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SAMPLE DISPOSAL CASE STUDY SCENARIO & SOLUTION 

SCENARIO 

Over the years Company X has been collecting unused, dysfunctional items in their basement 

storage area, which has since become overcrowded. Additionally, access to a locked storage 

room has been blocked because of same. However, the storage room is required for use by 

the recently contracted landscaper to secure tools, where included in his contract is access to 

a secured room in the building or on the compound to store tools for the job. The storeroom 

in the basement is the only available room and as such, the area needs to be cleared for full 

access in one (1) months’ time. Additionally, the basement space has been flagged by the -

Health and Safety Department as a ‘hazardous space’, due to exits being blocked and unsafe 

stacking of boxes and furniture. Some items easily identifiable in the space include: office 

chairs, copier/printer, boxes labelled workstations, desks etc. Others were not clearly visible as 

they were hidden under the stacks. 

Given the situation, a decision was made by Management to have the area reorganised and 

cleared and a directive was given to the Facilities Manager to action accordingly. 

To execute the process, the Facilities Manager’s plan of action was as follows: 

1. Hiring of 3 labourers to execute reorganisation of the basement, wipe down and group 

similar items for inventory, at a cost of $400 per day, per person, under the supervision 

of the Facilities Officer. The job is estimated to be completed in one (1) day. 

2. Once the items are reorganised, the ‘Inventory/Asset Management Officer’ would be 

invited to tag and count items accordingly.  

Now that the items are all visible and upon assessing same, a decision was made by 

Management that the items stored are no longer required for use by the company. The newer 

furniture was classed as excess items as they have become surplus to the needs for which they 

were initially bought. The older items were old/non-functional/obsolete. As such, a request for 

disposal was made through the “named” Procurement Officer, (“NPO”) who advised the 

Inventory/ Asset Management Officer to complete a “Request for Asset Disposal Form – Form 

A” and submit for processing.  

The undermentioned table lists the items as identified with the available quantities: 

No. Items Quantities 
1. Black fabric covered office chairs, adjustable with 

wheels 
17 

2. Office workstation/cubicles 5 

3. Filing cabinets lateral 13 

4. Managers’ desks – 10 L- Shaped, 10 Rectangular) 20 

5. Bookshelves 15 

6. Photocopier 1 

7. Air Conditioning units (wall/window) 6 
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An invitation was issued to the ICT Department of the company to identify any items they may 

have for disposal. As such, ICT reported five (5) non-functional laptops to the NPO. A decision 

was made by Management to include said laptops as a part of this disposal process. 

The NPO has the responsibility for taking the items through the disposal process as mapped in 

the ‘General Guidelines for Retention and Disposal of Public Property’ based on the Public 

Procurement and Disposal of Public Property Act 2015, as amended, (“the Act”) (PP& DPPA) 

and Public Procurement and Disposal of Public Property Regulations, 2021. 

The process to be executed is as follows: A ‘Request for Asset Disposal form’ would be 

completed by the Inventory/Asset Management Officer and submitted to the NPO who, would 

convene a meeting with the Disposal Committee to develop the disposal strategy for approval 

accordingly. 

 

SAMPLE SOLUTION 

Disclaimer: The forms below were completed to match this sample case scenario as described 

above and are not meant to be utilised as a sample solution for the disposal of any other similar 

personal public property. Every disposal scenario is unique and the information to be inserted 

into the Disposal Forms is based on analysis and specialist knowledge of the Disposal 

Committee members, who are the ones responsible for each disposal strategy development. 

Note, this solution may NOT be the only way to solve this scenario, as such, further in-depth 

exploration and market analysis may reveal other solutions as time goes by and situations 

change. 

NB. The sample disposal forms as provided in the ‘General Guidelines for Retention and 

Disposal of Public Property’ could be utilised as applicable, amended and customised to suit 

each unique disposal circumstance. For this scenario, Forms A to E are applicable and 

completed accordingly. Further, where a column in the forms is not applicable, the space 

would be filled in with N/A (Not Applicable) accordingly. 
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FORM D: Disposal Strategy Development Analysis & Report 
I. Executive Summary  
• Background 

Used, old & damaged office furniture and equipment gathered over the years have been 

identified for disposal. Said items have been stored in the basement of Building B. 

