Administrative Regulation	No. 3270

CLOVIS UNIFIED SCHOOL DISTRICT


BUSINESS AND NONINSTRUCTIONAL OPERATIONS Revenue, Tuition, and Fees
DISPOSITION OF SURPLUS PERSONAL PROPERTY – BOOKS, EQUIPMENT, AND SUPPLIES


PURPOSE: To establish a procedure for the disposal of surplus personal property.


A. Surplus Personal Property


The Superintendent or designee may dispose of surplus personal property belonging to the District in accordance with the following procedure:


1. Identification of Surplus Personal Property. The Superintendent or designee, from time to time as he or she deems appropriate, will review the District’s personal property; identify personal property that is not required for school purposes, should be disposed of for the purpose of replacement, or is unsatisfactory, obsolete or not suitable for school use; and determine the value to be assigned to each identified personal property.


2. Claim for Identified Personal Property. Prior to the disposition of any personal property identified by the Superintendent or designee as surplus personal property, the Superintendent or designee will first make the item, provided it continues to serve school purposes in a safe and cost efficient manner, available to school sites and departments within the District. The following process will govern request for claims on personal property that have been identified as surplus:


a. The Superintendent or designee will provide written notice (which may be made by e-mail) to the head of each department and principals of each school site in the District, setting forth a brief description of the personal property that has been identified as surplus, the location and time when the identified personal property may be inspected, the person to whom a request to claim the identified personal property is to be sent, and the date by which a request to claim the identified property must be received by the Superintendent or designee.


b. The Superintendent or designee will make the identified personal property available for inspection by interested departments and school sites in the District at the location and time indicated in the aforementioned written notice.
c. Each request to claim identified personal property shall be stamped (or noted when received by e-mail) with the date and time of receipt.


d. The Superintendent or designee will consider each request to claim identified personal property and will give said personal property to the first school site or department that makes a timely request and that demonstrates an appropriate use of the identified personal property. The Superintendent or designee’s determination as to whether a request demonstrates an appropriate use is final.
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3. Means, Methods and Time of Disposition. The Superintendent or designee will determine the appropriate means, methods and time for disposition of surplus personal property and take such other actions as may be necessary or proper to dispose of the personal property in accordance with the Education Code and other applicable laws, including entering into contracts with third parties, when appropriate, to effectuate the disposition of the personal property. The Superintendent or designee may dispose of surplus personal property as follows:


a. Private Sale: The Superintendent or designee may sell surplus personal property in a private sale or contract with appropriate persons or entities to conduct such a sale where (1) the Superintendent or designee determines that the value of the personal property, whether one or more items, to be sold in any one sale is valued at a sum of less than $2,500.00; or (2) the personal property was previously offered for sale at a public auction but for which no qualified bid was received. (Education Code 17546) No notice or advertisement is required before conducting a private sale.


b. Public Auction: The Superintendent or designee may sell surplus personal property in a public auction or contract with appropriate entities or persons to sell the property in a public auction where the sum value of the personal property, whether one or more items, in a sale is $2,500.00 or greater. (Education Code 17545, 17546) The public auction, whether conducted by the Superintendent or designee or other third parties, shall comply with the following:


1. Notice: Before the public auction, (1) a written notice must be posted in at least three public places in the District for not less than two weeks before the date of the public auction, or (2) publication of notice of the public auction at least once a week for a period of not less than two weeks before the date of the public auction in a newspaper published in the District and having a general circulation there. (Education Code 17545) The notice, at a minimum, shall set forth the location, date and time of the public auction, the name and telephone number of a contact person, and a description of the personal property to be sold.


2. Bidding: The public auction is to be held on the date and at the location stated in the written notice. Upon completion of the public auction, the highest responsible bidder should be determined. The surplus personal property shall be sold to the highest responsible bidder or all bids shall be rejected. (Education Code 17545, 17548)


3. Transfer of Personal Property: After the public auction is complete and after receiving payment, the Superintendent or designee may transfer the surplus personal property to the highest responsible bidder.
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c. Sale to Other Governmental Entities: Without advertising for bids, the Superintendent or designee may sell any surplus personal property to the federal government or its agencies, state or local government, other school districts, or to any agency eligible under the federal surplus property law (40 USC 484(j)(3)). (Education Code 17540, 40 USC 549) In such cases, the sale price shall equal the cost of the personal property plus estimated cost of purchasing, storing and handling the property. (Education Code 17540)


d. Sale or Lease to Other Governmental Entities: Without advertising for bids, the Superintendent or designee may sell or lease surplus personal property to the federal government or its agencies, state or local government, special district, or other school districts. (Education Code 17542) The selling price and the terms of sale, or the lease price and the terms of lease shall be fixed by the Superintendent or designee. (Education Code 17542)


e. Donation or Disposal: If the Superintendent or designee determines that the value of surplus personal property is insufficient to defray the costs of arranging a sale, the property may be donated to a charitable organization deemed appropriate by the Superintendent or designee, or may be disposed of in the local public waste facility, or recycle facility. (Education Code 17546)


4. Deposit of Funds Received. Any funds received from the sale of surplus personal property may be deposited either in the District’s reserve or general fund or credited to the fund from which the original expenditure for the purchase of the personal property was made. (Education Code 17547)


B. Instructional Materials


Surplus or undistributed instructional materials, which have been identified as obsolete by the Superintendent or designee and are usable for educational purposes, may be disposed of as follows:


1. In accordance with the procedure set forth above in paragraphs 1 to 3 with respect to surplus personal property.


2. Without advertising for bids, sale to any organization. The Superintendent or designee may conduct such a sale or contract with appropriate entities or persons to do so.


3. Donation to another school district, county free library, or other state institution, any federal agency or institution, any nonprofit charitable organization, or children or adults in California or foreign countries for the purpose of increasing literacy of the people. (Education Code 60510)


4. Any organization, agency, or institution receiving obsolete instructional materials from the District through donation, shall certify that it agrees to use the materials for educational
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purposes and make no charge to any persons to whom the materials are given or lent. (Education Code 60511)


5. Any money received by the District from the sale of instructional materials will be used to purchase instructional materials, supplemental instructional materials, or technology-based materials.


Surplus or undistributed obsolete instructional materials which are not usable or which cannot be distributed as specified above may be disposed of by either of the following: (Education Code 60530)


1. Mutilated so as not to be salable as instructional materials and sold for scrap or for use in the manufacture of paper pulp or other substances at the highest obtainable price.


2. Destroyed by any economical means at least 30 days after the Superintendent or designee has given notice to all persons who have requested such notice.


C. Equipment/Supplies Acquired with Federal Funds


Equipment or supplies originally purchased under a federal grant or subgrant shall be disposed of and any proceeds therefrom shall be handled in accordance with applicable federal law. (2 CFR 200.313, 200.314) If the District is provided equipment that is owned by a federal agency, the District shall request disposition instructions from the federal agency when it no longer needs the equipment. (2 CFR 200.313)


Adopted: 10/22/2003
Reviewed: 08/10/2005, 12/12/2006, 01/09/2008
Amended: 11/13/2009, 12/20/2010, 03/22/2021 (AR 4603 renumbered as AR 3270)


Doc# 34663-4 (03/2021, 09/2016)
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