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DISPOSITION OF COLLEGE PROPERTY PROCEDURES

Procedure:
Disposition of College Property
Contact:
Facility Services
Goal:
Provide Guidelines for Disposition of Madison College Property 
1) The Manager/Dean with authority over departmental-owned property being proposed for transfer/disposal will be responsible for the following initial steps of the procedure:
· Identify equipment for disposal.  Review Equipment Disposal Guidelines (http://madisoncollege.edu/in/fixed-assets-equipment-0) before proceeding, as computer and audio visual equipment are handled by the technology department. 
· Determine fair market value of the departmental property.

· Designate location for storage of departmental property until disposition is completed.

· Complete a Transfer or Disposal of Equipment Form located under the letter “T” on the Forms database found on the Madison College Faculty/Staff website (http://madisoncollege.edu/in/facultystaff-resource-website).
· Review Form with appropriate Vice President and obtain his/her written approval.

· Inform Facility Services of the departmental property being proposed for disposal or transfer by forwarding Transfer or Disposal of Equipment Form completed and signed to the Facility Services office.  If it is determined that equipment is indeed to be disposed, complete other forms, as necessary, located on Madison College Facility Services webpage (http://madisoncollege.edu/in/disposalsurplus-furniture-and-equipment).
2) Facility Services has the following responsibilities related to the disposal/transfer procedures:

· Evaluate the disposition request based on data provided in the Transfer or Disposal of Equipment Form.
· Verify that there are no restrictions by other agencies on the disposal/transfer of the identified departmental property.  Assets with fair market value cannot be donated by Madison College.
· For each item with an estimated value of $25,000 or more, the College must submit a list to the Wisconsin Technical College System office for approval to dispose of the property.
Disposal of Property

S. 38.14(2)(bm) Wis. Stats., allows district boards to request approval from the state director to sell any property which it finds to be no longer needed by the district.  Real property sales typically involve high cost items that require state board approval; therefore, a specific process has been developed for that purpose.  For personal property sales (equipment, furniture, etc.) districts are required to develop disposal policies that include language that requires the following component.  Those policies that include these components will be considered as satisfying the requirement to requesting approval of the state director for items less than $25,000.  Items with a value of $25,000 or more will require approval of the state director.
· Establish the method of disposition:
· Items identified for disposition to archives will be placed in Central Storage.
· Items identified for transfer/disposal:
· A decision will be made following the evaluation to proceed to transfer, to dispose, or to sell at fair market value.  Items must be sold by the College at an arm’s length transaction, such as a sealed bid, negotiated basis, WI Surplus Online Auction, or to be taken to UW SWAP.
· Property with no value or junk will be disposed of accordingly.  Disposal is defined as following approved recycling policies, landfill codes, and not giving the items to someone at no cost.  
· Any item that has a charge for disposal (i.e., electronic waste) shall be paid by the department that owned the equipment.

· Facility Services will inform Financial Resources Fixed Assets office of disposition action.  Inventory records will then be adjusted.  Facilities Services will also maintain records of the disposition action.

· Payments received for any/all properties shall be forwarded to the Madison College Financial Resources Department. 

Facility Services
1701 Wright Street

Madison, WI  53704
608-243-4040

wmarquardt@madisoncollege.edu
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