 

• Scope – The room/ space is required for use by the landscaper for storage of tools upon 

commencement of his contract in one month’s time. The space is ideal since it can be 

secured. 

 

• How would this disposal support programmatic/business objectives – Part of the 

landscaper’s requirements is a secure space to store his tools, so the company is required to 

provide a designated space accordingly. The basement is the most feasible available space 

for usage and hence needs to be cleared in time for the commencement of the landscaper’s 

contract.  

 

• Disposal objectives – To dispose of the items in the shortest timeframe (one months’ time in 

this case) and most feasible manner that achieves value for money; promotes fair and 

effective competition to the greatest extent; ensures the disposal complies with the 

organisation’s position and responsibility on sustainability and environmentally friendly 

practices; and provides a systematic and transparent method for the disposal of assets 

moving forward. 

 

• Findings from research and analysis – The items identified for disposal are at different stages 

on their respective life-cycles and as such, different disposal strategies would be required to 

achieve the objectives for each group of items. 

 

• Disposal strategy options considered – Refurbishment/ re-using, recycling, selling to 

employees, donation and/or offer for sale to other public bodies/ general public. 

 

• Recommended disposal strategy – Based on analysis of the options throughout this report, 

the undermentioned Table 1 provides a summary of the most feasible options to dispose of 

the items in question, as supported by the findings and conclusions from execution of 

inventory, inspection and appraisal as highlighted in Forms B & C in Appendix 1 respectively. 
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Table 1 

 

No. Item Recommended Strategy 

1. Black fabric covered Office Chairs, adjustable with 

wheels 

Offer for sale to employees at 

estimated value 

2. Office Workstation/Cubicles Offer for sale to employees at 

prorated book value 

3. Filing Cabinets Lateral Offer for sale to employees at 

estimated value 

4. Managers’ Desks – 10 L- Shaped, 10 Rectangular) Offer for sale to employees at 

prorated book value 

5. Bookshelves Offer for sale to employees at 

estimated value 

6. Photocopier Recycle at a cost 

7. Window Air Conditioning Units Recycle at NO cost 

8. Laptops Donate to laptop 

refurbishment programme 

II. Disposal Requirement Analysis  
• Definition of the goods/service/works (description/specification: type/make/brand etc) See 

Appendix 1, Forms A & B for details. 

 

• Specification of items requirements issues  

 

Items  Issues 

a) Workstations/ 

Managers’ Desks (New) 

Initially bought to outfit a new section of the building which 

requires ‘build out’ to accommodate the new furniture for 

Department A which required more space. However, due to 

changes in Company X’s mandate, financial constraints and a 

halt on hiring, the company would not at this time nor in the 

near future be able to build out the area to accommodate the 

furniture bought. As such, the Department would be required 

to function in its current space, which unfortunately cannot 

accommodate the new items due to the smaller spacing, 

hence the reasoning for the items being stored in the 

basement. No other departments in the company could 

accommodate this furniture as they all recently got new 

furniture. 

b) Office Chairs, Filing 

Cabinets, Bookshelves  

(Used) 

Changed out over time by different departments as being 

damaged/obsolete based on employees’ complaints and 

were stored in the basement. Said items were already 
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replaced by either new or functional un-used items, as 

required by the Facilities Department. 

 

c) Laptops Those identified for disposal have been defective and 

malfunctioning for some time and have since been 

substituted with functional units. As such, they have been 

stored in ICT’s storage and the warranty period has since 

expired. 

 

d) Air Conditioning Wall/ 

Window units 

These have been stored in the basement for some time and 

are not on the company’s books, since they were bought and 

used by a contractor in its container offices, as part of a road 

development project. The contractor had since replaced the 

units as they were non-functional and advised they should be 

dumped. However, the contract for the road development 

project would have given the responsibility to the public body 

to have possession of all remaining items, materials etc.  after 

the project’s completion, hence the right to safely dispose of 

same.  

Table 2 

 

• Summary of findings of property, needs assessment/ feasibility study / business case:             

Based on the market research below, the feasibility study reveals that all electronic items for 

disposal are to be recycled based on environmental standards1. This information is not only 

applicable to the present disposal of the photocopier and air conditioning units, but also for 

all future disposals of electronic items.                                                                                               

- Selling to employees of the company is more cost and time efficient than advertising for 

sale to other public bodies or to the general public due to the logistics and storage issues.                                                                

- Advertising for sale to public bodies or the general public could lengthen and complicate 

the process, especially for a small number/group of items. Also advertising in the newspaper 

could cost on average up to TT$5000 per advertisement, based on size or number of words, 

colour etc. 

