
                        University of Massachusetts Amherst
                             Surplus Equipment Sale Flowchart

Yes

     Yes

      No

       No        

       Yes

        No

      No No

       Yes      Yes

Department Identifies 
Equipment as Surplus

Department Completes & 
Forwards Surplus Equipment

Sale Form to Procurement

Copy of Surplus Equipment Sale 
Form to Property Office to Verify 

Information

Can Equip. Be
Used By 
Another 

UDepartment?

Procurement 
Determines Fair 

Market Value

Post On 
Procurement 

Website For at 
least 30 Days

Department 
Requests 
Equipment

Procurement Completes Surplus Equipmen
Sale  Form & Initiates Transfer of Equipment

Copy of Surplus Equipment Sale Form to 
Property Office, Originating & Receiving 
Depts. Original Remains in Procurement

Is Value High 
Enough for 

Special Bid?
Special Bid is 

Initiated By 
Procurement

On Quarterly Basis 
Equipment Listing is 

Compliled & Sent Out 
to Bid

Bid is Opened By 
Procurement

Does Item 
Have a Bid?

Dispose of 
Equipment at 
Scrap Value?

Equipment is held 
for Next Quarterly 

Bid

Alert Successful Bidder 
Collect Money

Issue Bill of Sale
Release Equipment 

Complete Surplus Equipment 
Form, Copy to Property, 
Originating,  & General 

Accounting Depts.; Original in 
Procurement File

Disposal of Equipment


