form.
Form 3260-2 — Instructional Materials - Discard any existing form.

Form 3260-3 — Report of Excess Property - Discard any existing form.

EFFECTIVE DATE: Immediately.

Approved by:
Edward J. Feeney
Superintendent of Schools
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