  

• Spend analysis/ estimated disposal expenditure:  

 

Details Expenditure 

Labour cost for Basement reorganisation TT$1200 ($400 x 3 labourers) 

Photocopier Recycling TT$75 

Total TT$1275 

Table 3 

 
1 Basel Convention Agreement 
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• Any current demand/ contractual issues (based on the terms of existing contracts/ leases 

for the items) 

    -      No issues identified for any of the items.  

- All procurement contracts were examined and the relevant information (warranty, return 

policy, restocking fee) was extracted for analysis, but none were in conflict with the 

disposal. 

 

• Specify/list all applicable issues for the disposal requirement –            

 
- Despite the sale rules (no facility for viewing items), the actuality is that staff who have   

access to the basement are privy to viewing the items. Therefore, word gets around and 

other staff members would find a way to contact the staff with access to get information 

on said items. As such, approved consideration would be facilitated upon special request 

for viewing items and the Procurement Department/ Disposal Committee members/ 

Facilities Department would be available to clarify any condition specification 

information accordingly. 

- Tight timelines need to be set to complete the disposal exercise within the month. 

- The Corporate Communications Department has advised Management that they 

received two (2) requests for the donation of furniture from two (2) schools in the 

community about a year ago. A needs assessment through further investigation into 

these schools, and possibly other schools in the area, would help determine existing 

requirements/needs accordingly. 

 

III. Stakeholder Analysis  
Stakeholders Level of Interest 

Employees Have expressed verbal interest in purchasing any 

unwanted/used furniture from the company. 

Public bodies Once items are advertised, there would be possible 

interest. 

General public Once items are advertised, there would be possible 

interest. 

Schools Request/ interest from schools for furniture. 

Recyclers (photocopier, air 

conditioning unit) 

Recyclers’ interest for electronic items and refrigeration 

and air conditioning units. 

Refurbishment programmes 

(Laptops) 

Some organisations receive old/used laptops to be 

refurbished by students in training for onward donation 

to other students in need accordingly. 

Table 4 
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• Analysis of the potential impact of stakeholders’ influence on the disposal objectives – 

Stakeholders want low sale prices/ free items (donations), payment for recycling, whereas 

the company wants to achieve the most value from the disposal as possible. In order to 

achieve the objectives of the disposal and manage the impact of stakeholders’ influence, a 

balance in the disposal strategies needs to be achieved to keep both sides satisfied. 

 

IV. Market Research & Analysis   
 

Office Chairs, Filing Cabinets, Bookshelves   
 
Manufacturer’s instructions and HSSE requirements for estimated useful life is five (5) years. 
Warranty period is two (2) to three (3) years on specific parts and based on specific condition, but 
not applicable to normal wear and tear and deterioration from use and age. 
 
Workstations and Managers Desk   
 
Given that the workstations and managers’ desks are new and the boxes unopened, the original 
sales agreement was reviewed to determine the option of returning the items to the supplier. The 
agreement quoted the following: 
 
“Return Policy: Contractor shall allow the Government of the Republic of Trinidad and Tobago to 
return items in the original packaging and in saleable condition up to thirty (30) days from the date 
the item was delivered. Contractor shall provide a full refund, less any applicable restocking fee, 
within thirty (30) days of receipt of the refund. 
 

Restocking Fee: Restocking Fee is capped at no more than 10% of the item cost when the 
contractor incurs additional costs due to customer ordering error. There shall be no restocking fees 
when the item is returned due to item condition or contractor error.” 
 
Based on the clauses above, neither the workstations nor the managers’ desks could be considered 
for return as the thirty (30) days’ time period is long overdue.   
 
Photocopier 
 
Upon investigation of the manufacturer’s specifications for photocopiers, it was revealed that 
these machines have an average useful life of five (5) years. With proper upkeep and maintenance, 
photocopy machines can last even longer. However, due to the current condition of this machine 
and certain features being unrepairable due to unavailability of the specific parts, it is 
recommended that same be disposed. This machine was initially bought from Company Z and said 
supplier was contacted. They advised that these types of photocopiers are recyclable. It is 
imperative to note also that this machine’s warranty period of two (2) years has expired.  
 
