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EXECUTIVE SUMMARY 

Over time, most public bodies amass public property of significant value. These guidelines, 

prepared by the Office of Procurement Regulation (“OPR”), are meant to advocate international 

best practices to be applied in the retention, management and disposal of public property. 

Readers will find globally relevant insights and actionable guidance on smart strategies that 

address the key aspects of public property management and disposal.  

 

The two principal areas discussed in these guidelines concern the management of property 

that public bodies intend to retain and the key considerations and strategies for the disposal of 

surplus public property.    

 

Managing public property involves establishing clear objectives and policies as well as the 

implementation of strategies to achieve those objectives. At its core, the management of tangible 

and intangible assets involves maintenance, organisational use management, and financial 

management, which includes property valuation, acquisition and disposal, property investment 

management and tenancy management. Sections 3 through 8 of the guidelines are dedicated to 

outlining the key aspects of public property management, including risk assessment and risk 

mitigation strategies, record keeping practices, management responsibilities and real property/ 

lease arrangement management; all meant to ensure the economic and physical vitality of 

property/ assets.  

 

Sections 9 through 10 discuss the various requirements and considerations to be taken into 

account in the course of personal public property disposal. The aim of any disposal action is to 

achieve the best possible outcome by gaining the best available net return while ensuring that 

public bodies are transparent and honest in all dealings. Although each disposal action should be 

treated on its own merits, there are best practices applied on an international level to implement 

an efficient and effective asset disposal activity.  

 

Sections 11 to 12 captures special considerations for disposal and provides a summary 

overview of the guideline. Finally, the appendix section consists of workflow processes, templates/ 

forms to be utilised for both the Retention of Public Property and Disposal of Personal Public 

Property. Note that disposal of real property is not addressed in this guideline.  
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1. CONTEXT AND BACKGROUND 

1.1 Purpose of these guidelines 

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

introduces a new paradigm for procurement, retention and disposal of public property in Trinidad 

and Tobago. The new legislative framework calls for a shift from achieving procurement, retention 

and disposal objectives based on a prescriptive model to the achievement of those objectives 

based on a principled model.  

The purpose of these general guidelines is to provide public bodies with a sound 

understanding of the requirements to develop and institutionalise an appropriate operating 

environment that would support the achievement of the objects of the Act. In addition, readers 

will be familiarised with the principles and policies designed to identify assets that should be 

retained, and those that should be disposed of maybe because they no longer contribute to service 

delivery outcomes as anticipated. The guidelines also provide the standards and model for the 

content, development and review of a public body’s strategic disposal plan. 

 

1.2 Intended audience 

These guidelines should be used by all public officers and decision makers of public bodies, 

who are responsible for the retention and disposal of the public property process. 

 

LISTING OF PUBLIC BODIES 

▪ The Office of the President 

▪ Parliament 

▪ The Judiciary 

▪ A Ministry or a department or division of a Ministry 

▪ The Tobago House of Assembly (THA) or a division of the THA 

▪ A municipal corporation 

▪ A Regional Health Authority (RHA) 

▪ A statutory body 

▪ A State-controlled enterprise 

▪ A service commission 

▪ A body corporate or incorporate, established by the President, a Minister or another 

public authority, performing a function on behalf of the State  

▪ A body corporate or incorporate that uses public money 
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1.3 Legal context and alignment 

These guidelines should be read in conjunction with the Act, Regulations and Retention and 

Disposal of Personal Property Handbook as prepared by the OPR.  

A public body may use these guidelines as a model for developing its own special guidelines. 

In such instances, the public body is required to: 

➢ Map all changes (inclusions, edits, deletions) against this model guide 

➢ Subsequently submit a copy of its own special guidelines to the OPR for review and 

approval. 

 

1.4 The Trinidad & Tobago Procurement, Retention and Disposal Procedure 

The Trinidad and Tobago Procurement, Retention and Disposal Procedures are derived from 

the objects of the Act.  

 

 

 

 

 

 

 

 

 

 

1.5 Linkage to the Trinidad and Tobago Procurement, Retention and Disposal 

Procedures 

The procurement, retention and disposal procedure, is based on achieving good 

governance objectives utilising a modern-day principle rather than the traditional prescriptive 

model. Critical to the achievement of the specified objectives is the development and 

institutionalisation of an appropriate internal control framework, with adequate controls built in 

for monitoring. 

NOTE! The OPR will grant approval for special guidelines prepared independently by 

public bodies in accordance with the procedures outlined in the OPR’s publication 
entitled  

“Preparation of Special Guidelines and Handbooks for Approval” 

The objects of the Act are to promote 

➢ the principles of accountability, integrity, transparency and value for money; 

➢ efficiency, fairness, equity and public confidence; and 

➢ local industry development, sustainable procurement and sustainable development 

in public procurement and the disposal of public property. 

As stated in Section 5 (1) 
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2. INTRODUCTION 

Over time, public bodies accumulate millions of dollars’ 

worth of public property, which they need to fulfil their mandate 

and reach their strategic objectives. These items range from 

consumables such as stationery, grocery items, and cleaning 

supplies to re-saleable items, such as postage stamps and 

medical supplies that are held in stock for a short period. They 

also include longer-term assets such as machinery, office and 

medical equipment, appliances, vehicles etc., as well as real 

estate. 

 

The objective review of whether to retain or dispose of an 

asset is an important part of strategic investment planning and 

the normal life cycle of an asset. A balanced approach to 

retention and disposal allows a public body to consider the best 

way ahead, consistent with the strategic principle that asset 

planning and management should maximise the service delivery 

benefits accrued from existing assets.  

 

A sound disposal plan helps to mitigate the risk that an asset will 

be retained for too long, or disposed of too early, either before 

or after the full benefits have been realised from its use1. 

 

The categorisation of public property is essential for 

efficient asset management and informed decisions on property 

retention and disposal. A high-level categorisation breaks down 

public property into two  groups: personal and real property. 

 

 

 

 

 

 

 

 

 
1 Government of Western Australia, Department of Treasury, Strategic Asset Management Framework, Asset 

Retention and Disposal, https://www.treasury.wa.gov.au/uploadedFiles/Site-
content/Strategic_Asset_Management_Framework/10_SAMF_Asset_Retention_Disposal.pdf 

- ‘Personal public property’ includes all 

other property, both tangible and 

intangible property. Tangible property 

refers to anything that can be physically 

touched (stores, equipment, inventory 

etc.). Intangible property refers to non-

physical property. Example: patents, 

trademarks, trade secrets, copyrights 

etc. In most cases, intangible assets 

provide services over a period of years 

and derive their value from the rights 

and privileges granted to the company 

using them. As a result, they are 

normally classified as long-term assets.  

- ‘Real property’ refers to land and 

items within or under, that are 

permanently affixed to the land, 

including trees, buildings, heavy 

machinery, oil, gases, minerals etc.  

-‘Land’ means the surface of the earth, 

the airspace above it, and things other 

than chattels, upon or below it, 

including— (a) buildings and parts of 

buildings whether the division is 

vertical, horizontal, or made in any 

other way; (b) mines and minerals 

whether or not held apart from the 

surface; (c) the surface of the earth 

covered by water; (d) a legal interest in 

land whether or not it gives a right to 

possession of the soil; and (e) an 

equitable interest in land; (Land Acquisition 

Act, T&T) 
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Classification of Public Property  

 

 

Figure 1 

 

 

 

 

 

 

 

 

 

 

Public Property

Real Property

Land

Building

Heavy Machinery 
(attached)

Trees (attached)

Personal Property

Tangible

Furniture, equipment, 
vehicles, goods, 
materials, light 

machinery/ tools, vessels, 
collectibles etc.

Intangible
Intellectual property 
(patents, trademarks, 

copyrights etc.)
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Retention of Public Property 
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3. RETENTION OF PUBLIC PROPERTY 

The retention of public property refers to the manner in which public property is stored, 

maintained and used. Public property should only be retained if it contributes directly to the 

current or future service delivery outcomes expected by the public body and to its core business.  

 

The retention of public property also depends on whether the continued investment of 

public funds in a particular asset is cost-effective from a financial perspective, and whether the 

public property will provide strong public interest benefits.2 

 

Public bodies can adopt a risk-based approach to protect and maintain the public property 

entrusted to them in order to ensure that performance is maximised and, where applicable, the 

value of the asset is preserved or enhanced through risk management planning as described in 

the section below. 

 

3.1 Risk Management Planning 

 

Public property is exposed to several risks such as loss (e.g. through theft or fire), misuse/ 

wastage (use for other than the intended purpose) and obsolescence (becoming outdated).  

 

Risks to public property will vary depending on the nature of the asset in question. For 

example, a laptop will be at a greater risk of obsolescence or loss through theft than heavy 

machinery or a building. Items such as vehicles and photocopying machines, which can be used 

for purposes other than those for which they were intended, will be more likely to be exposed to 

misuse than assets such as land and buildings. 

 

A risk-based approach to effectively manage the retention of public property includes the 

following steps: 

 

 

 

 

 

 

 

 
2Government of Western Australia, Strategic Asset Management Framework, Asset Retention and Disposal 
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3.1.1 Risk Identification  

The proper identification of the risks associated with the various types of assets requires 

public bodies to assess the significance and likelihood of all the risks related to the public property 

and determine the relevant controls to be implemented. The following table lists some of the 

most commonly occurring risks. 

 

Risk Identification 

Table 1 

 

3.1.2 Risk analysis 

Risk analysis entails the assessment of the significance of risk events in terms of dollar 

amounts, operational importance and public perception. In addition, the likelihood of risk events 

Strategy 
development 

Risk analysis
Risk 

identification

Public Property Likely Risks 

Personal Property - Tangible 

Example: stationery, equipment, goods/ 

materials, appliances, computers/ laptops, 

furniture 

Theft, destroyed by fire, natural disasters 

Failure to take due care, negligence, misuse, 

Abuse of privileges, wastage etc. 

