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Administrative Manual Policy 22.3
Attachment A

Revised 11-18-14

Procedure to Surplus Computer Equipment
Complete a DH-60 Non Expendable Property Transfer/Reassignment form.
· Open Word - File - New and select the DH-60 Non Expendable Property Transfer/ Reassignment template; OR
· Go to the Start Menu - New Office Document and select the DH-60 Non-Expendable Property Transfer/Reassignment template; OR
· Go to the DHSS Intranet and select Forms - Applications, under Fixed Asset forms, choose DH-60 Non-Expendable Property Transfer/Reassignment form; OR
· A copy of the form can also be found with the Fixed Asset Policy and Procedures.  The Policy and Procedure for Transferring Non-Expendable Property can be found on the DHSS intranet, under Departmental Policies and Procedures – Financial, Chapter 7, Section 7.3.  The DH-60 form is attachment 1.
Date:  Enter the current date.
From:  Complete the information pertaining to the releasing unit.  The unit’s inventory contact person has the org number and location code listing.
To:  For DHSS tags only (white), fax machines, copiers, and untagged miscellaneous surplus:

· Org No is 4102 for General Services

· Name of Organization is DHSS Warehouse/Surplus
· Contact Person is Storekeeper II
· Loc Code is J392 for the Warehouse

· Address is 4720 Scruggs Station Road, Jefferson City, MO 65109 

· Telephone No is 573-526-3861
OR
To:  For items with OA-ITSD tags (yellow), or items with both OA-ITSD (yellow) and DHSS tags (white):

       ●    Org No is 3186 for Computer center/Inventory control

       ●    Name of Organization is Computer Center/Inventory Control
       ●    Contact Person is Brad Harbison
       ●    Location code is J180
       ●    Address is 920 Wildwood, Jefferson City, MO 65102
       ●   Telephone No is 573-522-9899
Choose Transfer as the action needed to take place under “Check Appropriate Box”.
List all the items that are being sent to surplus individually.  Monitors need to be tested before they are surplused.  OA-ITSD requires a sticker on the front of the monitor with a “Y” for a good, working monitor and an “N” for non-working monitors.  A mailing label works well for this purpose.
Tag No:  It is VERY IMPORTANT that the Fixed Asset Tag Number be entered.  If the item has a fixed asset tag number and it is not entered in these columns, the item will continue to be reflected in the Unit/Bureau’s inventory.  If there is no fixed asset tag on the item, put “None” in this column.  
NOTE:  
· Items with OA-ITSD tags (yellow) and/or items with both OA-ITSD (yellow) and DHSS tags (white) must be on one DH-60.  Please list both tag numbers in the correct columns.  This equipment will be listed as OA-ITSD equipment.
· Items that only have DHSS tags (white), including fax machines, copiers, and untagged surplus must go on another DH-60.  

Item Description:  Enter a general description, such as “Monitor” for monitors, “PC” for computers and “Printer” for printers.  Also enter the item type in this column, such as: “Compaq 15-inch” or “IBM 17-inch, etc.”
Serial Number:  Enter the serial number of the item, if applicable.
QTY:  Enter the number of like items being sent to surplus only when there are several like items that do not have fixed asset tag numbers assigned to them.  If fixed asset tag numbers are on like items, each one must be listed individually.
Print the form.
Sign in the releasing fixed asset manager or designee block and make a copy of the form if needed by the bureau/section.  The receiving employee or designee signature block will be signed at the time the equipment is picked up by staff from the DHSS warehouse.  This will be for all DHSS tag (white) and miscellaneous items.  If the equipment has an OA-ITSD tag (yellow), OA-ITSD staff will sign the transport by box.  Warehouse staff will then deliver it to the Computer Center at 920 Wildwood where OA-ITSD staff will sign in the receiving employee or designee signature block.  DHSS warehouse staff will receive a copy of that DH-60.
Finally, complete an online help desk (OHD) ticket to notify OA-ITSD.
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