The undermentioned suppliers on the market in Trinidad and Tobago engaged in recycling these 
machines and other electronic items usually provide a quotation to an organisation to dispose 
accordingly. Since International Environmental Agreements have now come into full effect within 
the Caribbean, there is the need for proper disposal of all e-waste. One such environmental 
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agreement signed and ratified by Trinidad and Tobago is the Basel Convention on the Control of 
Transboundary Movement of Hazardous Wastes and Disposal. Trinidad and Tobago being a party 
to this agreement means that companies or parties such as Company X, would have to implement 
the agreement’s directives, which are to ensure that hazardous and other wastes (i.e. e-waste) are 
managed and disposed of in an environmentally sound manner (Basel Convention Regional Centre 
for Training and Technology, Transfer for the Caribbean, 2013). According to the agency that 
manages the landfills of Trinidad and Tobago, that is, the Solid Waste Management Company 
Limited (SWMCOL), the entity is no longer accepting any e-waste for disposal which was stated via 
notice posted in January 2020 on the company’s website “Notice to Waste Haulers – Special Waste 
Disposal”.  
 
As obtained from market research and as recommended by the initial supplier of the machine on 
the market, the following are the companies recommended as certified e-waste recyclers, which 
would issue a certificate of disposal upon completion of the recycling process:  
 

1. Recyclage E-Waste Management Limited  
2. Piranha International Ltd. 
3. Greenchip Recycling Ltd.  

 
These companies require the size, weight, and full specifications of the device to provide a 
quotation to dispose/recycle accordingly. As such, quotations would be requested from all three 
(3) companies and the company providing the lowest quotation would be selected to dispose of 
the machine. 
 

Air Conditioning Units 
 
The air conditioning units were found in the basement stacked below several items. Company X 

has no record of these units’ acquisition date, the supplier, or the price they were bought for on 

file. Upon inspection of the units, they were found to be old, irreparable, and outdated.  

 

Suppliers of air conditioning units were contacted, and they advised that the best option for 

disposal would be through recycling or destruction. The Government of the Republic of Trinidad 

and Tobago acceded to the Vienna Convention for the Protection of the Ozone Layer and the 

Montreal Protocol for the Phase-out of Ozone Depleting Substances (ODS) in 1989, and operates 

under Article V(1) of the Montreal Protocol (MP). As such, this protocol committed Trinidad and 

Tobago to protect the ozone layer through measures to control emissions that deplete it, with the 

ultimate objective of their elimination based on developments in technology. 

 
Through market research, one (1) recycler was identified as supporting this Montreal Protocol for 
recycling of the air conditioning units: 
 

1. Refrigerant Recovery Recycle Association (RRRA) – a transportation fee would be charged 
for pick-up of the units; no cost would be incurred for recycling. 

 
There are also the National Guidelines for the Air Conditioning and Refrigeration Sector of Trinidad 
& Tobago (March 2018) that include information on the destruction of air conditioning units. As 
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stated in the National Guidelines, the air conditioning units contain hazardous waste, therefore 
refrigerant suppliers, refrigerant associations, or appropriate government institutions can be 
contacted for guidance on this.  
 
 

Laptops 
 

The ICT Department identified to the NPO, five (5) non-functional laptops found in storage for 

disposal.  Upon making contact with the Environmental Management Authority, they advised that 

items such as laptops could be donated to schools, tertiary-level institutions, or businesses.  

Therefore, Company X has the option to sell the laptops to employees, who would refurbish same 

at their own cost, or donate to a laptop refurbishment programme. Through market research, it 

was discovered that the Trinidad and Tobago Computer Society (“TTCS”) has started a project to 

collect laptops for refurbishing by students in training, which in return would be donated to other 

students/ children in need. 

 

V. Disposal Strategy Options   
 

The Table below identifies the pros and cons of potential disposal strategies, which would 

help in deciding on the final strategies most suitable for the items in question. 

 

Options Pros Cons 

1)Refurbish/Reuse - Cuts cost by saving on procurement of 

new items. 

- Reduces solid waste.  

- Requires funding and going 

through the procurement 

process to select a provider. 