Intangible - Intellectual Property Loss of ownership/control, poor patent translation, 

cyber risk, pirates, brand impersonators, trade 

secret theft, etc. 

Real Property (Land & Buildings) Deterioration, underdevelopment, disasters, 

mismanaged lease arrangements, lack of real 

estate investment portfolio management, etc. 

Figure 2 Retention Risk Based Approach 
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materialising should also be determined. This process should address issues such as the nature 

and function of each asset.  

 

3.1.3 Strategy Development 

 

The next step involves developing strategies to mitigate and manage the risks identified. It 

is the responsibility of the public body to decide how best to address any significant and likely 

risks. A rule of thumb is that the costs of each potentially mitigating action should be weighed 

against the benefits. 
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Risk Mitigation Strategies 
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4.  RISK MITIGATION STRATEGIES 

 In order to ensure that public property is adequately 

protected and maintained, public bodies can implement a number 

of risk mitigation strategies.  

 

4.1 Policy Development  

 Establishing a written policy that highlight’s that the public 

body’s objectives are essential, since this document will set out the 

guidelines for the protection/retention and disposal of public 

property.  

 

The policy is set to demonstrate that the organisation is being 

operated in an efficient and business-like manner, raise stability 

and ensure consistency in the decision-making and operational 

procedures.  In the course of implementation, the risk mitigation policy needs to be provided and 

explained to new and existing employees in order to be effective.  

 

Policies are also beneficial in assisting employers to defend themselves in an unfair dismissal 

claim, prosecution or liability claims. In the unfortunate event where courts and tribunals may be 

involved in an employment dispute, it is unlikely that a dismissal for breach of workplace policies 

will be upheld if the policies have not been effectively communicated to employees or consistently 

applied3. 

 

4.2 Identification of a Responsible Public Officer  

The appointed responsible public officer based on best practice could be from within the 

Finance and Accounting department and would be responsible for managing and protecting the 

public body’s property through a selected management system as adopted by the particular 

entity. The officer would be required to utilise the ‘Management System’ in executing their job 

function of locating, coding and registering all the company’s assets as identified from the 

acquisition/payment stage. The role also extends to future verification for disposal of assets upon 

identification and notification.  

 

 

 

 
3 The Importance of Policies in the Workplace, 

http://www.australianbusiness.com.au/hr/news/the-importance-of-policies-in-the-workplace 

Risk mitigation strategies include 
the following: 

▪ Policy development  
▪ Identification of a 

responsible Public Officer 
(Finance & Accounting) 

▪ Effective stores and 

inventory management 

▪ Effective records 
management 

▪ Inventory management 

and control 

▪ Implementing a system 
of accountability 

▪ Information Technology 
Management 

 

 
 



General Guidelines- Retention and Disposal of Public Property 

14 
 

Functions of Responsible Public Officer 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 3 

 

4.3 Stores and Inventory Management System 

 An electronic record management system can be used to assist with record and inventory 

management by using current technology such as document scanners, computers, barcodes, video 

cameras and other tools. This type of inventory can best serve public bodies with large and 

changing inventories, which can be updated efficiently and accurately, thereby allowing improved 

control and timely accountability. 

 

 The implementation of a ‘Stores & Inventory Management System’ and assignment of a 

trained, technically capable officer would aid in the successful execution of inventory records 

management. See Appendix II for Sample Fields to further develop these records possibly following 

from what has been inputted by the Finance/ Accounting Officer. 

Monitor the Accuracy & 

Usefulness of Records 

Establish Procedures for 

Protection of Property 

Conduct Initial & 

Periodic Physical 

Inventories 

Manage through 

Management 

System 

Verify items listed 

for disposal, 

approve “Request 

for Asset Disposal 

Form” (see 

Appendix IV) and 

submit it to the 

Named 

Procurement 

Officer 
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4.4 Effective Records Management 

The basis of records management lies in the accuracy and completeness of the record 

keeping and the incorporation of the latest updates into said records. In accordance with the 

principle of accountability and in order to facilitate supplementary monitoring, maintaining 

detailed records of public property is essential. The extent of records management will influence 

the costs of insurances, replacement, etc. associated with owning the public property. 

 

 The data related to each public property can be entered into the sample asset/inventory 

record form, which should be part of a ‘Stores & Inventory Management System’ (see the Sample 

Asset/ Inventory Record Form in Appendix II). Please note that this sample form could be updated 

in Microsoft Excel or Word or incorporated into a relevant software program/ tracking system.  

As such, the property record should consist of information retrieved from purchasing and receiving 

documents, as well as data gained from the physical examination of the item at receiving. The focus 

should be on ensuring that public property meeting the criteria for inclusion into stock/inventory 

is accurately described in detail. 

 

Additional measures/ controls to safeguard records of public property 

 

 Subsequent to the development of a complete and accurate record of public property, 

supplemental safeguard measures can be enforced based on the risk associated with the public 

property in question. Such additional measures include the following: 

 

➢ Identification numbers and markings 

 

 For the purpose of internal control and audit, public property must possess some form of 

identification. Each public body must adopt a system based on their level of operation and decide 

which system best suits its needs. Examples of such systems may include bar coding, decals and 

labels, stamping, Radio Frequency Identification (RFID) and so on. 

 

➢ Restricted access 

 

 Restricted access is an efficient means of security control. Access to sensitive records 

should be limited to authorised individuals. Access limits could range from a physical locking 

mechanism to a user password and/or a combination of the two. This measure also ensures 

accountability. 
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➢ Perpetual inventory records 

 

 This type of record management system allows for current and reliable information on 

public property, as additional items are added or removed from the supply. To achieve this, 

perpetual inventory records require timely information to be added or removed in line with 

changes in ownership of public property. This requires cross-referencing to the current 

identification markings in terms of inventory control. Conditions, which trigger perpetual inventory 

records, include improvement or deterioration in the quality/status of the property in question, 

trade-ins, sales and anything that can affect the value of public property. 

 

➢ Insurance coverage 

 

 Complete and accurate public property records are also key in determining the adequacy 

of insurance protection. Adequate insurance coverage is essential to further mitigate the risk of 

loss or damage. Reliable records establish the value, condition, location and the custodians of all 

public property and eliminate the risk of insufficient or excess insurance coverage. 

 

 Items classified as low risk/low value, such as stationery, desks, filing cabinets, screws and 

bolts, can be accounted for as a group with total costs recorded on an individual record. 

 

 The record should also provide space for depreciation and/or loss of value of the asset in 

service due to wear and tear, impairment and obsolescence. Conversely, the records must also 

show whether public property appreciates in value. 

 

Such information can be useful for: 

- Making decisions related to property maintenance and or replacement 

- Establishing insurance coverage limits 

 

 

4.5 Inventory Management and Control 

 Public bodies need to carefully consider what items of public property should be included 

in their inventories and the type of information accompanying inventory items. Factors to consider 

when making these decisions are materiality, record keeping, asset management and rate setting. 

While the public property inventory management system needs to be manageable, it should also 

provide sufficient information for public bodies to be able to make good business decisions.4 

 

 
4 Capital Policy Development Guideline 
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The following guidelines can be adopted when establishing the inventory management and 

control system. 

 

4.5.1 Initial Inventory 

 Initial inventory refers to the value of goods/ items that a public body has for its use at the 

start of an inventory accounting period. Making an initial inventory is of critical importance, 

especially for public property that is deemed as high risk and lacking security measures.  

 

 As an initial step, a risk-based approach should be applied to determine which asset is 

classified as having adequate safeguard measures in place and therefore posing less risk. The 

physical inventory of these items can be deferred and the inventory of assets that lack safeguard 

measures and are exposed to more risk should be scheduled sooner. 

 

Another approach in achieving an initial inventory deals with public property that is large and 

of high value, which can be counted and documented relatively quickly, such as machinery, 

equipment, real property etc. 

 

4.5.2 Periodic Inventories 

Periodic inventories are routine inventories of all public property conducted at set intervals. Their 

aim is to maintain the accuracy and completeness of records. 

 

➢ When should periodic inventory be conducted? 

Periodic inventories should be conducted in accordance with the following guidelines: 

• Minimal disruption to the normal operations of the public body. 

• Based on the departmental schedule and needs of the public body. 

• When there is a rapid turnover of inventory items. 

 

4.6 Implementing a System of Accountability 

 The process of conducting a physical inventory is considered one of the most effective 

means of establishing initial accountability. This involves performing a physical inspection or 

otherwise determining the existence of the public property and documenting all assets 

systematically. This type of physical inventory system is necessary when establishing an initial 

system of accountability and regular updates are also needed to ensure the system’s continued 

accuracy. Accurately recording each asset establishes accountability, which in turn creates a 

foundation for generating supplemental safeguard measures. 
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4.7 Information Technology Management 

 IT plays a significant role in inventory monitoring and control, tax collection, public safety, 

record keeping, banking, payroll etc. The task of safeguarding these critical and sensitive pieces of 

information requires extreme measures in identifying the risks associated with each service. 

 

 This section of the guidelines is intended to address the risk associated with information 

technology (IT) and the types of internal controls that can be adopted to mitigate these risks. 

Establishing an effective and secure IT environment ensures efficiency within the operation of the 

public body, increases functionality and assists in safeguarding sensitive and accurate information. 

