Contact:  




State Surplus Property Office


One Ashburton Place, Room 1017



Boston, MA  02108



Phone: (617) 720-3146

Fax: (617) 727-4527



Email Address:  OSD_SSPO@state.ma.us
DISPOSITION OF SURPLUS STATE PROPERTY (PERSONAL)
POLICIES AND PROCEDURES  

The State Surplus Property Office (SSPO), within the Operational Services Division, is responsible for:  (1) managing the distribution of usable state property from all state agencies; (2) the disposal of obsolete, excess and salvage materials; and (3) facilitation of distribution of surplus federal property to eligible Commonwealth entities.  By redistributing excess equipment, the Commonwealth endeavors to efficiently manage its personal property assets and to reduce disposal and operating costs.

State agencies, cities and towns, non-profit organizations and the general public may obtain surplus state property, in accordance with SSPO rules.  Any item that is the personal property of a state agency and is no longer needed is subject to disposal in accordance with SSPO rules.  SSPO publishes an on-line list of all equipment available statewide to facilitate transfer of surplus property among eligible acquiring entities.

Definitions
Agency: Agency or State Agency.  State agency as defined in G.L. c. 29, s. 1..

Donor Agency: Agency reporting surplus property to the State Surplus Property Office.

Memorandum of Surplus Property: Surplus and Property Listing.  SSPO generated listing of surplus property.

Needs File: File of requests for surplus property received from State Agencies.

Personal Property: All state agency-owned personal property, (e.g. furniture, office machines, vehicles) except land and buildings, acquired with appropriated funds.

Receiving Entity: Entity receiving surplus property from either redistributed federal surplus property or a donor agency.

State Surplus Property Office: Unit within the Operational Services Division, headed by the State Surplus Property Officer, responsible for identifying, storing and disposing of surplus property.

Surplus Property: Personal property no longer required by the acquiring state agency, including but not limited to:  (1) property exceeding the needs of a state agency; (2) property obsolete to the needs of a state agency; (3)  damaged non-repairable property (salvage); or (4)  Historic Artifacts, (5) property to be replaced with new property.
Responsibility of the State Surplus Property Officer

1. Ensure agency compliance with regulations covering declaration of property as surplus.

2. Make declaration of surplus property for agency in the event of non-compliance.

3. Arrange for and control the disposition of state surplus personal property.

4. Review the condition codes assigned by state agencies.

5. Notify agencies of available property through the periodic distribution of either an availability circular (surplus memorandum) or the internet.

6. Waive the requirements of the regulations by a written determination that exceptional circumstances warrant such waiver.

7. Maintain a file of OSD 25 forms for a period of time as required by law.

Responsibility of State Agencies

(1)       Agencies must examine their inventories of equipment, supplies and materials and periodically report property that is no longer needed to the SSPO.  The disposal of all surplus, salvage, scrap, and worthless property must be coordinated through the SSPO.  State agencies may not transfer, donate, destroy or otherwise dispose of property without following SSPO procedures. Agencies must advise SSPO of all items which are of no further use to them, with the exception of worthless property.  For specific guidance concerning the disposal of worthless property, see 802 CMR 3.05(4)(d).

(2) Agencies must isolate a dedicated Surplus Property Coordinator that will be responsible for and facilitate the agency surplus property process. Additionally, the designated individual’s contact information should be provided to the SSPO annually

. 
(3)
Agencies may not transfer surplus property from one geographic location (street address) to another without approval of the State Surplus Property Office.

(4). 
 Agencies should contact the SSPO in accordance with established SSPO procedures for disposition information on items which may be suitable for sale, auction or use by other state agencies.

(5).
 Items declared as surplus, salvage or scrap under the appropriate condition code will remain the responsibility of the declaring agency until disposal, as authorized by the State Surplus Property Office. Items may not be reclaimed by the agency without proper notification and approval of the State Surplus Property Office. If items declared for disposal must be removed from the reported location, the State Surplus Property Officer must be notified immediately.


(6) 
Agencies must advise the State Surplus property Office of all items which are worthless. For specific guidance concerning the disposal of worthless property, see Section G.

