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Subject:

Acquisition and Disposal of Excess

Effective Date:

September 1, 1995

Initiated by:

Materiel Control Division
Government Property Supersedes:

MC
P & P 1101.1

Approved:

Director

Applicability

This procedure is applicable to Laboratory personnel, including subcontractors and visitors, who are
authorized to obtain and use excess government property in the performance of official Laboratory work.

Introduction

It is the policy of PPPL and the Department of Energy (DOE) to consider excess property as a first source
of supply.  The DOE requires PPPL to utilize excess items in the performance of work and to give careful
consideration to the availability of excess property before making purchases.  It is the responsibility of the
requisitioner to check excess sources prior to forwarding requisitions to the Procurement Division.
Listings of excess personnel property are received from the DOE, DOE contractors, the Department of
Defense (DOD) and the General Services Administration (GSA).  Property declared excess to the needs
of PPPL is disposed of through the Property Management Branch, Excess Property Section.

Reference        Documents

41 CFR 109-43.001 Property Management Regulations

Definitions

Government Property Property owned or leased to the government or acquired by the government
under terms of the contract.  It includes both government-furnished property
and contractor-acquired property.  Any equipment, materials, or services
provided to PPPL that is funded by the DOE or any government agency is
defined as government property.

Requester PPPL contact person requesting acquisition of government excess property.

Excess Property
Coordinator

PPPL person responsible for the acquisition, documentation, control, and
disposal of government excess property.

Procedure

Listings of DOE excess property are located in the PPPL Library, C-site Property Management
Administration office, Project Planning and Control Officers'/Project Administrators' offices, and are
available through Materiel Control's home page under FEDS/EADS "REAPS" at http://oorm-                         
1.pppl.gov/users/mat/excess.htm. www.doe.gov/html/procure/reaps/reaps.html.  Laboratory                                                               
personnel, including subcontractors and visitors, requesting excess property should contact the Excess
Property Coordinator who will search for the items requested and if found, place a hold on item(s).

A. Acquisition of Excess Property

Responsibility Action

Requester 1. Contacts Excess Property Coordinator and requests a hold be placed on the
item(s) on a current excess list.
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Requester
(cont'd)

2. Completes a Justification for the Acquisition of Excess Property form
(Attachment 1) and sends to Excess Property Coordinator.

3. Requests Excess Property Coordinator to review future excess lists, if item is
not on current list, and if appropriate.

Excess Property
Coordinator

4. Receives property want lists from the Budget Office, departmental Project
Planning and Control Officers/Project Administrators, and circulates lists to
GSA.  Upon receipt of verbal or written requests, searches for property and
if found, places hold on item(s).

5. Upon receipt of Justification for the Acquisition of Excess Property form
(Attachment 1), completes GSA Transfer Form SF122 (Attachment 4).
Obtains approval from Materiel Control Division Head.  Distributes SF122
copies as follows:
A. Accounting and Financial Control Division
B. Requester
C. Receiving and Shipping Group Leader
D. Files copy in pending file

Materiel Control
Division Head

6. Reviews, approves and signs GSA Transfer form (Attachment 4) where
applicable.

Excess Property
Coordinator

7. Notifies Receiving and Shipping Group Leader upon delivery of requested
excess property.  Insures item(s) is(are) delivered to Requester.

B. Disposal of Excess Property

Responsibility Action

Requester 1. Notifies Excess Property Coordinator by completing a three part Excess
Property Tag (Attachment 2) which includes listing the condition assessment.

2. Removes top copy of excess property tag and sends to Property Management
Branch, Excess Property Section, C-site.  Attaches bottom two copies to
property along with a completed Equipment Transfer form (Attachment 3).

Excess Property
Coordinator

3. Compiles and maintains government excess property listings which are
available through Materiel Control's home page under "PPPL Inn-Use
Equipment and Excess Proper Lists." Updates REAPS FEDS/EADS excess
property computer file, and maintains list in Property Management Branch
Administration office.

4. Arranges scheduling, pick-up, and disposal of excess property upon receipt
of PPPL Excess Property Tag (Attachment 2).

Attachments
1. Justification for the Acquisition of Excess Property Form
2. Excess Property Tag
3. Equipment Transfer Form
4. GSA Transfer Order Form SF122



TCR-MC-004-002
PPPL PRINCETON PLASMA

PHYSICS LABORATORY
PROCEDURE No. MC-004   Rev.0

Page 1  of 1
Justification for the Acquisition of Excess Property Form Attachment 1

PRINCETON UNIVERSITY: Plasma Physics Laboratory:

TO:  Property Management Branch DATE:
        Excess Property Coordinator

FROM: SUBJECT:  JUSTIFICATION FOR THE
ACQUISITION OF EXCESS PROPERTY

TO BE COMPLETED BY THE PERSON(S) REQUESTING EXCESS PROPERTY

1. Planned use of property:                                                                                                 

                                                                                                                                                

2. Estimated cost of transporting items:

A. Shipping:                                                                                                                         

B. Rigging:                                                                                                                         

C. Crating:                                                                                                                         

3. Estimate of current purchase price FOB - PPPL:                                                                   

4. Will item need repair? yes no

If yes, estimated cost:                                     

5. Item(s) will be physically inspected before delivery? yes no

6. Where will the item(s) be stored?                                                                                     

                                                                                                                                                

7. Cost Center Number for Shipping Charges:                                                                         

8. Cost Center Manager approval for Shipping Charges:                                                           
signature

                                                                                                                        
9. Requester Name signature

                                                                                                                        
10. Division Head Name signature

                                                                                                                        
11. Department Head Name signature
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Excess Property Tag Attachment 2
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Equipment Transfer Form Attachment 3
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GSA Transfer Form SF122 Attachment 4
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