Likewise, an ineffective IT environment can lead to the loss of sensitive information, misuse of 

resources, inefficient use of taxpayer resources, inaccurate information for decision makers and 

theft. The following diagram illustrates the various IT-related aspects of risk mitigation. 

 
Figure 4 - Diagram of Risk Mitigation Strategies – IT (DiNapoli, October 2010)5  

 
5 Office of the New York State Comptroller, Division of Local Government and School Accountability, Local Government 
Management Guide, ‘The Practice of Internal Controls’, Thomas P. Di Napoli, October, 2010, www.osc.state.ny.us 
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Storage & Warehouse Management 
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5. STORAGE & WAREHOUSE MANAGEMENT 

Storage and warehousing operations are an important aspect when managing personal 

public property. With proper storage and warehousing, public bodies can purchase commonly used 

personal property or specialty items and maintain in storage until needed. The most important 

procedure for storage is the right use of the storage space such as:  

 

1. Covered Storage – property may have to be stored in a general warehouse, a controlled 

humidity warehouse, a flammable storage warehouse or in a shed area. Example: IT 

equipment. 

 

2. Open Storage – property may have to be stored in an open area such as a yard. Example: 

equipment & movable machinery. 

 

3. Segregated Storage – hazardous property needs to be stored separately from other 

types of property. Example: corrosives, oxidizers.  

 

The main function of the storage area is to protect the property from loss, damage, 

degradation or theft and to ensure it is available when required.  

 

Frequency of movement of the property, should be considered when deciding on storage 

requirements. If long-term storage is required, the property needs a proper racking system for an 

appropriate and effective use of storage space. In addition, floor space can be effective for 

property that is constantly being moved around or accessed by employees.  

 

Record keepers are responsible for tracking property and ensuring that safeguards are in 

place for finding and protecting stored property items and also to ensure that no losses occur while 

in storage. A healthy working relationship between the warehouse/ storage attendant and the 

various operations departments helps to ensure that record keepers can track property 

throughout its life cycle. In some cases, the warehouse operation is accountable for the storage of 

excess and surplus items while they are awaiting final disposition. 
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Managing Intangible Property 
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6. MANAGING INTANGIBLE PROPERTY 

Intangible property is property that does not derive its value from physical attributes. This type of 

property can be acquired:  

❖ by separate purchase;  

❖ as part of a business combination;  

❖ by the government or via a grant;  

❖ by exchange of assets and; 

❖ by self-creation (internal generation).   

 

Intangible property includes, but is not limited to the following categories: 

➢ Patented technology, computer software, trademarks, licenses 

➢ Databases, trade secrets, websites, internal domains 

➢ Video and audio-visual material 

➢ Licencing, royalty, standstill agreements 

➢ Import quotas 

➢ Franchise agreements 

➢ Customer & supplier relationships 

➢ Marketing rights, copyrights and literacy, musical or artistic compositions 

 

Intangible property meeting the relevant recognition criteria is initially measured at cost, 

subsequently measured at cost, or using the revaluation model and amortized on a systematic 

basis over their useful life.  

A public body would only recognise an intangible asset, whether it was purchased or self-

created (at-cost) if, and only if:  

 

➢ it is likely that the future economic benefits that are attributable to the asset will flow to 

the entity and; 

➢ the cost of the asset can be measured reliably6.   

 

Inventory 

Public bodies, through their assigned officers, are required to identify and assign an inventory 

control number and maintain inventory records (capitalisation thresholds and useful life) of all 

intangible assets. A physical inventory of intangible assets may not be required; however, entities 

 

6 IAS 38 - Intangible Assets 
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must notify the Named Procurement Officer (NPO) upon the receipt, disposal, or obsolescence of 

any intangible asset.  

All intangible assets must be reviewed annually by a designated officer to verify existence 

and test for impairment.  

 

Internally Generated Intangible Assets 

Intangible assets are considered internally generated if they are created or produced by the 

entity, or if they are acquired from a third party but require more than minimal incremental effort 

on the part of the entity to begin to achieve their expected level of service capacity. Examples of 

internally generated intangible assets include patents, trademarks and computer software.  

 

Internally Generated Computer Software  

Computer software is considered internally generated if it is developed in-house by the 

entity’s employees or by a third-party contractor on behalf of the entity. Commercially available 

software purchased or licensed by the entity and modified using more than minimal incremental 

effort before being put into operation should also be considered internally generated.  For 

example, licensed financial accounting software that the entity modifies to add special reporting 

capabilities, based on allowance given by the licensing agreement, could be considered internally 

generated. 

 

6.1 Intellectual Property  

Intellectual property is a key category within intangible assets. It includes copyright, moral 

rights related to copyrighted materials, trademarks, official marks, domain names, patents, and 

industrial designs, among others. Although intellectual property rights are associated with a wide 

range of products of the human intellect, such as training manuals, publications, videos and 

computer software, they are distinct from the physical medium on which these products are 

produced. The intellectual property is the set of rights arising from the creation and development 

of these products. For example, if a physical book is produced, the author’s copyright in that book 

is the intellectual property.  
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Retention of Real Property 
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7.  RETENTION OF REAL PROPERTY 

Real property refers to land and items within or under that are permanently affixed to the 

land, including trees, buildings, heavy machinery, oil, gases, minerals, etc. As such, the retention 

of real property include: the management/planning, maintenance, recording and performance 

review of such assets to ensure maximised usage. 

 

7.1 Managing Real Property 

It is imperative that all public bodies involved in the management of real property develop 

an ‘Asset Management Plan’. The Asset Management Plan7 may include the following (as 

applicable):  

 
7 Federal Real Property Council-Guidance for Improved Asset Management Dec 22,2004 
https://obamawhitehouse.archives.gov/sites/default/files/omb/assets/omb/financial/fia/frpc_guidance_final.pdf 
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Sample Real Property Asset Management Plan 

 

 

 

 

 

 

 

 

Section 1: 
Introduction

Section 2: 
Support of 

Public Body's 
Missions and 

Strategic Goals   

Section 3 : 
Retention of 

Real Property 
Assets    

• A description of the plan and any unique aspects of how 

information is presented. 

• Public Body’s/Specific Owner’s Objectives  

• Adequate Human Capital Support of Asset Management 

Organisation :    

2. Public Body’s Mission         

 2.1.1 Real Property Organisation’s Mission  

 2.2 Human Capital and Organisation Infrastructure     

 2.3 Real Property Asset Management Decision-Making Process 

 2.4 Owner’s Objectives         

 

• Use Public and Commercial Benchmarks & Best Practices  

• Employ Life-Cycle Cost-Benefit Analysis 

• Promote Full and Appropriate Utilisation 

• Provide Appropriate Levels of Investment 

• Employ Balanced Performance Measures 

• Advance Customer Satisfaction  

• Provide For Safe, Secure, & Healthy Workplaces 

• Prioritised Capital Plan 

• Identified Resource Requirements to Support Capital Plan  

• Continuous Monitoring and Feedback Mechanisms 

• Consideration of Social-Economic and Environmental 
Responsibilities 

3.1 Capital Plan for Major Projects        
3.1.1 New Construction Major Projects   
3.1.2 Repair and Alterations Major Projects  
3.1.3 Management of Major Leases     

3.2 Management of Leases below a Critical Threshold      
3.3 Performance Measures and Continuous Monitoring   

3.3.1 Real Property Measures  
3.3.2 Entity-Specific Measures  

 3.4 Retention Initiatives        
Presents an overview of the Entity’s prioritised actions to 
improve retention efforts with a timeline and consistent 
with the Entity’s mandate.      
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  • Periodic Evaluation of All Assets 
• Prioritised Operations and Maintenance Plan 
• Identified Resource Requirements to Support Operations & 

Maintenance Plan 
• “Building Block” Asset Business Plans in the public body’s 

Portfolio Context  
4.1 Inventory and Asset Description       

4.1.1 Historic Preservation Requirements  
4.2 Asset Documentation         
4.3 Asset Business Plans         
4.4 Periodic Evaluation of Assets       
4.5 Operations & Maintenance Plan       
4.6 Plan for Basic Repair & Alteration Needs      
4.7 Capital and Operating Resource Requirements     
4.8 Operations Performance Measures and Continuous Monitoring   

4.8.1 Real Property Measures  
4.8.2 Public body’s Specific Measures  

4.9 Operations Initiatives         
• Present an overview of the public body’s prioritised actions 

to improve operations efforts with a timeline and consistent 
with the Entity’s Agenda.   

------------------------------------------------------------------------------------------ 

5.1 Review Public Property Performance  
5.2 Identify assets at end-of-life for disposal 
5.3 Plan for disposal (see section on Asset disposal planning) 

Section 4:  
Operations 

of Real 
Property 

Assets   

Section 5:  
Identification 
of Unneeded 

Assets for 
Disposal    

Readers should note that the above list is not exhaustive, entities can add or skip specific 

considerations based on their relevance to the public body’s operations. This list serves as a guide to 

preparing an asset management plan. 
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7.2 Managing Lease Arrangements 

 Lease arrangements/terms vary from one public body to the other based on their specific 

or individual mandates. This section proposes some general guidelines to assist in managing leases 

for real property. The principal operational elements to lease negotiation and management are 

the following:8 

 
Figure 5 

 

7.2.1 Negotiations 

 When negotiating new leases and/or other leasehold contractual matters, an entity shall 

clearly communicate and document all requirements and terms in order to ensure clarity and 

expediency. As negotiations proceed, changes and amendments shall also be documented. The 

documentation process should cover the following aspects:   

➢ Rent levels 

➢ Length of term and any rights to break the lease 

➢ Relevance of the Landlord and Tenant Acts and security of tenure  

➢ Rent review and outline mechanism  

➢ Rights to assign, sub-let or otherwise part with possession of the premises 

➢ Repairing obligations  

➢ VAT status  

 

 
8West Lindsey District Council, Lease Management Policy  
  

Negotiations

Break clauses 
and Rights to 

Renew

Service 
Charges and 

Insurance

Financial 
Guarantees 

and Deposits

Rent Review

Assignment 
and 

Subletting

Repairs 
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 During negotiations, the entity may wish to identify alternative rental options or, as tenants 

themselves, seek alternative terms with associated rent options. All alternatives considered within 

the context of the agreement must, preserve and represent ‘Best Value’. The essence of 

negotiations must be to secure an agreement, which satisfies both parties. 