- May not receive warranty 

on the refurbished furniture. 

 

2)Recycle – 

Printer/Air 

Conditioning Units 

- Mandatory requirement based on laws 

for electronic equipment2. 

- May not incur cost to recycle. 

-Prevents several environmental impacts 

such as pollution. 

- Reduces energy consumption.  

- Slows the rate of resource depletion. 

- Lack of proper 

management of this type of 

waste tends to create 

pollution and toxin 

generation. 

- May incur transportation 

costs. 

- Incurs a cost as recycling 

companies charge a fee to 

recycle e-waste. 

 

 
2 Basel Convention Agreement (2013) and the National Guidelines for Air Conditioning and Refrigeration Sector 
of T&T (March 2018) 



 

11 
 

3)Sell to 

Employees 

 

 

 

 

a) Manual Lottery 

Drawing System 

(Preparation of 

boxes for each 

sale item labelled 

for deposit of 

purchase request 

forms and for 

drawing to 

determine 

awardee). 

 

b) Email purchase 

requests (Having 

an assigned email 

address for 

employees to 

email their 

requests at a 

specified date and 

time, where items 

would be 

allocated/awarded 

based on time 

request received.) 

 

c) Collection & 

numbering of 

purchase request 

forms (On a 

specific date and 

time employees 

would be invited 

to line up and 

submit their listing 

- Employees’ satisfaction. 

- Avoid the logistics of public sale. 

- More manageable process. 

- Faster stock and revenue turnover. 

- Provides goodwill to employees. 

 

- Fair and transparent. 

- Easily audited on the spot. 

- Sale open to all employees. 

 

 

 

 

 

 

 

 

 

- Less physical work, online collation of 

submissions. 

- Save paper and stationery costs. 

- Open to all employees, except those 

managing the system requests. 

- Feasible for a small and large number of 

sale items. 

 

 

 

 

 

 

 

- First come, first served based on staff 

personnel in line. 

- Feasible for a large number of sale items. 

- Shows a sign of goodwill to the staff and 

offer transparency and visibility of the 

allocation process. 

- Possible internal conflict/ 

preferential treatment. 

 

 

 

 

- Feasible for small number 

of items. 

- Could be tedious and time 

consuming. 

- Stationery costs to set up 

process. 

 

 

 

 

 

 

- Unreliable internet service 

can cause delays in receipt 

of submissions. 

- Possible staff complaints 

and conflict. 

- System access limited and 

could be tampered with 

before showing results. 

- Disruptive to non-

participants and work 

progress. 

- Tedious and time 

consuming. 

 

- Employees executing the 

sale process unable to make 

purchases as they could be 

accused of conflict of 

interest. 

-Possible disruption to non-

participants. 
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which would be 

numbered and 

allocated based 

on the numbering 

system (first 

come, first 

served). 

 

4) Advertise on 

website or email 

expression of 

interest (Seek 

other public 

bodies’ interest) 

- Wider market/ customer interest. 

- More visible transparency. 

- Might not get advertised 

value. 

- Time consuming and won’t 

meet deadlines. 

- If more than one public 

body expresses interest, it 

would be difficult to decide 

who to sell or transfer to. 

 

5)Donation - An act of good corporate social 

responsibility by an organisation in helping 

and building good community relations.  

- Help those in need. 

- No value received. 

Table 5 

 

Strategy No. 3 ‘Selling to Employees’ as seen in the table above can be executed via three (3) 

options. However, based on analysis of the three (3) methods, the ‘lottery box system’ is the 

most feasible in this case, given the small number of items and that only five (5) boxes would 

have to be prepared for the deposit and drawing. 

 

VI. Preferred Disposal Strategy Recommendation    
 

The recommended disposal strategy for: 

 

1) Office Furniture, Bookshelves, Filing Cabinets, Work Stations and Desks – These items 

would be offered for sale to all employees of the company. The catalogue/listing would be 

emailed to all employees with the sale rules and details and interested employees would 

be required to complete the blank request form and deposit in the marked boxes 

accordingly. The box would be opened on the closing date and employees are welcome to 

witness the drawing. Items would be awarded based on the sequence of the draw. 

Members of staff would be allotted one (1) item each initially. This “one each” method of 

allotment will be repeated until all supplies have been exhausted accordingly. See Sale 

Rules in Appendix 2 for more details. 
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 Any items remaining unsold from this sale process could be considered for donation to 

schools in need within the community, based on the results of a needs assessment. 

