
ASSET DISPOSAL - GUIDANCE
1. Overview 

The policy outlined below is not intended to replace your institutions existing policies and procedures regarding asset disposal. Please ensure you have checked your own institutions polices and procedures concerning the sale and disposal of goods before continuing with any disposal.

The best value outcome to the institution must be a major consideration when disposing of assets. Asset disposal decisions, and the reasons for taking them, should be documented. Not only does this assist in audit and other examinations, it also highlights successes and problems for future reference.

Non-disposal of obsolete or excess equipment only takes up space and deprives an institution of income without any offsetting benefit. Institutions are therefore encouraged to dispose of such equipment but goods should only be disposed of after checks have been made to ensure that the item could not be utilised by other areas of your organisation.

Disposal should be based on a fair market value for each item. The price established will be based on current market value and condition of the equipment. Many decisions in this policy require an assessment of the market value of an item. Such assessments should be undertaken by the Head of the Department disposing of the asset. The decision should be undertaken using external evaluation services if required, for example specialist items. The Head should take into consideration the original purchase price, the age of the equipment, an assessment of the usefulness of the equipment and of its possible market value. Consultation with Financial Services or Information Technology Services (in the case of IT equipment) is strongly recommended. All data storage devices must be reformatted prior to disposal to delete any data they may contain.

2. Definitions 

'Assets' applies to the terms 'asset(s)', 'stores', 'item(s)', 'equipment', 'furnishings' and 'goods' as used throughout this policy. It does not include buildings or other forms of fixed assets but may include building fittings. 'Authorised Officer' refers to a Head of a department or of an administrative division or any other person specified in the relevant institutions financial delegations. 'Market value' means the value of an item in the market place and is regardless of its initial purchase price or residual value. 

3. Reasons for disposal 

Items can be available for disposal because they are: 

• required to be disposed of under a particular policy eg. motor vehicles 

• no longer required due to changed procedures, functions or usage patterns; 

• occupying storage space and not being needed in the foreseeable future; 

• reaching their optimum selling time to maximise returns; 

• no longer complying with occupational health and safety standards; 

• found to contain hazardous materials
 

• beyond repair but able to be sold for scrap. 

4. Responsibilities of Heads of Department. 

Heads should be aware that: 

• each department  is responsible for managing the disposal of its surplus assets 

• they are accountable for all decisions they take in the disposal process 

• they should take into account the costs of undertaking disposal activities

• proper accounting and audit procedures should be observed and all decisions documented

• agents engaged to undertake selling activities need clear instructions

• special consideration should be given to items of potentially hazardous and pollutant stores likely to have an impact on the environment.

5. Options for the Disposal of Assets 

Assets identified for disposal may be dispensed with using the procedures listed below:

• Sale by public tender 

• Sale to staff

• Donated to a community service or organisation 

• Transfer of the asset to another department of the institution

• Scrap

Choice of the most appropriate disposal option will normally be influenced by the nature of the goods for disposal and by their location and market value. In all cases, assets disposed of should be reported on an 'Asset Disposal' form to ensure they are removed from the institutions central asset register.

A more detailed description of each disposal option is set out below:

Sale by Tender: 

Tenders can be done in two ways, either by internal tender to staff or by external tender. External tenders should be advertised (i.e. in the local newspaper) and sealed bids sought. Assets should be sold as seen and no warranty should be given or implied. In both cases, at least two people should be appointed to witness the opening, scrutiny and acceptance of the offers made. In all cases, the payment should be received in full prior to the equipment being released.

Sale to Staff or Students:

Adequate notice should be given on staff/student noticeboards/intranet of the assets for sale. Tenders should be sought for the item and the process followed should be the same as that outlined in the Sale by Tender. 

Donations 

Where the institution has determined that goods have no residual value, and where their disposal is therefore unlikely to produce sufficient revenue, it may authorise the donation of the goods to another organisation. Organisations with a community service role are recommended. This includes schools, charities and volunteer organisations. Donations must be approved by a delegated approving officer and there must be confirmation by the institution’s Finance Department that the goods have no residual value and no significant market value.

Using disposal agents/Auctions
A department may, in some circumstances, engage an agent to undertake the disposal by sale of goods or an auction. Where an agent is to undertake sales on behalf of the Department, it is important to advise the agent, in writing, of the Institutions instructions relating to the sale. Information might include timeframe for sale, target revenue, condition and location of assets, reserve price, and end-user restrictions. This advice is the formal agreement or contract with the agent and constitutes the authority for the agent to undertake the sale in accordance with the institutions requirements. The advice should be signed by an authorised officer. 

Transfer to another department 

In some cases, an asset may have no use for one department but may be of value to another unit within the Institution. In such cases, the asset may, with the agreement of both departments be transferred. Such transfer may be at no cost to either unit or entail a fee or price negotiated by the two units concerned. The holder of the asset register must be informed of the transfer to enable an update on the institutions asset register.

Scrap

Where items have negligible value or where the cost and time involved in managing the sale process would exceed the financial benefit, the equipment may be scrapped. Please consider the environmental impact when scrapping the asset and choose the most appropriate option.
6. Asset Disposal Forms & the Asset Register

It is important that any asset disposals are correctly handled to ensure transparency and accountability. Asset disposal forms should be used to record the authorisation of the disposal by the appropriate staff within your institution and the value or values achieved by it.

The institutions asset register will require updating to remove the asset following the receipt of the appropriately authorised Asset Disposal Request.

� Disposal of such items should only be carried out after prior discussion with the  Health & Safety Department of your institution.
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