UW-MADISON

PURCHASING SERVICES

SURPLUS PROPERTY EVALUATION FORM

Instructions:  Send original completed form to UW Property Control, 21 N Park St, Madison, WI 53715-1218 with copy to official purchase order file. 

Date: ____________

DEPARTMENT:  _____________________________  UDDS: ____________________


Department Contact:


Name:  ________________________________________


Address:  ______________________________________


Phone:  ________________  FAX:  _________________

1.
Listed below are the item(s) for disposal:  Include a detailed description, model name, model number, serial number, UW inventory number and general commodity category.
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2.
CONDITION OF EQUIPMENT:


For each item being offered, the Purchasing Agent must have answers to the following questions, in addition to the Property Control decal information above:


Date Purchased (age of equipment): __________  


Was the item purchased on federal funds? 


Yes ____   No ____



Gift-In-Kind?



Yes ____   No ____


Equipment is currently under a maintenance agreement:  


Yes ____  No ____


If yes, what is the PO#: ________________________


Is a spec sheet available which identifies the equipment and what it does? 

Yes ____   No ____


Are handbooks and operating manuals available?  


Yes ____   No ____


If NO, what do you know about the condition?  What isn’t working correctly?____________________


   ________________________________________________________________________________


What is the estimated market value:  ________________________

3. DISPOSITION:


SWAP Resale: ________________  Trade-in on Req. # ________________  OTS # ______________