 

2) Photocopier – Three (3) recycling companies identified through market research would be 

invited to quote for the machine. The quotes would then be analysed, and the lowest quote 

would be selected. The money would be paid to the recycling company and release of the 

machine would be given by the Procurement Department, upon receiving payment release 

from the Finance Department. 

 
3) Air Conditioning Units – Based on market research, the Refrigerant Recovery Recycle 

Association (“RRRA”) would be contacted, and arrangements would be made for the 

courier to drop off the units to the recycling company and so avoid incurring the 

transportation cost. This method of disposal would allow the company to achieve one of 

the disposal objectives of ensuring that the disposal complies with the organisation’s 

position and responsibility on sustainability and environmentally friendly practices. 

 

4) Laptops – Given the non-functionality and outdated nature of same, the most feasible 

option to dispose is by donating same to the ‘The Trinidad and Tobago Computer Society 

(TTCS)’ laptop refurbishment programme, which could possibly refurbish or use the parts 

accordingly. 
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Form E:  DISPOSAL STRATEGY APPROVAL/SIGNATURE FORM 
Disposal of: 

Used Office Furniture and Equipment 

 

Disposal Request Reference:   0001 

  

Senior/ Procurement Officer 
– Team Leader: 

Name: _____________________ 
 
Signature: __________________ 
 

 
Date: ____________________ 

Strategy Development 
Team/Disposal Committee 
Members: 

Name: Member 1 
 
Signature: __________________ 
 

Name: Member 2 
 
Signature: _________________ 
 

Name: Member 3 
 
Signature: __________________ 
  

Name: ____________________ 
 
Signature: _________________ 

Request for Approval of 
Strategy: 

 
Date: ______________________ 
 

Reviewed by Named 
Procurement Officer:  

Name: 
_____________________ 
 
Signature: 
__________________ 
 

 
 
Date: 
______________________ 

Reviewed by Procurement & 
Disposal Advisory 
Committee (PDAC):  

Name: PDAC Member 1 
 
Signature: 
__________________ 
 

Name: PDAC Member 2 
 
Signature: 
__________________ 
 

Name: PDAC Member 3 
 
Signature: 
__________________ 
  

Name: Subject Matter Specialist 
 
Signature: 
__________________ 
  

Date: ______________________ 
 

Approved :  
 
Not Approved:  
 
Accounting Officer/ Equivalent: _________________________________   Date: 
_________________ 

 
Enclosed: Forms A to D 
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FORM A: REQUEST FOR ASSET DISPOSALS 
Name: Company X 
 

Business Unit/ Department: Facilities 

Location of Asset: Building B, Basement & 
ICT Storage 

Date: 20/10/2020 
 

Asset(s) 
Description 
(Articles) 

Make/
Model 

Reason for 
Disposal 

Qty Condition Original 
Purchase 
Price 
(Unit) 
TT$ 

Purchase 
Date 

Comments 

1.Black fabric 
covered Office 
Chairs, 
Adjustable 
with wheels 

N/A Hydraulics 
non-
functional, 
slightly 
damaged, in 
storage for 1 
year 

17 Covered in 
Dust 

$1500 06/01/20
10 

All chairs 
same style 
& colour 

2.Office 
Work 
Station/Cubic
les 

N/A Not needed 5 New, but 
dusty 

$5500 10/11/20
18 

 

3.Filing 
Cabinets 
Lateral 

 Non-
Functional 

13 Old, draws 
non 
functional 

$3400 06/02/20
03 

 

4.Managers 
Desks – 10 L- 
Shaped, 10 
Rectangular) 

N/A No Longer 
needed 

20 New in 
boxes;  
boxes 
dusty 

L-$2800 
R-$3600 

03/10/20
19 

 

5.Book-
shelves 

N/A Old 15 Old, 
damaged, 
dusty 

$1800 12/01/20
02 

 

6.Photocopie
r 

Ricoh Non-
Functional 

1 Old, non- 
functional 

$6600 12/03/20
15 

 

7. Air 
Conditioning 
Units 

Green
air 

No longer 
required 

6 Old Unknown N/A  

8. Laptops  Dell Non-
Functional 

5 Non-
Functional 

$3500 03/01/20
14 

 

Other Information: Items blocking access to needed storage space. 