(7)
If surplus materials exist within a State agency, the agency must submit a Form OSD 25 describing the surplus property.  Items should be grouped on the form according to the categories listed below. Each category can be described on a separate form or several categories can be described on a single form with spacing between categories. The categories are as follows:

a. Items for transfer within the agency. 

b. Self-propelled, mechanized equipment and accessories such as autos, trucks, tractors, planes, snowmobiles, motorcycles, boats, and all-terrain vehicles. 

c. Firearms and ammunitions 

d. Office furniture and equipment (including computer equipment and supplies). 

e. Medical equipment 

f. Farm machinery and equipment 

g. Clothing 

h. Building (construction) materials 

i. Other misc. items which do not fit into the categories above.

(8)
Agencies must assign condition codes listed on the reverse side of Form OSD 25, to all items listed on the OSD 25.

(9)
Agencies must retain a copy of the OSD 25 for a period of time as required by law.
Policies Governing Distribution of Surplus Property
Methods of Disposal 
The State Surplus Property Office (SSPO) will determine the method of disposal according to the type of property, its value, and its condition. No surplus property is to be removed from the donor agency without first receiving documentation and written approval from SSPO.  The disposal methods are as follows:

(A.) File on State Agency Needs
Upon receipt of Form OSD 25 from an agency seeking to dispose of surplus property, the State Surplus Property Office will determine if the equipment meets the needs of any state agency.   

The State Surplus Property Office will contact the agency with a reported need and inform them that if they are interested in the available item(s), they must contact the donor agency and set up an inspection.

The State Surplus Property Office will also determine whether to authorize transfers requested by the needing agency and the donor agency in writing. 

The agency receiving the property must acknowledge its receipt by letter to the State Surplus Property Office or designee within 30 days of receipt. 

(B.) State Agency Surplus Memorandum
If there is no request for the item, the State Surplus Property Office shall post the item in the "Surplus Property Memorandum".   This memorandum can be found on the Surplus Property Web Site (www.mass.gov/osd). 

All equipment listed in the memorandum will be offered to all State agencies free-of-charge and on a first-come, first-serve basis for a period of thirty (30) days. 
If two or more agencies request an item simultaneously, the SSPO will determine which agency will receive the surplus property.

1. Responsibilities of the receiving agency:

a. Contact the donor agency to arrange an appointment to inspect the property as to its condition and usefulness. 

b. Requests authorization from the State Surplus Property Officer to transfer the items if they meet the agency’s needs. If the transfer is approved, the State Surplus property Office will notify the receiving and donor agencies in writing. 

c. All property requests must have at least two (2) signatures (written or electronic).  The first signature would be the person who is requesting the equipment and the second signature would be from a department head, or someone that has authority to bind the agency to the property transfer.  

d. Arranges to transport the property to its location. 

e. Picks up the property and presents a copy of the authorization to the donor agency and initials the receipt of property beside each item listed. 

f. Acknowledges receipt by sending a copy to the Surplus Property Office within 30 calendar days. 

g. Adjusts inventory and tag items within 10 calendar days.

2. Responsibilities of the Donor Agency: 

a. Allows receiving agencies to inspect surplus items. 

b. Retains a copy of the transfer authorization for their inventory files. 

c. Records information from transfer authorization letter on to inventory records. 

d. Has a representative of the receiving agency sign a copy of the transfer authorization letter as proof of transfer within 10 calendar days of the transfer. 

e. Acknowledges the transfer by sending a copy of the signed transfer authorization letter to the State Surplus Property Office within 30 days.

(C.) State Agency Surplus Available to Cities and Towns 
To comply with the mandate established in Chapter 60, Section 26, of the Acts of 1994, the State Surplus Property Office is required to offer for sale, all state owned surplus personal property to Massachusetts cities and towns prior to it being offered for sale to the general public.

All surplus items that were first offered to State agencies and not taken will be listed in a "Surplus Property Listing” and offered to all municipalities for a period of 20 days.  The surplus listing will be available on the State Surplus Web Site (www.mass.gov/osd)
All property listed in the listing will be available on a first-come, first-serve basis and will be sold as-is, where-is. All sales will be final. 

All municipalities must submit their property requests on a Surplus Request Form found under Related Links on the Surplus Property web site.  Municipalities can mail, e-mail, or fax the form to the State Surplus Property office for processing.  The form must be signed by both the contact person requesting the property as well as the Chief Procurement Officer.  The municipality must also show proof of non-tax status.  

Pricing for the surplus equipment will be based on the age, condition, and the acquisition value of the surplus property. Sale pricing of state surplus property will be the responsibility of the State Surplus Property Office.