 

7.2.2 Break Clauses and Rights to Renew  

 In order to support model clauses and tenant occupational flexibility, public bodies may 

consider the inclusion of a break clause(s) in the lease agreement. In such instances, the effect that 

the break clause(s) may have on the security of income and their impact on the rental figure agreed 

or sought need to be closely analysed. In exercising their right to break, tenants should be in full 

compliance with all the terms, conditions and obligations set forth in the lease agreement at the 

time the request is made and at the time of actual termination of the agreement. This requirement 

should be clearly stated in the lease contract. 

 

 7.2.3 Financial Guarantees and Deposits  

 All entities are required to obtain financial information in respect of new tenants and secure 

guarantees and deposits. The heads of terms will clearly state the amount of the deposit along 

with the entity’s policy for holding funds, the rate of interest accruing and the process for release.   

  

7.2.4 Service Charges and Insurance  

 It is recommended that public bodies identify in the agreement the elements of and the 

best estimates for service charge payments and any other outgoings for which the tenant will be 

liable.  The owner will require the leased building to be fully insured against standard institutional 

risks. Where tenants requests insurance, the policy must be agreed with the owner prior to the 

start of tenancy. In all other cases, the owner will insure and re-charge. Where premises are 

destroyed by an uninsured risk, the tenant will have the right to terminate the agreement 

immediately unless suitable alternative premises can be made available.  

  

7.2.5 Rent Review 

 Some leases may be subject to rent review. All rent reviews will be assessed on the basis of 

full-rack rent as assessed by the entity’s appointed surveyors.  

 

7.2.6 Assignment and Subletting  

 The tenant’s ability to assign or sublet shall be considered against the length of the lease 

granted as well as the general terms and conditions set forth in the lease agreement.   
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7.2.7 Repairs  

 Prior to the letting, entity shall agree with the tenant on the condition of the property and 

the repair needs. A report containing the main aspects of the asset’s conditions shall also be agreed 

by both parties.  The entity shall prepare a report of dilapidations at the end of the lease. This 

process should be applied to all leases.  In most cases, the ‘day-to-day’ repairing obligations on the 

part of the tenant should be appropriate to the length of the lease.  

  

7.2.8 Alterations and Change of Use  

 The control over alterations and change of use should not be more restrictive than it is 

necessary to protect the value of the premises and any of the entity’s adjoining interests at the 

time of the application. 

 

Lease Management Structure 

  
Corporate Plan 

(strategic 
objective)

•Development of revenue income potential. 

•Support local economy and business. 

•Manage operational cost base. Review occupational options. 

Investment 
Policy

•Secure risk, minimised investment income

•Effective management to improve performance of investment

Lease Policy

•Maximum performance of investment through use and application of ‘Codes of 
Practice’

•Management framework identifies strategic and operational parameters and 
stakeholders’ expectations

Figure 6 



General Guidelines- Retention and Disposal of Public Property 

31 
 

 

 

 

 

 

 

 

 

 

 

Section 8 
 

Maintenance of Public Property  
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8. MAINTENANCE OF PUBLIC PROPERTY 

 Public bodies shall continuously commit resources (time and money) to the maintenance 

of public property, be it real estate, machinery, equipment, etc. in order to retain value and 

preserve effectiveness.  

 

A record should be kept of the efforts to maintain the public property investments, as this 

information is set to increase the value of the investment. 

 

 The recorded cost of a public property investment should include the cost of any 

subsequent additions or improvements but exclude the cost of repairs and maintenance. Additions 

and/or improvements will enhance the functionality and effectiveness of the property or extend 

the property’s useful life. 

 

 Resources considered in the maintenance of public property include: 

➢ Cleaning, pest extermination and washing (furniture and vehicles) 

➢ Periodic maintenance/ servicing (vehicles, plants, equipment) 

➢ Building maintenance 

✓ Janitorial 

✓ Security  

✓ Installation or upgrade of heating and cooling systems 

✓ Installation or upgrade of phone or closed-circuit television systems, networks, fibre optic 

cable, wiring required in the installation of equipment (that will remain in the building). 

✓ Installation or upgrade of plumbing and electrical wiring. 

✓ Property maintenance. 

✓ Landscaping 

✓ Adding, removing and/or moving walls in renovation projects that are not considered 

major rehabilitation projects and do not increase the value of the building. 

✓ Improvement projects with minimal or no impact on life expectancy and/ or value to the 

building. 

✓ Structural changes such as reinforcement of floors or walls, installation or replacement of 

beams, rafters, joists, steel grids, or other interior framing. 

✓ Installation or upgrade of windows or doorframes, upgrading of windows or doors, built-

in closets and cabinets. 

✓ Interior renovation associated with casings, baseboards, light fixtures, ceiling trim, etc. 

✓ Exterior renovation such as installation or replacement of siding, roofing, masonry, etc.9 

 

 
9 Arkansas Department of Finance and Administration, 2019, Capital Asset Guidelines 
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8.1 Benefit of Public Property Maintenance Records 

 Public property maintenance records provide public bodies with information needed to 

make key decisions related to the public property they own or use. The development of a 

maintenance plan for buildings and land can generate substantial cost savings for the public body 

and prevent any downtime, quality problems or reduced production. Maintenance records would 

be created based on how frequently the property needs to be serviced and the type of services 

that need to be performed. It can also show the cumulative cost of those services (in terms of 

materials, staff time and overhead).  

 

 Moreover, these records can reveal instances where routine maintenance was missed and 

where maintenance costs are growing—a possible indication of bigger problems. A maintenance 

record can also support higher values for public property traded in or sold by offering proof of 

maintenance.10 

 

 Public bodies should use the information contained in maintenance records to support 

public property-related decisions. Decisions to repair or replace existing public property can be 

better founded when the history of repairs and improvements is available. If maintenance records 

show that repair costs are increasing (with marginal benefits), the decision to invest in a 

replacement may be better supported as the cost-effective option. 

 

NOTE: Detailed maintenance records can provide public bodies with a clearer picture of the 

condition of existing public property. This information is helpful for planning a repair and a 

preventative maintenance schedule, and for budgeting for those expenditures. Knowing the 

condition of public property helps planning for future replacements and expansion programmes. 

 

8.2. Public Property – Performance 

An investment in public property is only as valuable as the return on that investment (i.e. 

the performance received from that public property). To maximise that return, public bodies shall 

actively monitor the performance of high-value public property to make informed decisions. For 

example, if the public property is underperforming, remedial actions should be taken.  

 

 Most public properties are not acquired for the purpose of generating profits; therefore, 

their performance should be measured against the purpose for which they were acquired (e.g., 

providing services). A public property that is not performing as planned can end up costing a public 

body in terms of productivity and dollars. 

 
10 DiNapoli, Thomas P., Local Government Management Guide – Capital Assets 
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 Routine maintenance can also extend the useful life of public property, thereby increasing 

its productivity and delaying its replacement cost. In addition, when sold or traded-in at the end of 

its extended life, a well-maintained public property should be worth more. 

 

NOTE: To ensure that public property is truly performing as intended, performance measures 
should be developed and implemented. There are a number of measures that can help public 
bodies gauge the efficiency and effectiveness of public property performance.  
 

 

Public bodies should develop performance measures as listed below that best give them the 

information they need in the most cost-effective manner possible: 

➢ Be based on program goals and objectives;  

➢ Be monitored and used in decision-making processes; Be reliable, valid, verifiable and 

understandable;  

➢ Be reported internally and externally;  

➢ Measure effectiveness, efficiency and service delivery; Measure program results;  

➢ Provide an efficient and meaningful way to assess the effectiveness, efficiency and service 

delivery of key programs; and,  

➢ Provide a basis for comparison over time. 

 

Readers should refer to Appendix I for a look at the workflow process, which gives a summary 

overview of the Retention of Public Property Process. 
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Section 9 
Asset Disposal Planning 
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9.  Asset Disposal Planning11 

An asset disposal plan is an essential component of a sound public property management 

plan because the disposal of public property accounts for a significant part of the full life cycle 

costs. An asset disposal plan should include the planned timing of future public property disposals 

and cash flow forecasts identifying associated income and expenditures from the disposal exercise.  

  

Asset Disposal Planning is a structured and systematic process to ensure a public body's 

public property portfolio comprises only public properties that effectively meet its service delivery 

requirements at the lowest long-term cost to the public body. Disposal Planning is a five-stage 

process driven from an entity’s asset strategy. The process described here is generic and covers 

the disposal of all types of public property.  

 

Five-Stages of Disposal Planning 

Stage 1 

 

Assess in detail public property identified by the Asset Strategy as surplus to 

service delivery requirements. 

Stage 2 

 

Assess the advantages to Government, public bodies and the community in 

divesting public property. 

Stage 3 

 

Identify opportunities for increasing public property value before their disposal. 

Stage 4 

 

Identify disposal requirements including probity considerations. 

Stage 5 

 

Prepare and implement the Disposal Plan and monitor performance. 

