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Di sposal or Transfer

1. Disposal of Personal Property

a.

For property that is worn and unservi ceabl e, obsol ete,
destroyed or danmaged beyond econom cal repair, the
Property Custodian or Fiscal Oficer shall prepare an
original and two (2) copies of FormFM S 76, D sposa
Application (available at

http://ww. fno. hawai i . edu/ FM S/ pdf / f m s76. pdf), and
forward the conpleted formto the I nventory Managenent
Section for review, approval and disposition

i nstructions.

After the Inventory Managenent Section approves the

Di sposal Application, the Property Custodian will be
responsi bl e for proper disposal of the property.
Property approved for destruction or discarding may be
taken to an incinerator or landfill in accordance wth
Section A8.518-1c. The follow ng procedures shall apply
to property approved for disposal:

1. Renoving or obliterating any mark or decal indicating
State of Hawai'i ownership before disposing of the
property.

2. Destroying the property in such a manner to prevent
reuse by other parties.

The Facilities Planning and Managenent O fice is
responsi bl e for picking up and hauling itens of property
approved for disposal by destruction for the Manoa
Canpus. Custodial Departnents are required to fill out
the Facilities Managenent "Service/ Wrk Request" form
The conpl eted "Servi ce/ Wrk Request” formshall be
forwarded to the Wirk Coordi nati on Center of the
Facilities Planning and Managenent O fice, who wll
schedul e the date and tine of pick up with the Custodi a
Departnent. Property too large in size and/ or wei ght may
require the services of professional novers. 1In cases
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wher e professional novers are contracted, the cost shal
be the responsibility of the Custodial Departnent.

Custodi al Departnents shall not physically di spose of any
property containi ng ozone-depl eti ng conpounds such as

chl or of | uorocarbons (CFCs); hydrochl orofl uorocarbons
(HFCs); all types of refrigerators; freezers; w ndow air
conditioners; and notor vehicle air conditioners at the
departnent's location, incinerator, or landfill. The
Facilities Planning and Managenent O fice will coordi nate
t he actual disposition of such property for the Manoa
campus, but the Custodial Departnment will be responsible
for the disposal costs.

After the property has been properly disposed, the
Property Custodian is required to sign the "D sposa
Certification" |ocated on the back, bottom of the Form
FMS 76, Disposal Application. The original FormFM S
76, Disposal Application, should then be returned to the
| nventory Managenent Section. The disposal application
is used by the Inventory Managenent Section as the
supporting docunent for deleting the property iten(s)
fromthe inventory records.

Sold or Traded-In Property

Uni versity property may be offered for sale or trade-in by
Uni versity departments. "Sold Property” is defined as

Uni versity-owned property sold to external organizations. It

does not apply to property transferred to another departnent.
"Traded-In Property"” is defined as University-owned property

which is to be or has been sold or exchanged and t he proceeds

of the sale used to offset the cost of the new property.

a. Sale of Surplus University-Owmed Personal Property

The sal e of surplus personal property shall be
acconpl i shed by the Inventory Managenent Section in
accordance with the foll ow ng procedures:

1) Prior to the sale of surplus University-owned
personal property, the Custodi al Departnent nust
first offer the property to other University
departnents as well as other State agencies or
departnents. |If there is no interest by other
Uni versity departnments or other State agencies or
departnents, the Custodial Departnent shall request
approval fromthe Inventory Managenent Section to
sell the surplus property via a nmenorandumw th the
reason(s) for selling the property.
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2) If the property to be sold was purchased with federa
or private funds and title vests with the Federal
CGovernnent or the sponsor, the Custodial Departnent
must first get witten authorization fromthe sponsor
prior to selling the property. This authorization
shal |l be attached to the nmenorandum requesti ng
approval to sell the surplus property.