1. Responsibilities of Mass Municipalities:

a. To inspect the item(s) prior to purchasing it. 

b. Complete the surplus request form and send it to the State Surplus Property Office for authorization. 

c. Assume any and all removal costs for the property. 

d. Submit payment for the item(s) within 30 days of receipt of an invoice.

2. Responsibilities of Holding Agencies:

a. Allow municipalities to inspect surplus items. 

b. Retain a copy of the surplus request form as a record. 

c. Record information from the Surplus Request form onto departmental records. 

d. Inform the State Surplus Property Office in writing that the municipality has removed the item(s).

(D.) State Agency Surplus Available to Non-Profit Entities 
After being offered to State Agencies and Municipalities, surplus property may be offered to not-for-profit organizations for a period of Ten (10) days for a small administration fee. The not-for-profit organization will follow the same guidelines as a municipality when requesting property. The not-for-profit organization also must submit proof of their non-profit status along with their request. 

(E.) Sale of State Surplus Property by SSPO to the General Public

Please be advised that full time state employees are prohibited from submitting quotes for surplus property if the property is located at the agency in which they are employed. Please be advised that any sale of surplus property to a state employee must comply with the provisions of G.L. c. 268A, § 7, which addresses employees’ financial interests in contracts with state agencies.  Agencies are advised to contact the State Ethics Commission’s Legal Division for questions concerning compliance with this statute at (617) 371-9500.
1. 
The State Surplus Property Office will offer surplus property for transfer or sale to outside purchasers in the event that no state agency, political subdivision, or non-profit organization has indicated a need.   

2. 
When SSPO has determined that there is no further need for the surplus, salvage, or scrap property, SSPO will determine whether to sell the surplus item(s) through 1) public auction (using the services of an auctioneer or the use of on-line auctions such as E-Bay), 2) sealed solicitation, or 3) telephone solicitation. 

3. 
Public auctions will be conducted by SSPO. Agencies will be required to transport the property to the auction site. All property will be "sold-as, where-is." After the auction, SSPO will send copies of the sale receipts will be sent to the disposing agency.

4. 
In the event of a sealed solicitation or telephone solicitation, agencies should be prepared to show the items to prospective bidders.

5. 
After the award has been made, SSPO will acknowledge the sale in writing to both the purchaser and the holding agency. The purchaser(s) will be instructed to submit full payment for the surplus. Once payment has been received, a copy of a sales receipt will be sent to the purchaser and the holding agency. 

6. 
Agencies will release items to purchasers upon presentation of the sales receipt. The sales receipt will act as the formal bill of sale.   
7.
The Surplus Property Office is authorized to sell surplus property prior to it being offered to any public entity if it is in the best interest of the Commonwealth.  

(F.) Property Disposed of Directly by the Holding State Agency
1. 
The State Surplus Property Office can authorize an agency to dispose of surplus property after it has been offered to State Agencies and Political Subdivision or if the property has insufficient value. Documentation must be provided and formal authorization will be given by SSPO in writing.

2. 
If the agency has useable property, the agency will either offer the property to Not-For-Profit organizations for a small administration fee, or sell the item(s) for the best obtainable price. 

3. 
If the surplus property is transferred to a Not-For-Profit organization, the organization must first request the transfer of property in writing to the State Surplus Property Office and show positive proof of its non-profit status.

4. 
If the surplus property is sold, the agency sells the property at the best price obtainable by department bid procedures. The agency sends all checks to the State Surplus Property Office. Payment must be paid by bank check or money order, payable to the Commonwealth of Massachusetts, before relinquishing control of the surplus property.

(G.) Disposal of Worthless Property
1. 
Upon approval of the SSPO, agencies are authorized to destroy property items considered to be worthless. 

2.
The agency surplus property officer must appoint, when applicable, a three member property disposal team which should be made up of the Agency Head, the Fiscal Officer and a third agency employee.  The team members are required to personally inspect and determine the value of the property.  If the property is determined to be worthless, each member must provide a certification to that effect, which shall be sent to the SSPO. Prior to destruction, the agency should remove any part of an assembly that can be used or stocked for repair of other articles. 
3. 


(H.) Temporary Storage 

Agencies may store their surplus property for a period up to 30 days. Stored items automatically become surplus after 30 days and may be subject to transfer or sale at the discretion of the Surplus Property Office. 

(I.) State Regulation 
These policies and procedures are in accordance with 802CMR3.00 