 

A public body’s disposal plans should cover the same period as their capital investment and 

public property maintenance strategic plans, that is, a rolling detailed annual plan, a short-term (3-

year) predictive plan, and a longer-term projection. This will allow: 

➢ Development of cross entity’s perspectives on the use and re-distribution of assets that 

may become available; 

➢ Sufficient time for the planning and implementation of public property changes; and 

➢ On-going evaluation of public property sales against current and future market trends to 

achieve the best long-term financial performance. 

 

While the accuracy of a plan reduces with time, the period of the long-term projection should 

be chosen to include much of an entity’s asset service life expectancy and its longest service life 

planning cycle.  

 
11 Total Asset Management Guideline-Asset Disposal Strategic Planning 

https://www.investopedia.com/terms/c/cashflow.asp
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The tables below provide an example of the development of a Disposal Plan to guide public 

bodies in the application of the planning process. 

 

ANNUAL/FIVE YEAR ASSET DISPOSAL PLAN 

Income and Expenditure form for asset disposal 

PROPERTY YEAR 1 

$’000 

YEAR 2 

$’000 

YEAR 3 

$’000 

YEAR 4 

$’000 

YEAR 5 

$’000 

      

      

      

TOTAL      

(-) expenditure to prepare for disposal    Table 2 

       

Year 1 Asset Disposal Plan 

Asset Activity Timescale 

Oct Nov Dec Jan Feb Mar Apr May Jun Jul Aug Sept 

Property              

Computer 

equipment 

             

Vehicles              

Office 

Furniture 

             

      Table 3 

 

Asset disposal is the final stage in the public property life cycle. Its proper planning and 

management are therefore an integral part of a public body’s strategic process. A part of the 

planning stage is the measuring of property performance. 
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Disposal of Personal Public Property 
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10.  DISPOSAL OF PERSONAL PUBLIC PROPERTY 

This section of the guidelines is dedicated to the disposal of identified personal public 

property by public entities and outlines recommendations for ensuring an appropriate level of 

discipline and compliance with legal and policy requirements. 

 

 

 

 

 

 

 

 

10.1 Objectives 

The objectives of this section are to ensure that public bodies adhere to the most important 

requirements when it comes to the disposal of personal property. 

 

Key objectives 

 

 

The disposal of public property includes the transfer without value, sale, lease, 

concession, or other alienation of property that is owned by a public body. 

As stated in Section 4 of the Act 

•All public 
bodies 
understand 
clearly their 
responsibilitie, 
accountabilities 
and reporting 
requirements

•Public bodies’ 
service 
delivery 
objectives are 
supported to 
maximise the 
use of the 
public body’s 
assets and 
reduce 
associated 
service and 
operational 
costs, resulting 
in increased 
asset 
performance 
and a lower 
total cost of 
ownership

•Assets are only 
disposed of 
after 
appropriate 
planning and 
approval are 
undertaken 
and they meet 
identified 
criteria for 
disposal

•There is an 
appropriate 
level of 
discipline for 
asset disposal 
and 
compliance 
with any legal 
or policy 
requirements

•Best practice 
asset 
management 
(disposal) 
principles are 
upheld

•Any disposal 
complies with 
the public body's  
position and 
responsibilities 
on sustainability 
and 
environmentally 
friendly practices
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10.2 Scope 

  The recommendations and best practices included in this section apply to all types of 

personal public property, to all public bodies and their employees (whether full time, part time, 

temporary or casual) as well as all suppliers/contractors and volunteers working with the public 

entity’s employees and using the public entity’s services and assets.  

 

10.3 Requirements of the Act and the Regulations 

The Act stipulates that public bodies, which regularly dispose of depreciated, redundant or 

excess stock, must ensure they have standardised methods to manage the disposal of unwanted 

resources in a transparent and accountable manner. These guidelines are designed to help public 

bodies openly and transparently dispose of assets that have reached the end of their useful life or 

are deemed surplus relative to their needs.  

 

In doing so, public entities must aim to:  

➢ Determine the frequency of disposal activities and provide a systematic and transparent 

method for the disposal of assets;  

➢ Ensure that best value for money is achieved;  

➢ Promote fair and effective competition to the greatest extent;  

➢ Comply with the public entity’s/ Trinidad & Tobago’s position on sustainability and 

environmentally friendly practices. 

 

10.3.1 Disposal Committee (DC) & Procurement & Disposal Advisory Committee (PDAC) 

The Disposal Committee 

  

 

A public body shall establish a Disposal Committee (DC) comprising not less than three officers for 

the purpose of recommending the best method of disposing of unserviceable, obsolete or surplus 

stores or equipment. (Please refer to Sections 55 and 56 of the Act) 

 

 

Recommendation for three (3) officers (asset management officer/ stores & inventory 

management officer or any as delegated from within the procurement unit and a third alternate 

member/ subject matter technical expert, from either within or outside the organisation) to aid in 

the development of the disposal strategy. 

 

 

A public body shall establish a Disposal Committee (DC) comprising not less than three officers 

for the purpose of recommending the best method of disposing of unserviceable, obsolete or 

surplus stores or equipment.  

 

Please refer to Sections 55 and 56 of the Act 
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Functions should include: 

❖ conduct a physical inspection and valuation of the item(s); 

❖ assess costs and benefits of disposal options; 

❖ recommend the best disposal strategy/ option; 

❖ identify storage and transport issues; 

❖ undertake disposal process; 

❖ evaluate, review and report on executed disposal process. 

 

Procurement & Disposal Advisory Committee (PDAC) members  

 

A procuring entity shall establish a Procurement and Disposal Advisory Committee (hereinafter 

referred to as “the Committee”). The Committee shall comprise –  

(a) Corporate Secretary/ Head of Legal; 

(b) Head of Finance; 

(c) Subject Matter Expert; 

(d) such other members as may be necessary. 

 

Please refer to Part IX, Section 21, Public Procurement & Disposal of Public Property (Procurement 

Methods and Procedures, No. 2) Regulations 2021. 

 

The Committee is responsible for reviewing the disposal strategy submitted by the Named 

Procurement Officer/ Disposal Committee. If the committee has no objections, the “Disposal 

Strategy Report” is signed and forwarded to Accounting Officer and/or equivalent for final sign off. 

 

10.4 Disposal Principles and Processes 

Readers are advised to review the following chart that depicts the key principles and process 

for the disposal of stores and inventory items of “high-value/high risk” as well as “low-risk/low-

value” items. Note however, that the disposal process of “high value-high risk” items must be 

customised and adjusted to the circumstances/requirements of each public body and the specific 

scenario or situation.  

 

 

 

 

 

 

 



General Guidelines- Retention and Disposal of Public Property 

42 
 

Principles and process for the disposal of stores and inventory items 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 7 

 

10.5 Identification of Property Requiring Disposal  

The assigned officer managing the entity’s assets through the established ‘Stores & 

Inventory Management System’ is responsible for identifying items requiring disposal. The officer 

must complete a ‘Request for Asset Disposal Form’ Appendix IV (Form A), which needs to be 

submitted to the ‘Named” Procurement Officer following verification by the Finance/Accounting 

Officer. A decision to dispose of an asset may be based on one or more of the following: 

 

 

 

 

 

 

 

 

 

 

 

10.5 Property 
for disposal 
identified

10.6 Inventory 
& Inspection 

Executed

10.8 Disposal 
strategy 

developed and 
approved

10.9 Disposal 
action 

undertaken

10.10 
Outcome of 

disposal action 
managed

10.7 Value of 
property for 

disposal 
estimated
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Reasons for Asset Disposal 

 

 

10.5.1 Property Disposition 

Upon identifying excess or surplus property for disposal, a public body should seek to remove 

from use, relocate and secure said property as well as update property records accordingly.  

 

The steps in the disposition process involve: completing a request for disposal form and 

notifying the NPO; securing the items in storage space, arranging transportation to secure holding 

area and physically reviewing the items for usability, also considering scrap and sensitive items. 

When dispositioning property, special care must be undertaken, especially for hazardous items, IT 

equipment (computer hard drives, servers, data storage etc.), items with a special or unique 

design, sensitive data/items stored within/hidden in locations of stored property. 

 

Property disposition starts the disposal process and consideration should be made to reuse 

items/property as stored at this point. The reutilisation principle considers that “excess shall be the 

first source of supply”, which simply means that public bodies should ensure that they review 

No longer complying with occupational health and safety standards

Beyond repair but can be sold for scrap

Past expiration/ warranty dates/periods

No longer expected to generate economic benefit

Not capable of running the required operational software systems or being able to 
upgrade those systems

Surplus to requirements 

Under-utilised 

Not fit-for-purpose, that is property is no longer needed due to change in the functions 
and mandate of the public body

Unserviceable, can no longer be repaired or reconditioned

Obsolete or outmoded because of changes in technology

Hazardous property items and materials that have become dangerous because of long 
storage

Does not meet legislative requirements
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excess or surplus items to determine reusability in other parts of the organisation to meet other 

needs or purpose requirements; before procuring new items.  

 

10.6 Conducting Inventory and Inspection 

Upon identification of property for disposal, public bodies are required to conduct a physical 

inventory together with an inspection of the items. The inventory and inspection function is 

executed by disposal committee members to confirm the property’s physical existence and to 

document a detailed report on the current state and condition of same. This information should 

be logged in sample template “Inventory & Inspection of Disposable Property”, Appendix IV (Form 

B). Proper inspection and accurate recording is essential to assist with the next stage in the disposal 

process of valuing and estimating the described property. The following details the steps required 

for this stage:  

 

 

 

 

 

 

 

 
 

 

 

10.7 Valuing/ Estimating Property 

Valuation plays an important part in the effective and efficient disposal of assets/ items, as it 

provides an important reference point to help procuring entities select the most appropriate 

disposal option. The most accurate determination of value is the price that the competitive market 

is prepared to pay. There are qualified agents who can provide procuring entities with expert 

valuations to ensure that the seller’s expectations are realistic. It is recommended, however, that 

entities only engage the services of an agent if the goods/ items are of sufficient value.  

