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POLICY: This directive provides guidelines for acquisition and disposition of surplus
equipment and supplies. Surplus property may be acquired from both State and Federal
sources.

Note:  For approved firearms and related equipment (see Directive #4907, “Approved
Firearms and Related Equipment”).

For acquisition or disposition of surplus tools (see Directive #4930, “Tool Control”).

Acquisition of surplus or donated IT equipment is prohibited (see Directive #2810,
“Information Security Policy”).

A. State Owned Surplus Property: State owned surplus property is generally available at
no cost; however some special fund items may require a negotiated price.

State owned surplus property transactions, both acquisition and disposal, are processed
by the NYS Office of General Services (OGS), Bureau of Surplus Personal Property
Disposition (BSPPD). All State surplus property transactions must be routed through
the Division of Support Operations.

B. Federally Owned Surplus Property: Federally owned surplus property almost always
requires a fee payable to OGS, Bureau of Federal Property Assistance (BFPA).

Federal surplus property acquisitions are processed by the OGS, BFPA. All
transactions, with certain restrictions outlined below, are to be conducted through the
BFPA directly. The BFPA current offerings can be viewed at
www.0gs.ny.qgov/BU/SS/Fed. All Department of Corrections and Community
Supervision (DOCCS) facilities are encouraged to contact them directly if interested in
their program. The restrictions regarding the acquisition of Federal surplus are:

1. Large items (e.g., portable boilers, generators, etc.) might require additional
expenditures to accommodate them; sanction for this type of property should be
received from the Division of Facilities Planning and Development.

2. Purchase of passenger carrying sedans, station wagons, or vans is strictly

prohibited.
3. Purchase of trucks and other pieces of motorized equipment must be approved by
the Director of the Division of Support Operations.



http://www.ogs.ny.gov/BU/SS/Fed
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Il. PROCEDURES
A. Acquisition of State Surplus Property
1. Facility Deputy Superintendent for Administration (DSA)/Steward

a. Contacts the Division of Support Operations Technical Support Unit either by
memo, e-mail (doccs.sm.SupportOps), or phone, depending on urgency, with
request for a specific item that might be available as surplus.

2. Technical Support Unit

a. Scans recent submissions of DOCCS’ surplus to determine availability and
requests from OGS, BSPPD, the possibility of the requested item being
available from other agencies; and

b. Advises facility Steward of availability or non-availability; if available, advises
Steward of contact person who is custodian of desired surplus.

3. Releasing Facility Steward or Designee

a. Makes contact with custodian and determines if surplus item is acceptable for
the intended application. If applicable, the Material Safety Data Sheet (MSDS)
should accompany the item. Additionally, the operating manual, spare parts,
belts, hoses, etc., and the repair and preventive maintenance records from the
MP2 system, should also accompany the item; and

b. Notifies Technical Support Unit of acceptability/non-acceptability.
4. Technical Support Unit

a. Advises facility DOCCS or OGS, BSPPD, whichever is applicable, to arrange
for transfer; and

b. If DOCCS facility, advises the releasing facility Steward to release the desired
item(s).
5. Releasing Facility Steward

a. Arranges for release of surplus and obtains a storehouse receipt when item(s)
is picked up. If arrangements for public transportation are made, a receipt is
requested by mail from the receiving facility.

6. Technical Support Unit
a. If other than DOCCS advises OGS, BSPPD of acceptability of surplus offering.
7. OGS, BSPPD

a. Notifies facility Steward and releasing agency with the proper form of the
transfer authorization.

8. Facility Steward
a. Arranges for transport of surplus item(s) with the releasing agency.
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B. Acquisition of Federal Surplus Property
1. DSA/Steward

a. Views/prints list of items available at www.ogs.ny.gov/BU/SS/Fed and advises
facility staff to determine any need for items offered;
Receives requests from unit supervisors within facility;
Contacts OGS, BFPA to determine availability and arrange for inspection if
necessary;

New York State Office of General Services
Bureau of Federal Property Assistance
Building #18

State Office Building Campus

Albany, N.Y. 12226

(518) 457-3264

d. If available and inspection result is positive, notifies OGS, BFPA and arranges
for transport from shipping point to facility; and

(Note: All transportation and related costs will be the responsibility of the
requesting facility.)
e. If aneed arises for equipment that might be available from OGS, BFPA, and

the equipment has not appeared on their regular circular, contacts them with a
description of the item desired.

2. OGS, BFPA
a. Screens available property on a regional basis and notifies facility Steward of
availability.
3. DSA/Steward
a. Advises proper unit supervisor of availability.
4. Unit Supervisor

a. Determines if surplus item is suitable for intended application and
communicates with OGS, BFPA if necessary to obtain additional information
relating to surplus item being offered; and

b. Advises facility Steward that surplus item is/is not acceptable.
5. DSA/Steward

a. Contacts OGS, BFPA and negotiates price and transportation of acceptable
item or advises them of unacceptability.

6. OGS, BFPA

a. Ifitem(s) is accepted, arranges for release of the desired item(s) and notifies
facility Steward on the proper form.



http://www.ogs.ny.gov/BU/SS/Fed
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C. Disposition of Surplus Property: (This section does not apply to disposition of surplus

firearms. Refer to Directive #4907 for disposition procedures.)

1.

Originating Unit

a. Determines item(s) to be declared surplus and reports same in writing to the
facility Steward.

Facility Steward: Completes “Report of Surplus Property,” OGS Form CS-201 or
CS-201.1, in its entirety; segregating items into groups by commodity type and
condition. These forms are available on the OGS website,
http://ogs.ny.gov/BU/SS/State/SA.asp. Uses separate forms for this segregation.

a. Vehicles and motorized equipment: Uses OGS Form CS-201.1. Forwards
form(s), including two (2) pictures (front, side) showing condition of the vehicle
and indicating whether the vehicle is or is not operational, and the facility
vehicle file to the Division of Support Operations, Technical Support Services
Unit.

Note: Local Disposition Authorization (LDA) is rarely granted for vehicles,
regardless of condition. Indicate State |.D. number as plate number, not
facility 1.D. number.

b. All other equipment, including printers: If surplus is usable, makes surplus
equipment available to facilities Statewide; arranges for transfer of items. If it
is determined no other facility has a need for the item, uses Form CS-201.
Forwards form(s) on equipment to the Division of Support Operations including
photos indicating the condition of the equipment and if it is operational. The
Division of Support Operations will determine DOCCS disposition of surplus,
grant an LDA, or forward to OGS for action. The Steward shall maintain
accurate records of all locally disposed property. DOCCS’ employees are not
eligible to purchase any items declared surplus by a facility through the LDA.
However, subject to the general requirements of the New York State Ethics
Law, an employee may purchase DOCCS surplus property which is made
available to the public through OGS unless the employee is bidding on surplus
property originating from the employee’s facility or work unit. Employees of
the Division of Support Operations are not eligible to purchase any surplus
property offered for sale which was made available through the Division of
Support Operations.

Technical Support Services Unit

a. Reviews form submitted to determine DOCCS disposition of surplus (i.e.,
transfer intra-departmentally or forward to OGS for disposal).

OGS, BSPPD

a. Disposes of DOCCS surplus either by interdepartmental transfer, public sale,
or local disposition; transmits a form to the reporting facility indicating the
disposition.
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