
DATE ISSUE

2/01/92 
REVISION

2 
PAGE

E2-230.1 
                                                                             

ADMINISTRATIVE 
POLICIES AND PROCEDURES MANUAL 

SUBJECT
PURCHASING

 

SUB-TOPIC 
  
ACQUISITIONS OF EXCESS PROPERTY  

GENERAL:

"Excess property" includes all types of equipment and materials, new or used, which

are owned by a federal or state agency, but are no longer needed by that agency and

still have useful life.

The acquisition of such property from an agency of the state or federal government or

the Texas Surplus Property Agency is not a purchasing transaction in a true legal

sense. Such property is not sold to the University, but instead title is passed to

UTD at the discretion of the federal or state agency only after UTD has fulfilled

stringent requirements in the use of the excess property. In some cases where a

physical sale of excess property is involved, transfer of title is based upon an

agreed sales price between UTD and the state or federal agency providing the property.

Due to the legal nature and complexity of transactions involving the procurement of

excess property, no UTD employee will be permitted to contact any outside agency for

the purpose of acquiring excess property without approval of the Property

Administrator (Ext. 2150). If the excess property is to be used on a grant or

contract, written concurrence of the contract or grant officer of the sponsoring

agency is required.

The following briefly outlines policies and procedures associated with the

acquisition, care and accountability of excess property. If there are any questions,

contact the Property Administrator (Ext. 2150).

EXCEPTIONS AND LIMITATIONS FOR GRANTS AND CONTRACTS:

1. Orders for excess property must be placed within the duration of the grant or

contract time limit. Such orders must be limited to equipment justified under

the grant or contract.
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2. Excess property may not be acquired under institutional grants for science

conference grants (symposia, meetings, etc.) or travel grants.

3. Excess property must be used only on the specific grant or contract for which it

was acquired until termination of the grant or contract, at which time the

property must be either:

(1) Used to support science teaching or research for the remainder of its

useful life, or,

(2) If the federal or state agency elects to retain title, return the property

to that agency. Contact the Property Administrator (Ext. 2150) for

details.

(3) Excess property must be used only on the specific grant or contract for

which it was acquired until termination of the grant or contract, at which

time the property must be either:

a. Used to support science teaching or research for the remainder of

its useful life, or,

b. If the federal or state agency elects to retain title, return the

property to that agency. Contact the Property Administrator (Ext.

2150) for details.

ORDERING PROCEDURE:

The Property Administrator maintains a catalog of available excess property and

periodically routes this list to a selected distribution. However, anyone not on the

distribution list may contact him/her in the Property Administration Office to

determine excess property availability.

The Property Administrator will then take necessary actions to procure the desired

item(s). If an item is no longer available or for some reason the request cannot be

fulfilled, the Property Administrator will notify the requisitioner of that fact.

All associated charges (packing, crating, handling, transportation, etc.), including

the cost of the item(s), are normally borne by the applicable account, grant or

contract.
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ACQUISITIONS OF EXCESS PROPERTY - Continued 

RECEIVING PROCEDURE:

Every piece of excess property consigned to UTD must be processed through Receiving.

It will be the joint responsibility of Receiving and the requisitioner to ensure that

all receiving and inventory documents are properly executed and that the Property

Administrator is furnished such proper documentation. The Property Administrator will

then inspect, identify, tag and note the location of the equipment for property

inventory control purposes.
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