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PURPOSE: 

 

To provide a process for disposal of surplus assets held by the Municipality. 

 

POLICY: 

 

1.0 In February of each calendar year, the Directors will compile a list of all surplus 

equipment, fixed assets, furniture, machinery and vehicles from their respective 

departments.  This surplus list will be forwarded to the Manager of Finance prior to 

March 31
st
 of each year. 

 

2.0 Council will declare by resolution those items from the fixed assets list that will be 

declared as surplus, and the disposal method.   

 

3.0 Council may establish a reserve bid, where deemed appropriate. 

 

4.0 The C.A.O. will be responsible to ensure that the declared surplus items are disposed of, 

within six months of declaration, by either public tender or public auction. 

 

5.0 If an employee submits a tender for surplus items, the employee will not be involved in 

the opening of tenders. 

 

6.0 All tender awards must be approved by Council. 

 

7.0 Proceeds from the sale of surplus items will be deposited into the related capital reserve. 

      

8.0 Upon the surplus items tender being awarded, they will be removed from the M.D. 

premises, or acceptable arrangements made with the C.A.O. or his designate, within 

seven (7) business days from the tender award date.  Prior to removal, the account must 

be paid in full, and the purchaser must sign a ‘Receipt of Goods’ form.  A member of the 

M.D. staff must be present when the asset is picked up and will verify that the purchaser 

has a paid receipt. 
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9.0 If a surplus item is not picked up within the seven (7) day time limit, the C.A.O. or his 

designate may dispose of the item. 
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PROCEDURE: 

 

1.0 The C.A.O. will direct staff to identify all items declared as surplus to be cataloged, listed 

and marked as clearly as possible for general public viewing. 

 

2.0 Employees compiling inventory of surplus items will document, sign, and have a senior 

staff official sign under their signature, verifying items to be sold. 

 

3.0 Surplus items will be removed from the inventory list and their depreciated costs 

removed from the Fixed Assets Ledger and the General Ledger by the Manager of 

Finance. 
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