
Sonoma State University

Sealed Bid Property Guidelines

· The Property Program Coordinator must be notified of approval by the department’s Property Manager before any item is listed for sale.

· Any property that contains potentially hazardous materials like lead, asbestos, and PCBs must be approved by Environmental Health and Safety before being offered for sale.

· Any individual sale exceeding $25,000 must first be approved by the Chancellor’s Office.

· Each article to be sold must first be surveyed and approved by the Property Survey Board, and the desire to sell the article must be stated in the survey request. The Property Program Coordinator will notify the survey requestor when the survey has been approved and the article is eligible for sale.
· If an item to be sold has any data storage function, the selling department must have the data purged by IT and provide the Property Program Coordinator with the IT “Footprints” number to document that process.
· The department must make a diligent effort to secure at least three competitive bids.

· The department who is soliciting the bids must use the “Sealed Bid Due Diligence Form” to prepare and sign a list of the firms or individuals contacted, which includes contact name, phone #, and date contacted.  This must be sent to the Property Program Coordinator who then sends bid sheets to bidders who have been identified as wanting to bid per the “Sealed Bid Due Diligence Form”.  The selling department is the main contact to potential bidders regarding any questions about the surplus property.

· Dept should determine if a minimum bid requirement is needed.

· University employees are prohibited from winning a bid on University property unless their bid is better than at least three outside (non-employee) competitive bids.
· Bid sheets are sent to prospective bidders by the Property Program Coordinator.  Completed bid sheets by the bidders are sent to the Property Program Coordinator.

· Sealed bids will not be opened until the pre-determined specified date.

· Once the sale is finalized, the proceeds must be deposited to the University Cashier.  Sales tax proceeds collected should be deposited to account number 201908.  It is recommended that remaining proceeds be deposited to SO700 580003 Sale of Fixed Assets.

· Any appropriate sales tax must be charged and collected for the item being sold.

· Payment method from buying customer must be either a money order or cashier’s check made payable to “Sonoma State University”, or paid via a credit card.  Cash or personal check payments should not be accepted.

· Payments through a credit card should be filled out using a credit card slip.  The information needed is the credit number and expiration date, and the buyer’s name and address.  Departments accepting credit cards are subject to a 2% fee of total sales that will be charged back to the department from the University.

· Winning bidder must sign the “Delivery Receipt” form to signify item(s) was received.

· Any item that is not sold after being offered for sale will be disposed through campus recycling.

· Certain documents are required to be submitted by the selling department to the Property Program Coordinator for each sale:

1. The property number sticker from each article, if applicable

2. Sealed Bid Due Diligence Form
3. IT “Footprints” number if any item includes digital memory features.
4. Receipt from the SSU Cashier's Office (showing the fund, acct, dept and $ amount).

5. Original “Delivery Receipt” form signed by winning bidder

· Documents to be retained by the Property Program Coordinator:

1. Individual Bid Sheets
2. Bid Summary Sheet

3. Survey Report
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