Submitted by Assigned Inventory/ 
Requesting Officer: Officer 1 

Verified by Assigned Officer: Officer 2 
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Form B: INVENTORY & INSPECTION REPORT OF UNSERVICEABLE PROPERTY 
Entity: Company X Name of Accountable Officer: John Doe Designation: Procurement Officer 

 

Inventory Disposition 

Articles 
(1) 

Quantity 
(2) 

Unit Cost 
(3) 

Total Cost 
(4) 

 

Property No.  
(5) 

Date Acquired 
(6) 

Service 
Years  

(7) 

Total NBV 
(8) 

 

VG G F P S 

1.Black fabric covered Office Chairs, 
Adjustable with wheels 

17 $1500 $25,500 100/2010 06/01/2010 8 
- 

  √   

2.Office Work Station/Cubicles 5 $5500 $27,500 25/2018 10/11/2018 2 $24,291.67 √     

3.Filing Cabinets Lateral 13 $3400 $44,200 15/2003 06/02/2003 10 -   √   

4.Managers’ Desks – 10 L- Shaped,             
10 Rectangular) 

20 L-$2800 
R-$3600 

$56,000 
$72,000 

02/2019 03/10/2019 1 $27300.00 
$35,100.00 

√     

5.Book-shelves 15 $1800 $27000 200/2002 12/01/2002 10 -   √   

6.Photocopier 1 $6600 $6600 08/2015 12/03/2015 5 $3,410.00    √  

7. Air Conditioning Units (window/wall 
type) 

6 Unknown Unknown N/A N/A Unknown 
- 

   √  

8. Laptops 5 $3500 $17,500 09/2014 03/01/2014 7 -    √  

General Comment/s:  
 

I HEREBY request inspection and disposition of the Property 
enumerated above 
 
Requested by: 
 
____________________________________ 
Signature of Named Procurement Officer 
 
Date: _______________________________ 

I CERTIFY that I have inspected each & every article enumerated in this report & that the disposition 
made thereof was, in my judgment, the best for the public interest. 
_______________________________________________                                    ___________ 
(Name & Signature of Disposal Committee Member 1)                                                    Date 
 
_______________________________________________                                      __________ 
(Name & Signature of Disposal Committee Member 1)                                                   Date 
 
_______________________________________________                                      __________ 
(Name & Signature of Disposal Committee Member 1)                                                   Date 
 

  

Definitions of Disposition 

classifications: 

Very Good (VG) 75-100% 

-Being used to its fully 

specified purpose without 

being modified 

Good (G) 50-74% -being 

used near its fully 

specified utilisation, with 

minor repair 

Fair (F) 30-49% -below its 

fully specified utilisation, 

requires general 

repair/replacement of 

minor parts 

Poor (P) 10-29%- below 

its fully specified 

utilisation, needs 

extensive 

repair/replacement of 

major components 

Scrap (S) 0-9%-

unserviceable/cannot be 

utilised to any practical 

degree regardless of 

modification or repair. 

NBV – Net Book Value 
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Form C:  Disposal Committee Appraisal Report 
Company X 

Subject: Appraisal of various properties intended for disposal as listed in: Forms A & B. 
 

Findings/ 
Observations:  

1. The identified properties were all located in a central storage area at Building B, Basement, 
easily visible. 

 
Note:  See Appendix 2 for a catalogue of the items. 

Valuation 
Procedures/ 
Considerations: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

1. The condition of the above subject has been assessed through physical inspection.  
 
2. Appraisal value was determined by considering the original purchase price, depreciated 

value, current market value (new similar items) and based on present condition and 
functionality of items. See table below for calculations. 

 
3. The total appraised value of the above subject properties arrived at is TT$70,650.00.  

 
Details as follows:  

 
 
 

Item 
Description 

 
 
 

Qty 
Unit 
NBV 

Unit 
Appraised 

Value 
(Rounded 

off to 
nearest 
dollar) 

20% NBV 

Unit 
Appraised 
Value less 

20% 

 
 

Unit 
Appraised 
Value/Sale 

Price 

Total  
Expected 
Returns 

(Appraised 
Value/Sale 

Price) 

 
 

Comments on 
Value/Price 

Determination 

1.Black fabric 
covered Office 
Chairs, 
Adjustable with 
wheels 

17 

                
-    

                
-                    -    

 
 
 
 

$50 $850 

No NBV but in 
usable 

condition, 
value/price 
estimated. 