3) The sale of the surplus University-owned persona
property shall be acconplished by the Inventory
Managenent Section with the assistance of the
Custodi al Departnent's Fiscal Oficer. D sposal by

sale of property will be by seal ed conpetitive bids.
a) |If abidis received, the Inventory Managenent
Section takes action to prepare a bill of sale

and coll ects noney fromthe purchaser. The

Uni versity departnment or programw || be
responsi bl e for coordi nating the pick-up of the
property by the purchaser. The Fiscal Oficer
shal | determ ne the disposition of noney
collected in accordance with original funding
sour ce.

After the sale of the property, the Custodi al
Departnent shall submt an original and two (2)
copies of FormFM S 76, Disposal Application
(avai |l abl e at

http://ww. f no. hawai i . edu/ FM S/ pdf / f m s76. pdf),
to the I nventory Managenent Section to delete the
property record frominventory.

b) If no bidis received, the Inventory Minagenent
Section will informthe Custodial Departnent of
the bid results. The Custodial Departnent then
has the option to either: (1) trade-in the
property or (2) dispose the property in
accordance with Section A8.518-1

c) Federally-owned property where title does not
vest with the University, shall be disposed in
accordance with APM A8. 535, Disposal or Transfer
Federal Personal Property.

Trade-1n of University-Owmed Personal Property

The trade-in of personal property shall be based on: 1)
whet her the trade-in value is expected to exceed the
val ue realized through sale or 2) the urgency of need by
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other University departnents or State governnent units.
The trade-in of personal property shall be acconplished
by the Inventory Managenment Section and/or the Fiscal
Oficer, in accordance with the follow ng procedures:

1) Wen a departnent desires to trade-in an item of
property for new property, the Custodi al Departnent
is responsible for

a) Cbtaining witten quotations from potenti al
vendors of the new property based upon the trade-
in price for the old property.

b) otaining approval fromthe I nventory Managenent
Section to trade-in the property by preparing an
original and two (2) copies of FormFMS 76,

Di sposal Application (avail able at

http://ww. f no. hawai i . edu/ FM S/ pdf / f m s76. pdf),
and submtting the conpleted formto the

| nvent ory Managenent Section for processing.

2) In those situations where no vendor will offer a
trade-in quotation, the Custodi al Departnent has the
option to sell the iten(s) of property as outlined in
t he Section A8.518-2a.

Destroyed or Danmaged Property

The Property Custodi an shall report and di spose of property
destroyed or danaged using the procedures set forth in
Section A8.518-1.

Lost or Stolen Property

Lost or stolen property that cannot be found after a thorough
search has been conducted, shall be reported pronptly by the
Property Custodian to the canpus security office, or police
departnent and the Inventory Managenent Section after

di scovery of the loss. A RWP-001, Report of Loss or Danage
of State Property, shall be filed for any burglary, theft,
robbery, or di sappearance of property, including funds,
regardl ess of the anmount. No individual should attenpt to
determ ne whether or not any loss is insured. The Departnent
of Accounting and General Services (DAGS), Ri sk Managenent
Division will decide liability for |osses, if any, under
coverage of the State policy. In addition, the follow ng
procedures apply:

a. The Custodial Departnment head shall prepare an origina
and two (2) copies of the Report of Loss or Damage of
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State Property along with an original and (2) copies of
FormFM S 76, Disposal Application (avail able at
http://ww. fno. hawai i . edu/ FM S/ pdf / f m s76. pdf), and
submit the conpleted forns to the Inventory Managenent
Section for processing. At a mnimm the follow ng

i nformation nmust be provided on the Report of Loss or
Damage of State Property:

1. Statenent whether police, canpus security, or
attorney general's office was notified, and if so,
attaching a copy of the police report/report nunber
or campus security report

2. The description, location, and unit acquisition cost
of the property

3. The date and circunstances surroundi ng the |oss,
theft, or damage; condition contributing nost
directly to the loss; analysis of the severity of the
| oss and the probabl e recurrence rate

4. Description of the internal control procedures or
security inprovenents to be inplenented to prevent or
mnimze future | osses; dates of inmediate and fi nal
corrective actions

b. The Inventory Managenent Section, upon receipt of the
above forns, shall forward one (1) copy of the Report of
Loss or Damage of State Property formto the Ofice of
Procurenent, Real Property, and Ri sk Managenent ( OPRPRM
Ri sk Manager

Fire or Casualty Loss

Pursuant to Chapter 41D, State R sk Managenent and | nsurance
Admi nistration, Hawaii Revised Statutes, a State Risk
Managenent Revol vi ng Fund has been established for the repair
or replacenent of personal or real property which has been
damaged by fire or other casualty.

