	POLICY:   Property Disposition Policy

	PURPOSE: 

To provide CTRAC Staff with guidance on handling property disposition requests.



	SCOPE:     

CTRAC Staff is required to complete the property disposition request form when disposing of asset as directed.


	REVISIONS:  original 1.16.20

	PROCEDURE:
       I.  Request for Disposition by a Member Entity:
· Staff will investigate and examine the asset to determine if it is eligible for salvage (trash) or surplus (cache/redistribute).

· Staff will make a recommendation to the Executive Director on how to proceed.

· Once approved for disposition, staff will have the member sign the asset back to CTRAC.  A new permanent loan form will need to be completed if asset was loaned in or after 2012.  Any asset loaned prior to 2012 maybe signed back using the original permanent loan form.
· Staff must bring asset back to CTRAC offices for final disposition.

· Staff will ensure the property disposition request form is fully completed and submit to Executive Director for final signature.

· If the asset is deemed surplus, then the asset will be placed in cache for future allocation.

· The RAC Staff will update the inventory management system; place a copy of the disposition request form in the member file; and file the original form in the Disposition of Assets binder in the Executive Director’s office.

 II.  Request for Disposition by CTRAC Staff
· Staff shall complete a disposition request form and submit to Executive Director.

· Executive Director will investigate and examine the piece of asset to determine if the asset is eligible for salvage (trash) or surplus (cache/redistribute).

      III. Information Required for Disposition Request Form
· Entity name and address;
· Entity point of contact email address and phone number;
· Property description and condition including the serial number, asset tag number, and quantity of items to be salvaged or surplused;
· Grant contract number and funding source;
· Estimated useful life;

· Unit value at acquisition;
· Acquisition date;
· The desired outcome should be checked off: Dispose by surplus, Dispose by salvage, or Other.  If Other is chosen, details must be provided;
· Check the statement that best describes why the asset is being considered for disposition.
      IV.  Disposal

· Once the Executive Director has approved the disposition of the asset, it will be carried out as instructed by CTRAC staff.
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