 

Valuation agents may apportion a value based on their replacement cost (for insurance 

purposes) and this value will often be considerably higher than what will eventually be realised at 

• The Disposal Committee would obtain the inventory list of all property as 

identified and their current respective locations 

• Ensure that each property listed on the inventory list is at the location 

recorded 

• Upon inspection, verify the data on the inventory listing and note/document 

any of the property that may be missing/ unlocated  

• Document the condition of each item as inspected 

• Ensure the property record is updated accordingly 
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sale. Alternatively, valuation agents/ accounting personnel may determine that a particular asset 

has no book value after depreciation when in fact they could realise a considerable sum at sale. 

Therefore, the basis for evaluation should always be market value, taking into account that assets 

should be sold ‘as is, where is’ without warranties. The calculation of the appraised value shall be 

based on the generally accepted formula, taking into consideration the property’s actual physical 

condition, the relevant reference price information and the changes in the purchasing power of 

money. 

 

The following shall be used during the appraisal/valuation of the property for disposal, when 

such property is still operational/ functional or can be repaired, in order of priority: 

➢ Current Market Value of comparable property 

➢ Replacement Cost for new property of same type 

➢ Acquisition Cost of the property 

 

The Disposal Committee should deliberate on the appropriate appraised value that will 

become the minimum sale/ bid price. For more information, please refer to the ‘Sample Appraisal 

Report’ in Appendix IV (Form C). 
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10.7.1 Principles & Implications for valuation of property for disposal 

Principles & Implications for Valuation 
Principles  Implications 

Each public body identifies 

public property within its 

control that has the potential 

for disposal. 

 Tangible assets, inventories and attractive items may be readily 

identified and registered on acquisition and depreciated or 

expended in use.   

Intangible items and scrap materials may not be so easily 

identified, tracked and managed. Developed intellectual property 

and ideas for the sale of rights in the form of concessions, that may 

attract valuable consideration upon disposal, may emerge and 

must then be tracked and managed like any other form of public 

property.  

Each public body must take stock of all the property under its 

control and ensure that there are effective systems in place for 

identifying, managing and tracking same. 

 

   

Estimates of the value upon 

disposal are made for the 

property that a public body 

has under its control. 

 The estimated value (monetary and non-monetary) upon disposal, 

may differ from adjustments to the value upon acquisition.   

Identifying the estimated value upon disposal assists the public 

body to understand the likely value that may be returned through 

a disposal action and therefore provides a basis for establishing 

reserve pricing and for evaluating offers for acquiring the property.  

There are costs involved in disposing of public property and these 

must be weighed against the value returned through the disposal. 

 

   

Public property that may have 

been fully depreciated over its 

useful life or be considered 

waste, scrap or a by-product 

may have value upon 

disposal. 

 The potential value of items of public property upon disposal 

should be assessed prior to disposal action being taken. The 

disposal is then undertaken with the view to realising at least that 

value taking into account, costs of disposal.  

 

   

Costs of disposal are 

identified and optimised to 

ensure that the net return 

 In framing the disposal strategy, potential costs of undertaking a 

disposal are identified and these are balanced against the likely 

return of value upon disposal.  
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Principles  Implications 

upon disposal is the best 

achievable. 

The likely returns under different disposal cost structures must be 

considered in developing the disposal strategy. Disposal costs may 

include sales agent fees, auctioneer’s fees, valuation fees, 

advertising fees as well as costs of preparing the property for sale 

e.g. ensuring that all data is erased from computers.  

Different sales channels may incur different cost scenarios or 

structures. 

 

   

The potential value of public 

property upon disposal is 

expressed in monetary and 

other relevant qualitative 

terms.  

 Assessing and understanding the types of values other than 

monetary value that may attach to an item of public property, 

facilitates identifying those that may be interested in its 

acquisition.  The field of those interested in acquiring the item 

constitutes the relevant disposal market participants. 

 

   

Understanding the potential 

uses of property that is to be 

disposed of facilitates 

identifying participants in the 

relevant market. 

 Careful analysis of the potential uses of property to be disposed of 

as part of developing the disposal strategy, facilitates identification 

of the market of those who may be interested in competing to buy 

it. The disposal strategy is then framed to effectively address the 

relevant market participants.  

Table 4 

10.7.2 Factors that may affect valuation of property for disposal: 

➢ Idle, retired, abandoned or fully depreciated assets/property may not have a value-in-use 

and may be reported on the organisation’s books as the value $0.00, but the property 

may actually have a value-in-exchange.  

➢ Improper record keeping – verification of cost found on general ledger (in books) if 

different from the cost being reported (that is, acquisition/ original cost).  

➢ The unavailability of depreciation schedules for assets available to the organisation to 

assist in valuation of property identified for disposal.  

➢ Condition of the asset in terms of restoration/ modifications can be added to the original 

cost of the item and adjustment of the age of the asset made accordingly.  
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10.8 Developing the Disposal Strategy  

The disciplines attached to developing a disposal strategy are fundamentally the same as 

those involved in developing a procurement strategy and therefore associated best practices can 

also be applied. Nevertheless, there are some points of similarities/differences, as identified in the 

following table.  

Comparing Procurement and Disposal Strategies 

Procurement strategy Disposal strategy 

o Assessment of the need o Assessment of the property for 

disposal, including its potential uses 

and its value. 

o Stakeholder analysis o Stakeholder analysis. 

o Supply market analysis o Disposal market analysis. 

o Procurement strategy 

development 

o Disposal strategy development. 

Table 5 

Figure 8 - General Principles of Disposal Strategy 

 

 

 

 

 

  

Review of the subsequent implementation of the disposal action by the Procurement and Disposal Advisory Committee (PDAC) 

and Accounting Officer, ensures that the disposal action was conducted in accordance with the approved strategy. 

 

Disposals which involve high risk and/ or high value for the public body and therefore require a clear strategy to ensure that 

programmatic/business goals and objectives are met. 

 
Consistency of the transactional strategy with organisation and category level objectives and strategy mitigates the potential 

for the disposal action to be subverted to nefarious ends. 

 
The development of a disposal strategy enables the ensuing action to be undertaken in a manner most likely to achieve the 

planned outcomes. 

 The development of the strategy by a cross-functional team ensures that a variety of organisational perspectives are 

incorporated into the strategy and no individual can easily subvert the process in their own interests. 

 
Basing the strategy on a thorough and documented analysis of the public body’s requirements/needs, the stakeholders’ needs 

and issues and of the operation of the relevant demand market ensures that there is a basis in evidence for subsequent 

decisions and actions. 

The review and approval of a strategy by the “Named” Procurement Officer, PDAC and Accounting Officer or equivalent prior 

to its implementation, ensures that the basis of the strategy is sound from both a programmatic/business and commercial 

perspective. 

 
The inclusion of a ‘disposal plan’ in the strategy, means that the anticipated issues in delivery have been fully considered when 

framing the strategy. 
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10.8.1 Disposal Requirements Analysis 

The Disposal Requirements Analysis focuses on the tasks that determine the disposal needs 

or conditions to be met in the case of items identified for disposal. The analysis takes into account 

any conflicting requirements of various stakeholders, and it documents, validates and manages 

disposal requirements. The analysis should include the following: 

• Definition of the goods/personal property/ items – A detailed description/specification of the 

items identified for disposal, including but not limited to type, make, brand etc. Items could 

be catalogued with pictures for further definition. 

• Summary of findings of property needs assessment/ feasibility study (s)/ business case – This 

information should be sourced from prior reports conducted on identified items to support 

the case for disposal. 

• Spend analysis/ possible disposal expenditure - Spend analysis is the process of collecting, 

classifying and analysing expenditure data with the purpose of decreasing disposal costs, 

improving efficiency, monitoring controls and ensuring compliance. Based on the disposal 

method selected, costs can be incurred, and the intention is to incur the lowest possible 

costs in the disposal process. It therefore involves answering the question, what is the public 

body’s anticipated spend for the disposal process? Examples include possible spend on 

transport, laborers, storage etc. If no cost is expected to be incurred when disposing items, 

then a spend analysis is not required and this could be stated accordingly. 

• Cost breakdown based on applicable spend - Follows from what was identified before, as 

applicable. 

• Any current demand/ contractual issues (based on the terms of existing contracts/ leases for 

the items) - Consider any contracts/ leases/ terms and details of same that may be in 

existence for the identified items from the initial purchasing arrangements that may affect 

the disposal decision. These include but are not limited to employee contracts, company 

policy for employees, other agreements etc.  

• Specification of requirements issues (example; scope, scale, functional vs performance vs. 

technical, alternatives, sustainability, etc.) specify/list all applicable issues for the disposal 

requirement. For example, when disposing of computers or laptops, there is a requirement 

that all data stored must be cleared, as issues could arise where confidential or personal 

information is exposed. 

 

 

 

https://en.wikipedia.org/wiki/Requirement
https://en.wikipedia.org/wiki/Stakeholder_(corporate)
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10.8.2 Stakeholder & Market Analysis 

Considerations for Stakeholders & Market Analysis 

 

 

Analysis of the relevant demand market 

Principle Implications 

The demand market most 

relevant to meeting the 

need is identified and its 

operation is described and 

analysed. 

Demand market participants generally focus on meeting the 

needs of certain customer segments. Identifying and analysing 

the demand market most likely to meet the expressed need is 

essential for framing the disposal strategy. 

