ESPARTO FIRE PROTECTION DISTRICT INVENTORY AND PROPERTY MANAGEMENT

POLICY TITLE: Disposal of Surplus Property or Equipment
POLICY NUMBER: 3010

3010.1 Purpose

The purpose of this policy is to establish procedures for the identification, disposal, transfer, sale, donation, or
destruction of surplus property and equipment owned by the District in a manner that is lawful, accountable, cost-
effective, and in the best interest of the District.

3010.2 Surplus Property
Property and equipment that are no longer needed, obsolete, damaged beyond repair, or otherwise unsuitable for
District use shall be considered surplus property and may be disposed of in accordance with this policy.

3010.3 General Requirements
All surplus property and equipment shall be disposed of in a manner that:
e Protects District assets;
e Ensures compliance with applicable laws and regulations;
e Maximizes value when practical;
e Protects confidential or sensitive information; and
e Maintains appropriate documentation and accountability.

3010.4 Sale of Real Estate

1. The Board of Commissioners shall declare real property surplus and authorize District staff to obtain an
appraisal.

2. The property shall be offered to public agencies at the appraised price as required by applicable law.

3. If the property is not purchased by a public agency, the property shall be advertised for sale in a
newspaper of general circulation, requesting sealed bids to be submitted to the District.

4. The Board of Commissioners shall take action at a regular Board meeting to accept or reject the highest
bid.

5. Bidders shall be notified of the Board’s action.

3010.4.1 Conflicts of Interest
As required by Government Code section 1090, no officer or employee of the District who participates in
declaring District property surplus shall bid on or otherwise acquire that property.

3010.5 Non-Real Estate Surplus Property Definitions

3010.5.1  Surplus Property
Any furniture, equipment, tools, vehicles, technology, supplies, or other assets that are no longer required
for operational purposes.

3010.5.2 Equipment
Tangible assets owned by the District, including, but not limited to:
e Vehicles;
e Computers and electronic devices;
e  Office furniture;
e Machinery and tools;
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e Communication equipment; and
e Fire or emergency service equipment.

3010.6 Authority
The Fire Chief or the Fire Chief’s designee shall have the authority to determine whether low-value property or
equipment, with an estimated fair market value of less than $5,000, is surplus and to authorize its disposal.

The Board of Commissioners shall approve the disposal of high-value assets, with an estimated fair market value of
$5,000 or greater, in accordance with District bylaws, policies, and applicable laws and regulations.

3010.6 Procedures

3010.7.1 Identification of Surplus Property
District personnel shall notify the Fire Chief or designated administrator when property or equipment is no
longer needed or serviceable. The following factors may be considered:
e Age and condition;
Repair and maintenance costs;
Operational usefulness;
Safety concerns; and
Replacement status.

3010.7.2 Evaluation
Surplus items shall be evaluated to determine whether they should be:
e Reassigned internally;

e Tradedin;
e Sold;
e Donated;

Recycled; or
Disposed of as waste.

3010.7.3 Approved Disposal Methods
Approved disposal methods may include:

e Public sale or auction;
e Competitive bid process;
e Trade-in toward replacement equipment;
e Donation to another governmental, nonprofit, or community organization;
e Recycling;
e Salvage; or
e Destruction and disposal.

The District reserves the right to determine the most appropriate disposal method based on the condition and value
of the property.
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3010.8 Data Security
Prior to disposal of computers, electronic devices, or storage media, all District data shall be permanently removed
or destroyed in accordance with applicable cybersecurity and records retention requirements.

3010.9 Recordkeeping
Records of surplus property disposal shall be maintained in accordance with the District’s records retention
schedule and may include:

e Description of the item;

e Asset or serial number;

e Condition;

e Method of disposal;

e Date of disposal;

e Sale amount, if applicable; and

e Approval documentation.

3010.10 Proceeds
Proceeds from the sale of surplus property shall be deposited into the appropriate District’s fund in accordance
with District financial policies and applicable law.

3010.11 Employee Restrictions
Employees shall not personally purchase or otherwise acquire surplus property unless authorized through a public
and transparent process approved by the District.

3010.12  Conflicts of Interest and Ethics
Employees involved in the disposal process shall avoid conflicts of interest and comply with all applicable ethics
laws and requirements.

3010.13  Violations
Failure to comply with this policy may result in disciplinary action and/or legal action where appropriate.
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