
 
 

 SCHOOL PROPERTY 
AP-3241 

 
SURPLUS PROPERTY 
 
A. Purpose 

 
The purpose of these procedures and guidelines is to ensure that all obsolete school property is disposed of 
in a uniform manner.  It is understood that this procedure is designed to include a wide range of items such 
as: 

 
Instructional Materials* 
Instructional Equipment 
Classroom Equipment 
Office Equipment 
Other Building Equipment 
Maintenance/Grounds Equipment 

 
* reference to unused instructional materials is defined as: 

1. Textbooks replaced by new adoptions 
2. Examination copies of new textbooks considered for possible adoption 
3. Library books identified by the principal or designee as no longer appropriate for the school 

collection 
4. Supplementary materials identified by the principal or designee as no longer an appropriate 

resource for the building instructional program 
 

The disposal or sale of school district buildings or land is not included in the guidelines below. The 
disposition of those items will be done under procedures approved by the Board at the time that the 
building or land is identified as surplus property by the Superintendent. 

 
B. Guidelines 

 
Administrators, building managers, supervisors or designee will have the responsibility of determining if 
items are no longer appropriate for use in their buildings by using the following guidelines: 

 
1.    Furniture and equipment items are to be considered no longer appropriate for use when: 

 
a. they are no longer operable or repairable; or 

 
b. they are not operable and repair costs exceed replacement or cost effectiveness. 

 
2.    Instructional materials are no longer considered valuable when: 

 
a. they are obsolete or 

 
b. they violate legal guidelines, such as Title IX. 

 
(Some publishers destroy or ask you to destroy sets of books used in a pilot but not adopted -- the 
book may be an appropriate supplement, but the school district is not allowed to use the book in any 
way and the publisher won't distribute the books to another school district.) 

 
All items purchased with state/federal funds will be disposed of in compliance with the appropriate 
governing regulations. 



 

AP-3241(2) 
 
ADMINISTRATIVE  PROCEDURE 

 
Items may be considered for further use when they are still operable, but not required or used in 
current location, or when appropriate instructional materials may be used for supplemental or 
resource purposes. 

 
C. Procedures 

 
After the building principal, building manager, supervisor or designee determines the purpose 
of the disposition of an item or items it is the further responsibility of the administrator to: 

 
1. Complete the "Disposition of School Property" form describing the item or items and the 

reason for disposition. 
 

NOTE: It is the responsibility of the administrator or designee at the building level to remove 
or cross out all stamps, marks, tags etc. identifying the Huron Valley Schools. 

 
2. Send a copy of the form to the purchasing agent or designee. 

 
3. The purchasing agent or designee shall distribute the list to all Leadership and Management 
Team 

(LMT) members who will post the list in their buildings/departments. 
 

4. If a building or department is interested in any item, the LMT member should email their 
request to the purchasing agent or designee within the posting period, usually ten days.  
Requests are on a first come first serve basis. 

 
5. The purchasing agent or designee will forward all requests to the appropriate administrator. 

 
6. Items, upon the discretion of the purchasing agent, will be offered for sale on the District’s web 
site. 

Notice of sale items posted on the web site will be emailed through the List Serv, where 
interested parties can sign up for notification 

 
7. Items of value that are not requested in-direct or sold through the District web site, the 

purchasing agent shall use any other acceptable means to dispose of the items: public sale, 
public auction, on-line sites, or private sale, depending on the most appropriate means for the 
item. 

 
8. Any item or items not sold as a result of internal and external posting on the District’s web 

site, will then be disposed of at the discretion of the purchasing agent and he/she will make 
arrangements for their disposition through salvage companies, recycling companies, donation 
to charities or any other appropriate means available. 

 
EASEMENT ONTO SCHOOL PROPERTY 

 
An Easement Request Fee will be charged to any party interested in obtaining an easement onto District 
property. This non-refundable fee does not guarantee that an easement will be approved; rather, it will 
be used to offset District expense related to investigating the easement. The Superintendent or their 
designee will provide a recommendation to the Board related to granting easements. 
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