The dynamics of the 

operation of the relevant 

demand market are 

analysed and understood 

in order to frame a 

strategy to effectively and 

efficiently meet the 

expressed need and to 

achieve best value for 

money. 

 

The operation of the relevant demand market is defined 

through:  

a. analysis of the market structure;  

b. consideration of how buyers in the market compete 

with each other;  

c. assessing the nature and quality of the supply chain, 

considering the availability of substitutes;  

d. evaluating the buyers’ perceptions of the disposal entity 

as a supplier; and  

e. assessment of political, socio/cultural, environmental, 

economic, regulatory or other external factors that may 

impact on the operation of the market. 

The extent of the demand 

market research and 

analysis undertaken is 

proportional to the 

anticipated benefits to the 

outcomes of the disposal 

action. 

In applying effort and resources to demand market analysis, the 

benefits derived from the research activity must be weighed 

against the time and costs involved. Where there is an existing 

documented analysis of the relevant demand market, this 

should be reviewed and refined. Systems for managing 

corporate knowledge of key demand markets should be 

maintained. 

Analysing and 

documenting the 

operation of the demand 

market promotes 

transparency and 

integrity. 

It is difficult to subvert a disposal action when the operation of 

the relevant demand market is documented as a basis for 

decision making in framing a disposal strategy.  
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Table 6 

 

Analysis of the stakeholders’ influences 

Principle Implications 

All stakeholders with an interest in the 

disposal and its outcome are identified and 

their respective needs, issues and 

influences described. 

Where stakeholder interests are not 

identified and their influences managed, 

there are opportunities for the disposal 

strategy to be delayed, subverted or skewed. 

The needs and issues of influential 

stakeholders are fully analysed and 

understood, especially where these relate 

to acceptance of the outcome of the 

disposal action. 

Where the needs and issues of influential 

stakeholders are not fully known, it may be 

necessary to engage in formal consultations, 

the results of which are considered in 

framing the disposal strategy. 

Making explicit the needs, issues and 

influences of stakeholders promotes 

transparency. 

It is more difficult for stakeholders to 

negatively manipulate a disposal action in 

their particular interests when their needs, 

issues and influences are exposed through 

their documentation and management of 

the disposal strategy.  
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10.8.3 Factors to be Considered Prior to Disposal 

10.8.4 Decision: Retention or Disposal  

A public body can adopt the following test to determine whether public property should be 

retained or disposed. 

 

 

 

 

 

 

 

 

 

 

 

Figure 10 

1

Other uses for items identified for disposal (effort should be made to ensure no other department within 
a public body has a need for the asset)

2

Hazardous Materials (that any dangerous goods are disposed of in an authorised and sustainable 
manner) 

3

Public body's conflict of interest (that the officers involved in the disposal process have no conflict of 
interest)

4
Identifying marks (that any public body's  identifying mark or insignia is removed) 

5

Associated material (ensure that assets to be disposed do not contain confidential documents; software 
which may have licensing implications or additional items which are not intended for disposal)

6
The method of disposal most likely to provide the highest revenue and most feasible for the public body.

Retention

•Financially practical

•Public interest

Disposal

•Not fit-for-purpose

•Surplus to requirements

•End of useful life

•Market failure

FIGURE 9 
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➢ 10.8.5 Financial Practicality  

The following exercise determines whether the continued investment of ‘public money’ in a 

specific public asset is warranted from a purely financial perspective. The test establishes whether 

personal property is ‘underperforming’ and will continue to do so in the future; for example, if the 

cost of operating and maintaining a vehicle or piece of machinery will be greater than the value of 

the services it is used to provide.  

 

Under this test, the financial performance of personal property must meet or exceed industry 

measures such as the long-term yield on investment.  

 

The financial viability test provides one important perspective, but the conclusions reached 

using this quantitative approach need to be applied to the specific characteristics of the property 

itself and the objectives of the public body owning it. For example, the performance of public 

property may be improved sufficiently through shared use with another public body or through 

renewed maintenance or refurbishment. Other tests for market failure and public interest may 

also favour retention. 

 

Profit/ Gain or Loss on Disposal 

 

It is recommended that public bodies conduct a disposal gain/loss calculation when a specific 

property is to be disposed of in order to determine the financial viability of the process. Such 

calculation should be done by comparing the difference between the carrying amount and the 

disposal proceeds, which would result in profit/gain or loss on disposal. 

 

NOTE: When the disposal proceeds are greater than the carrying amount, a profit will be realised 

on disposal and when the disposal proceeds are less than the carrying amount, a loss will be 

incurred on disposal. If the calculation shows loss on disposal, the best method of disposal would 

be dumping the asset or selling it as spare parts. 

 

If the public property meets or exceeds the targets under the financial viability test, it should be 

retained. However, if the public property falls short of these targets, and if its financial 

performance cannot be improved without the significant investment of additional public money, 

it should become a candidate for disposal. 



General Guidelines- Retention and Disposal of Public Property 

54 
 

➢ 10.8.6 Public Interest 

Public interest is an important aspect that public bodies should consider with respect to 

public property disposal or retention. For example, a case for retention can be made when public 

property is no longer financially viable but has significance to the entity, or when environmental 

aspects require ongoing government ownership and management. The retention of public 

property may be justified by clarifying that a compelling public interest exists and will persist for 

some years.  

 

➢ 10.8.7 Market Failure 

Market failure can occur when items identified for disposal may have little or no market 

value; there may be low or no demand for the items; limited or no market participants and there 

may be many factors (socio-economic, political etc.) that may affect the market. As such, when 

property experiences market failure, has reached the end of its useful life, surplus to its 

requirements or simply not fit for purpose, these all support and lead to the decision to dispose. 
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10.8.8 Methods of Disposal 

Figure 11 

 

We will now explore the above disposal options and provide some guidance for each. 

 

➢ Public Tender 

 

Tendering is a disposal procedure that should only be undertaken where there is a clear net 

return to the public entity from such a process. For example, assets to be disposed of by way of a 

tender are items known to have a market value but the exact value cannot be determined.  

 

Methods of Disposal

Recycle

Cannibalise/ 
Reuse

Public/ 
Spot Sale

Public 
Tender

Donate/Gift

Destroy/ Dump
Concession/

Lease

Public 
Auction

Trade-In

Transfer

Selling to 
employee
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Procedures for Tendering for Disposal of Public Property  

The OPR recommends considering the following guidelines with respect to tenders: 

NOTE: Public bodies should utilise the same tender procedures as used when executing public 

tenders for the Procurement process. 

Step 1

•Obtain approval from the Accounting Officer and/ or Equivalent to move forward with the 
recommended disposal strategy.

Step 2

•Tenders shall be advertised by the public body according to the level of exposure the body 
deems appropriate with the aim of delivering the best net result for the body. Notification of 
the tender should be advertised in the newspapers and publications that may attract 
interest in the items for tender.

Step 3

Tenders submitted by interested parties shall be held in the Tender Box in the public body's 
offices until the closing date, following the same process as used for procurement 
proceedings accordingly.

Step 4

Tenders shall be opened, dated, stamped and recorded. The evaluation shall then be carried 
out and the results recorded. The successful tenderer shall be notified in writing.

Step 5

The Accounts Department of the public body shall be notified of the sale in a specified 
format giving full details of the goods tendered, the name of the successful tenderer etc. 
The Asset Register for that item shall be amended accordingly by the public body. 
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➢ Public/ Spot Sale 

The sale of public property involves assigning a price to the item(s), cataloguing it/them, and 

publicising the availability for sale and the price in a suitable manner. This may range from a 

newspaper advertisement to a general email/notice. Also, a spot sale has been identified as a type 

of public sale and involves pricing items and offering them for a sale in a sales mart environment. 

This method is favoured whenever there is a steady supply of items that do not lend themselves 

to sale by auction or sealed bid. 

 

To ensure a fair price is paid, an independent person (not linked to the public entity 

concerned and with appropriate expertise) should be involved to confirm that the sale price is 

appropriate.  

 

Prospective buyers may be given an opportunity to inspect the assets prior to sale or the 

goods/ items can be sold “as is, where is” without warranties. The collection or forwarding of the 

assets is normally contingent on the presentation to the entity of evidence of payment of the sale 

price.  

 

➢ Public Auction 

A public body may, under certain circumstances, engage an agent (auctioneer) to undertake 

the disposal of goods/ items by public auction or utilise any applicable in-house capability. 

Auctioneers should only be selected from the prequalified listing. 

 

Where an auctioneer is involved in the public auction, it is important to advise the 

auctioneer, in writing, of the public body’s instructions relating to the sale. Information might 

include timeframe for sale, target revenue, condition and location of assets, reserve price and end-

user restrictions.  

 

These conditions should be part of the formal agreement or contract with the auctioneer 

and constitute the authority for the auctioneer to undertake the sale in accordance with the public 

body’s requirements. It is also recommended that adequate security assistance is sought for public 

auctions. 

 

➢ Transfer to Another Public Body 

 

In some cases, an asset may have no use for one public body but may be of value to another 

one. In such cases, an asset transfer may be agreed by the two public bodies. Such transfer may 
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either be at no cost to either public body or entail a fee or price negotiated by the two public bodies 

concerned. 

 

When evaluating the appropriateness of this option, it is important to consider whether the 

surplus goods/ items can be of use to another public body. This means that the seller of the goods/ 

items must begin looking for potential buyers as soon as it is known that they will be surplus.  

 

Some public bodies may indicate their interest in certain types of surplus goods/ items. One 

such example is obtaining information technology equipment for educational purposes. If a public 

body prefers a particular surplus item, they need to promote this intention themselves and ensure 

that the transfer is effectively managed. If an appropriate opportunity arises,  public bodies are 

encouraged to consider this option and contact the relevant public body accordingly. 

