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IDENTlFICA TION AND DISPOSITION OF CENTRAL Effective Date 
STORES SURPLUS STOCK July 1, 2010 

1. PURPOSE 

1.1 To establish the policy and procedure for notifying the Purchasing Agent of program 
changes which are likely to affect stock level requirements, and for the deposition of 
surplus of obsolete stock. 

2. POLICY 

2.1 Stock items carried by the 720040 Fund which become obsolete and/or surplus for City 
use will be disposed of as promptly as practical 

2.2 Using departments and divisions will promptly notifY the Purchasing Agent of any 
major program change which will affect 720040 Fund stock level requirements. 

2.3 Any financial loss resulting from the disposition of stock items that were carried 
primarily or exclusively for a single division or department, will be absorbed by the 
department or division concerned. 

2.4 Any financial loss resulting from disposition of stock items that were carried for City 
departments or divisions in general will be absorbed by the 720040 Fund. 

3. PROCEDURE 

Responsibility 

Using Department or Division 

Action 

3.1 When items are carried in the 720040 Fund 
primarily or exclusively for a single department or 
division, it is the duty of that department or division 
to give the Purchasing Agent as much advance 
notice as possible, by memorandum, of: 

(Supersedes Administrative Regulation 35.50, Issue 4, effective October 15,1984) 
(Supersedes Administrative Regulation 35.50, Issue 3, effective July I, 1975) 

Authorized 

~0 
C OPERATING OFFICER 
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Responsibility 

a. 

b. 

Central Stores 

Using Department or Division 

Central Stores 

Using Department or Division 

Purchasing Agent 

July 1,2010 

Action 

Program changes which will result 10 the 
discontinued use of an item. 

Program changes which will result in a 
change in the number of items to be used 
during the year. 

3.2 Circulate annually to the principal using 
departments and divisions a list of special stock 
items carried which are believed to be subject to 
obsolescence. 

3.3 Carefully review the stock list and request, in 
writing, within 30 days, all items on the list which 
they wish to continue to be stocked by 720040 
Fund. Such request shall include the estimated 
required during the year and their application. 

3.4 Declare obsolete and surplus all items not justified 
by using departments and divisions within 30 days. 
Prepare and transmit to the items have been 
stocked, a Stores Requisition for their signature, 
issuing the items to them. 

3.5 Request, by memorandum to the Purchasing Agent, 
that the surplus material be sold and that proceeds 
from the sale be credited to the appropriate fund. 

3.7 Arranges for sale of items. Deposits proceeds from 
sale in appropriate fund. 
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Forms Involved 

P A - 1434, Stores Requisition 
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