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	Facilities Operations and Development

Scrap and Salvageable Material and Equipment
Disposition



Purpose
To provide procedures that will ensure that all surplus and salvageable material and equipment are first utilized to the fullest and most reasonable extent possible within the university.  In addition regulate the disposal and reuse of surplus, scrap, and non-capitalized material and equipment no longer needed or usable within FOD or the university.  These procedures provide economical and ecological transfer or sale of materials and items and accounts for all financial entries. 

Definitions
	Term
	Definition

	Capitalized Equipment
	Includes all moveable items that have a probable useful life of one or more years, original cost or value of $5,000 or more, and must have a University Capitalized Equipment Tag.

	Non-Capitalized Equipment
	Includes all moveable items that have a probable useful life of one or more years, original cost or value is less than $5,000.  For FOD, items valued between $150 and less than $5,000.

	Scrap
	Saleable for scrap value only.  Items in this category have no future value as a usable commodity to other departments/units in its present condition.  This includes scrap metal.

	Surplus
	Usable in its present condition but no longer useful to a particular department and/or unit.

	Trash
	Materials and equipment that has no residual value.  This material is not recyclable and poses no danger to the environment. 


Under the direction of the Associate Vice President, the Senior Leadership Team of Facilities Operations and Development (FOD) is delegated the authority and responsibility for procedures related to the disposal and reuse of surplus, scrap, and unusable material and equipment.  These procedures will apply to all Facilities Operations and Development employees while performing work for The Ohio State University.  Facilities Operations and Development is a professional service organization that supports all aspects of university operations.
I.  Disposition of University Assets
A.
The Ohio State University has existing procedures for the disposal of tagged capital equipment and tagged non-capital equipment through OSU Surplus.  These procedures should be observed at all times.  These procedures can be viewed on the OSU Asset Management website.
B.
No individual employee may personally benefit from the sale of university or contractor-owned material or equipment.  Individuals or groups who take, sell, or benefit from the sale of such items will be subject to criminal prosecution and/or corrective action up to and including termination.
C.
Items owned by another entity but located on university property cannot be reused, salvaged, or sold by any university employee or department. 
D.
Equipment containing refrigerants, such as freezers, water fountains, etc., must be evacuated before disposal or disposed of through Surplus.
II.  Determination of value and recovery of assets
A.
When a building or area is scheduled for demolition, the Senior Directors of Operations, Utilities, and Energy Services & Sustainability should be notified.
B.
Arrangements will be made for staff to enter the building or area and remove all items that are determined to be usable in other areas of FOD or moved to space that is maintained by FOD for use at a future date.
C.
For any computer equipment, the Director of BFAP-IT should be notified.  Arrangements need to be made to either drop off or have the items delivered to the Surplus Materials Disposal for disposition.
D.
The Project Manager is responsible for notifying appropriate parties of the opportunity to salvage items.
E.
It is the responsibility of the FOD group that will benefit from the items to identify, transport, and document in accordance to these procedures.
F.
Movement of any item(s) shall be completed by two or more staff as directed by a supervisor (Assistant Director or Director).
G.
Identified item(s) must be removed before the project bid advertisement, unless the project contract documents indicate otherwise.
H.
Any item(s) not removed before the bid advertisement becomes the responsibility of the successful bidder and disposed of by the contractor, unless project documents indicate otherwise. 
Resources
Appendix A – Disposition of Scrap and Salvageable Material and Equipment Process
Appendix B – Disposition of Scrap and Salvageable Material and Equipment Inventory Tool (worksheet)

For questions regarding these procedures, contact:

• Senior Directors, Operations

• Senior Director, Business Management
APPENDIX A - Process

Purpose
Outline the disposition of scrap and salvageable material and equipment procedures for all FOD employees.

Process
Scrap materials removed by FOD staff in the execution of work are to be disposed of via the Solid Waste Trash & Recycling Yard.  FOD staff handling scrap materials will complete the following process:

A.
Identify and collect scrap materials produced on the jobsite.

B.
Obtain supervisor’s documented approval that scrap materials are properly accounted for.

C.
Dispose of scrap items.  Scrap materials are collected at the Solid Waste Yard and disposed of through FOD’s authorized scrap dealer.  Assistant Directors and Directors have the discretion to stage scrap materials locally and contact the Solid Waste Shop for hard trash collection or direct staff to transport the materials to the Solid Waste Yard to be placed in the appropriate container.

D.
An individual unit within FOD may have a large amount of scrap produced at a location(s).  If the unit wishes to recover this scrap value for their unit, they need to meet the following conditions:

1.
Obtain written authorization from the unit’s Senior Director.

2.
Secure the scrap materials until they can be disposed of in compliance with FOD procedures.

3.
Schedule pick-up of scrap material with FOD’s authorized scrap dealer.

4.
Obtain a copy of the Bill of Lading at the time of the scrap collection.  The driver must be instructed to note the unit’s name and chartfield information on the Bill of Lading.  This will allow the check to be deposited for credit to the correct Org-Fund-Account-Program when it is received.

E.
In construction demolition work, either work done internally or performed by a contract managed through Design and Construction (FDC), if deemed appropriate by FOD managers at the Assistant Director level or higher, items that are considered to be usable may be salvaged before bid advertisement, unless the project contract documents indicate otherwise.  Items salvaged in these situations need to be accounted for in one of two processes:

Option A – Salvage for Immediate Reuse.  Items taken for immediate installation into another building or system require the shop or unit recovering the item to complete the attached form and the required fields, including the signature authorization.  

Option B – Salvage for General Reuse.  Items that are salvaged for possible reuse at a later date must be taken to the stockroom, inventoried, and accounted for in that system.  This process should be utilized only if the salvaged materials are likely to be used within the next year, hold a value greater than the warehousing costs it is creating, or are no longer available.  Items too large or heavy (examples are large utility switches, light poles) that are difficult to transport and store at the stockroom may be stored and accounted for at other authorized campus locations.  Once relocated, these items become the responsibility of the group who authorized their salvage.  They will need to document these inventory locations, maintain the inventory, and account for their inventory in compliance with university procedures.  By authorizing the removal of these assets, the unit now accepts the liability as the custodian.

F.
Unit is responsible for retaining all documents of reused items.  Retain all records for possible audit.

Org              Fund              Account      
	Item Description
	Number

of Items
	Originating Location
	Date

Removed
	Disposition

	
	
	
	
	Solid

Waste
	Scrap Vendor

	
	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Authorization

	Assistant Director or Director
	Date

	Verification

	Supervisor
	Date

	Scrap Vendor Transporter Verification

	Company Name
	Bill of Lading #

	Driver Name
	Attached

 FORMCHECKBOX 
 yes      FORMCHECKBOX 
 no

	Material Receipt

	Fax #

     
	Initials
	Attached

 FORMCHECKBOX 
 yes      FORMCHECKBOX 
 no


scrap.doc    Jan 3, 2014
Page 3 of 4

[image: image1.jpg][image: image2.jpg]THE OHIO STATE UNIVERSITY




