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	Oak Ridge Schools

	
	Surplus Property Disposal

	
	Name of Person Completing Report:
	Location of Property:

	
	
	
	
	

	Description of Property:
	

	

	(If additional space is needed, attach separate page listing surplus property)

	Estimated Value:
	$
	
	Asset #

 (If Applicable)
	

	Outside Source Estimating Value:
	

	
	
	
	
	

	Check Appropriate Option:

	(
	Value is over $250, and the property will be turned over to the Maintenance Department for surplus sale by ___________________________ (person) on ______________________ (date).

	(
	If value is under $250, one of the following procedures must be taken: (Check the procedure that applies to this request)

	
	(
	Property is recommended to be sold to:_____________________________ _______________________________(Name and Address of Organization) in the total amount of $________________.

	
	(
	Property is recommended to be donated to:

	
	
	(Name and Address of Organization)

	
	(
	Property is recommended for disposal on:

	
	
	
	
	           (Date)

	
	
	
	
	

	Principal/Supervisor’s Request for Surplus Property Disposal as Indicated Above
	
	(After Superintendent approval:)

1. Forward to Executive Director of Business & Operations
2. Business Office will process and forward copies to Principal/Supervisor making the request and to  the Supervisor of Facilities and Maintenance Department


	
	
	
	
	

	
	
	
	
	

	Superintendent’s Approval     (Date)
	
	

	
	
	
	
	

	
Chairman of Board of Education Approval     (Date)
	
	

	Procedures for Disposal of Surplus Property: Complete this form & forward to Superintendent for Approval

	· More specific instructions for disposal of surplus books are as follows:

1. School Buildings determine the number of books by title, copyright, etc. and box appropriately.

2. School building contacts used-book dealers to determine values.

3.  All local school systems that receive any state funds shall sell all surplus property within ninety (90) days of its being declared surplus, to the highest bidder after advertising in a newspaper of general circulation at least seven (7) days prior to the sale.

4. a. If books have a value of over $250, follow board policy of board approval and bidding procedures. (Turn over to Maintenance and Purchasing Departments)

    b. If books have a value under $250, first try to sell to the used-book dealers if they want them, next give to any non-profit organizations interested, and lastly, dispose of the books. (Remember these options require Superintendent approval but can be completed at the building level.) All funds must be forwarded to the Business Office to be deposited as revenue to the General Fund.

5. Complete the attached form and submit to the Superintendent for approval.

	(Please contact Interim Director of Business if you have questions.)         Revised 10/26/2017