In the event of fire or other casualty, APM A8. 370 under R sk
Managenent shall be foll owed. Additional procedures
pertaining to personal or real property managenent are:

a. The Custodial Departnment shall imrediately inventory the
damaged or destroyed itens of property and notify the
| nventory Managenent Section by subm ssion of an original
and two (2) copies of FormFM S 76, Di sposal Application
(avai |l abl e at
http://ww. f no. hawai i . edu/ FM S/ pdf / f m s76. pdf), after




A8.518
p 6 of 7

initial contact and notification to the OPRPRM Ri sk
Manager has been nade.

b. The Inventory Managenent Section shall provide, if
required, an up-to-date inventory listing of the property
or buil ding invol ved.

The burden of proof that certain property sustained
damage or was destroyed is the responsibility of the
Property Custodi an or Custodial Departmnent.

Canni bal i zi ng of Property

Under no circunstances shall property be cannibalized for
parts without prior approval fromthe Inventory Managenent
Secti on.

The Property Custodi an shall prepare an original and two (2)
copies of FormFM S 76, Disposal Application (avail able at
http://ww. f no. hawai i . edu/ FM S/ pdf / f m s76. pdf ), and forward
the conpleted formto the Inventory Managenent Section for
revi ew and approval .

Di sposal by Donati on

Surplus property may be donated to a 1) nonprofit, tax-
exenpted charitable organization or 2) Gty or county agency
within the State when transfer to another University program
or to other state departnents or agencies is not feasible.

For property to be donated to a nonprofit, tax-exenpted
charitabl e organi zation, the Property Custodi an or Fisca

O ficer shall prepare an original and two (2) copies of Form
FMS 76, Disposal Application (avail able at

http://ww. fno. hawai i . edu/ FM S/ pdf / fm s76. pdf), and forward
the conpleted formto the Inventory Managenent Section for
revi ew and di sposition instructions.

Transfer of Property

Property with the potential for use by another departnent
shall not be transferred adm nistratively or physically unti
the receiving departnent agrees to the transfer

a. Interdepartnental Transfers

When property is transferred between departnents on the
same canmpus or to another |ocation within the same
departnent, the Property Custodi an, Custodi al Departnent
or Fiscal Oficer shall prepare Form FM S 74, Property
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Transfer (avail able at

http://ww. f no. hawai i . edu/ FM S/ pdf / f m s74. pdf), and
forward the conpleted formto the I nventory Managenent
Secti on.

b. Transfers Between University Canpuses

Property which is permanently transferred from one
Uni versity canpus to anot her canpus shall be handled in
accordance with Section A8.518-8b.

c. Transfers Between State of Hawai'i Departnents

For transfers of property fromthe University of Hawai'i
to State of Hawaii agencies or departnents, the Property
Custodi an or Fiscal Oficer shall prepare an original and
two (2) copies of FormFM S 76, D sposal Application
(avail abl e at

http://ww. fno. hawai i . edu/ FM S/ pdf / f m s76. pdf), al ong
with the conpleted AGS Form 18, Transfer of Property. The
completed forns shall be forwarded to the Inventory
Managenent Section for review and approval .

The University Departnental Fiscal Oficer or Property
Custodi an shall prepare AGS Form 18, Transfer of
Property, after the disposal request has been submtted,
revi ewed, and approved. The representative of the
donati ng departnent should consult with the
representative of the receiving departnent so there wll
be no question when the receiving departnment is later
requested to sign the AGS Form 18.

Excepti ons

If any requirenent of this section results in undue hardship
for the Custodial Departnent, the |Inventory Managenent
Section may grant an exception to that requirenent, if it is
det erm ned such exception is in the best interest of the

Uni versity.



