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• Written notification, on the Inventory Relocation/Disposal Form, of surplus or 
obsolete materials, supplies and equipment must be given by the owning 
department to the Business Office. 

 
Disposition will be effectuated in the following methods: 
 

• Transfer to, or exchange, or trade with other government agencies or 
institutions. 

• Auction Sale 
• Sealed Bid Sale 
• Through the Surplus Property Unit of the Purchasing Division of the West 

Virginia Department of Administration 
 

If the method of disposition is other than by transfer to, or exchange, or trade with 
other governmental agencies or institutions, the Chief Procurement Officer shall, at 
least ten days prior to the disposition, advertise once a week for two consecutive 
weeks by newspaper publication as a Class II legal advertisement in compliance with 
the provisions of West Virginia Code §59-3-1 et. seq., in the county where the surplus 
or obsolete materials, supplies, and equipment are located, their availability or sale, in 
whole or part, at public auction or by sealed bid, as sound business practices may 
warrant under existing circumstances and conditions. 
 
If the method of disposition is through the Surplus Property Unit of the Purchasing 
Division of the West Virginia Department of Administration, all of the rules and 
regulations of the Department of Administration shall be followed. 
 
Under no circumstances shall any of the property described in this policy be sold, 
transferred, or conveyed to any private person, firm or corporation other than at 
public auction or by sealed bid or as otherwise provided in West Virginia Code §18B-
5-7. 
 
The funds received from the disposition of surplus or obsolete materials, supplies or 
equipment shall be deposited in the account originally used to purchase said 
materials, supplies or equipment, if such account is readily ascertainable, minus any 
administrative costs associated with disposal.  If account is not readily ascertainable, 
funds will be deposited in Auxiliary & Auxiliary Capital Fee Fund. 

 
SECTION 3  DELEGATION OF AUTHORITY 

 
The responsibility for implementation of this policy is delegated to the Dean or Director 
of within their department.  Interpretation of this policy is delegated to the Chief 
Procurement Officer. 
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