2.Office Work 
Station/Cubicles 

5 

    
4,858.33  

       
971.67  

    
3,886.67  

 
 
 
 

$3800 $19,000 

Considerations 
as per point 2 

above and 
prorated 

accordingly. 

3.Filing 
Cabinets Lateral 

13 

                
-    

                
-                    -    

 
 
 
 

$100 $1,300 

No NBV but in 
usable 

condition, 
value/price 
estimated. 

4.Managers’ 
Desks  
10 L- Shaped,                              
10 Rectangular 

 
 
10 
10 

2,730.00 
3510.00 
 

  

      
546.00  

702.00 
 
 

    
2,184.00 
2808.00 

 

  

 
   $2000 

$2800 
 

$20,000 
$28,000 

 

 

Considerations 
as per point 2 

above and 
prorated 

accordingly. 

5.Book-shelves  
 
 
 
15 

                
-    

                
-                    -    

 
 
 
 

$100 $1,500 

No NBV but in 
usable 

condition, 
value/price 
estimated. 

6.Photocopier 
(Multifunction) 

 
1 

    
3,410.00  

       
682.00  

    
2,728.00  

 
N/A N/A 

Not saleable 

7. Window Air 
Conditioning 
Units 

6 

                
-    

                
-                    -    

 
N/A 

N/A 

Not saleable 

8. Laptops 5 - - - N/A N/A Not saleable 

      $70,650  
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APPENDIX 2 
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Sample Rules for the Sale of Used Items 

1. Limited numbers of used items are being offered for sale to members of staff. These items 

are detailed in the attached catalogue. There will be no facility for viewing or making 

selection of items. However, consideration would be given based upon special request 

only, which must be approved by Management. 

2. The prices stated in the catalogue are the prices at which the items will be sold. 

3. The sale process will be via a lottery system. Each of the items referenced in the 

catalogue will be represented by a separate lottery box which members of staff must 

deposit into. All persons depositing are invited to witness the drawing on 

____________________________________. 

4. Members of staff, or their designate, will be required to deposit separate slips for each of 

the items in which they are interested at the___________________________________. 

Blank request forms can be collected from the__________________________________. 

 

5. Members of staff would be allotted one (1) item each initially. This “one each” method of 

allotment will be repeated until all supplies have been exhausted.  

 

6. Payment for the items must be made in full by cash only on_______________________. 

A receipt will be issued. This receipt must be presented to the ______________________ 

representatives to receive the items bought. 

 

7. Items purchased would be dispatched at a later date. Items purchased must be removed 

immediately from compound once dispatched. If purchasers miss their allotted time, they 

will have to wait until an available time on said day to receive their items.  

 

8. No items will be held for collection at a future date. No refund(s) will be made for items 

not collected. Any items that remain uncollected will be offered for sale to the next person 

in line from the lottery drawing.   

 

9. The items are being sold ‘as is’ and ‘where is’, without warranty. Facility for viewing could 

be made upon special request only, which must be approved by Management. 
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Catalogue of items for Sale 

Description/Picture Qty. Unit Sale Price 

Office Chairs (Used) 
 

 
 

17 $50 

Office Workstations/Cubicles (New, dismantled in 
boxes) this picture is just a sample when mounted 

 

 
 
 
 
 
 
 
 
 
 

5 $3800 
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Filing Cabinets (Used) 
 

 
 
 

13 $100 

Managers Desks (Rectangle shaped) New in boxes 
dismantled (This picture is the look when mounted) 

 
 

 
 
 

 

10 $2000 

Managers Desk (L Shaped) New in Boxes dismantled 
(This picture is the look when mounted) 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

10 $2800 
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Bookshelves (Varied sizes, different stains/colour) (used) 
 
 

 
 

 
 

15 $100 

Photocopier (Non-Functional) 
 

 

1 To be Recycled 

Laptops 
 

 
 
 
 
 
 
 
 

 

5 To be Donated 
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Old Window Air Conditioning Split Units 
 

 
 
 
 

6 To be Recycled 

 