 

Means to Expedite the Transfer of Excess Property  
 

➢ Cannibalise/Reutilisation 

 

To cannibalise means to remove components for reuse, rendering the parent unit unusable. 

The parent unit with missing parts could be recycled/destroyed/dumped based on the type of 

equipment in question. Additionally, a public body could consider reusing the property identified 

for disposal, maybe after conducting repair/ upgrades, re-upholstery, refurbishment etc. 

 

➢ Recycle 

Recycling can generate income and reduce waste streams. Public bodies can implement 

recycling programmes, including paper, cans, glass, plastic, scrap metal, electronics, toner 

cartridges, oils, chemicals, batteries, tyres and other materials that are generally considered 

recyclables and placed in collection bins or otherwise handled for disposal through recycling. The 

environmental benefits of recycling include resource conservation, solid waste reduction, 

• - Complete ‘Transfer of Excess Property Form’ (see 
sample in Appendix IV - Form G)

• - Transfer any available operating manual, parts list, 
diagram, maintenance log or other instructional 
publication along with the property itself.
- Allow receiving public body access to items upon 
arranging date for dispatch.

Allow the 
interested public 

body to view 
property and 
take pictures
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environmental protection, energy conservation and social and economic development. Recycling 

can boost the public image and raise team spirit by employee participation. Recycling is a win-win 

for any public body.  

Please refer to the ‘National Guidelines for Airconditioning and Refrigeration Sector of 

Trinidad and Tobago’ as well as the ‘Scrap Metal Policy for Trinidad and Tobago’ for further 

guidance on disposals for this area. Additionally, research should be conducted in regard to the 

relevant ‘recycling companies’ in Trinidad and Tobago for disposals of this nature. 

 

➢ Destroy/ Dump 

Items with no market value and no use to any other public body may be destroyed/ dumped in an 

appropriate and safe manner that ensures all rules and regulations of the Environmental 

Management Authority (EMA) are observed. If the property has usable parts or components, 

persons with the need for these parts should be notified before the destruction of property takes 

place. Upon using a certified waste management disposal agent/ organisation to destroy/ dispose 

of items, a Destruction/ Disposal Certificate is usually  obtained as proof of execution/ completion 

of the exercise. 

 

➢ Concession/ Lease 

Items could be offered at allowances or preferential rates maybe in response to special demands 

or requests from other public organisations, where for example consideration could be given to 

include property/ assets apart of a lease agreement or arrangement. However, based on best 

practices, it is important to note the following:  

• The award of a concession must involve the transfer to the concessionaire of an operating 

risk that encompasses demand or supply risk or both. 

• The concessionaire must assume operating risk under normal operating conditions. 

• A public body is the owner, but the Concessionaire enjoys usufruct (all obligations and 

opportunities). 

• Public bodies must ensure in concession agreements that property is kept in good 

condition, e.g. obligation to regularly reinvest. 
 

➢ Trade-In 

Trade-in can occur when used property is offered to the vendor from whom similar 

equipment (in most cases) is being purchased. If the property has very little commercial value, the 

trade-in may be the most effective means of disposal, offering the highest rate of return. The 

primary role of disposal personnel in this process is:  
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• Ensuring the public body is authorised to conduct trade-in on the property in question 

and/or obtaining written authorization as may be required.  

• Ensuring the value being offered by the vendor is fair market value or better than market 

value for the used item (an appraisal may be needed).  

• Retiring the property from the property system.  

• Creating appropriate records of the trade-in for reporting purposes. 

Please refer to the ‘Scrap Metal Policy for Trinidad and Tobago’ for further guidance as applicable 

for this method of disposal. 

 

➢ Donation/ Gift 

Donations are an effective and beneficial method of disposal. There are many non-profit and 

other worthy causes that have need of available excess property. Public bodies must ensure these 

recipients are legitimate and that they responsibly handle property as directed by local laws. 

Donations can help to create positive public relations within the community in which a public body 

is located. 

 

➢ Disposal to public employees (Section 7: Public Procurement and Disposal of Public 

Property (Retention and Disposal of Personal Property Regulations, No.2, 2021) 

Where a public body proposes to dispose of personal property to an employee of a public 

body or a member of a board or a committee of a public body (“an identified person”) either by 

way of direct sale, as a result of an auction or bidding process, or any other means of alienation, 

the Procurement and Disposal Advisory Committee should send a notice to the Accounting Officer 

or equivalent in a public body, seeking prior approval and setting out the following:  

 

❖ the details of the item(s) earmarked for disposal; 

❖ valuation report, where applicable, of the items earmarked for disposal;  

❖ the method to be adopted for disposal and, if by way of direct sale or transfer, the 

reasons for the proposed disposal to the employee or member; 

❖ the name of the employee or member; 

❖ the relationship of the employee or member to the public body; and 

❖ such other relevant details including the proposed disposal price. 

 
A public body shall, within ten (10) working days of the disposal of the personal property 

where the net book value, market value or residual value is in excess of one hundred thousand 

dollars –  

➢ notify the Office of Procurement Regulation of the disposal indicating details of the items, 

the disposal price and the name of the employee or member  
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Also see Appendix V for ‘Sample Sale Rules’ for use when conducting inhouse sales via a lottery 

system. 

 

NOTE: All applicable certificates and supporting documentation as obtained from using any of the 

methods of disposal described above, must be submitted and or appended to the “Summary Report 

of Approved Disposal Action (Form G). This report is a part of the last stage of the disposal process, 

where public bodies are required to report on their approved disposal actions as executed, through 

their Procurement and Disposal Advisory Committee (PDAC), Accounting Officer and then to the 

Office of Procurement Regulation. 

 

10.8.9 Evaluate the best disposal option 

When selecting the most appropriate method of disposal, it is important that public bodies 

carefully evaluate each option. This can be achieved by identifying the costs and benefits of each 

option and linking them to the requirements of the disposal.  

 

Public bodies are encouraged to plan their evaluation carefully and employ tools that 

enable a systematic examination of each option (e.g. disposal method matrix). To assist the 

evaluation, there are a number of benefits and drawbacks that have already been identified. These 

are listed in the following table. 

 

Disposal Method Matrix 

BENEFITS  DRAWBACKS 

   

Transfer 

- Achieves market price  

- Achieves value for 

money 

- Enables efficient 

disposal 

- Process is transparent 

  

- May not achieve maximum price 

- May require considerable effort 

Inviting Competitive Offers  

- Achieves value for 

money 

- Process is transparent 

- Process is open and 

competitive 

- Achieves maximum 

return 

- Tenderers may be vetted 

  

- Resource intensive 

- Requires advertising 

- Delays may result from appeals or a failure to 

finalise purchase 
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BENEFITS  DRAWBACKS 

Auction  

➢ Enables efficient disposal 

➢ Process is open and 

competitive 

➢ Achieves maximum 

return 

➢ Costs are known prior to 

disposal 

➢ Public body uses minimal 

resources 

➢ Effective disposal for 

spare parts, scrap 

  

➢ May require transporting goods/ items to auction 

site  

➢ May take considerable time to dispose of goods or 

may be left with undisposed goods/ items 

➢ Items may not be shown at real value 

➢ Buyers may enter into anti-competitive practices 

➢ Involves paying Auctioneer’s Fee 

Table 7 

Please note that this list is not definitive, and the benefits and costs identified are not exclusive to 

each option. Public bodies are encouraged to add to the list over time in developing their individual 

disposal strategy. 

 

10.8.10 Selection of Preferred Disposal Option 

When selecting the preferred option for disposal, it is recommended that public bodies consider a 

range of factors that will impact the disposal process. This requires the disposal to be carefully 

planned, allowing each option to be properly evaluated.  

 

Factors to consider include, but not limited to: 

❖ the type and condition of the surplus goods/ items; 

❖ whether there have been any offers from other public authorities;  

❖ the nature of the recipient market; 

❖ time and resource issues; 

❖ the costs and benefits provided by each disposal option. 

 

A significant ‘Disposal Strategy Development Analysis & Report’ template is attached in 

Appendix IV (Form F) for use in developing the disposal strategy. The sections prior provide details/ 

guidelines to consider when completing the specific sections of said report. 
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10.9 Significant Disposal Action  

Principles of Significant Disposal Action 

All conditions necessary for the 
disposal to be implemented must 
be in place prior to any approach 

to the market being made, since it 
is unfair to potential purchasers to 
have them incur costs in framing 

an offer if the disposal is uncertain 
or likely to be delayed

It is a fundamental principle of 
fairness and transparency that the 
basis of evaluation and selection 
communicated in the disposal/ 

sale documents is the actual basis 
upon which bids/offers are 

evaluated and the successful 
bidder is selected

The basis of all decision-making, 
procedural variations and 

observations concerning the 
progress of the action must be 

clearly documented and placed on 
the file so that those with the 

authority to scrutinise the disposal 
action may readily do so.

The disposal action must follow 
the approved strategy. Should the 

action require material 
adjustment or fails overall, a new 
significant disposal strategy must 
be developed for approval, taking 
into account the implications of 

the factors that contributed to the 
failure or necessity for making a 

material adjustment

The specifications/terms of 
reference/statements of offering 
and all associated disposal terms 
and conditions, including those of 
solicitation and sale agreements, 
should be complete and clearly 

framed because bidders will price 
in a risk premium or discount their 

offers in the case of disposals to 
cover the extent of any 

uncertainty they may perceive.

The schedule stated in the 
solicitation documents for 

interested participants to seek 
clarifications, to submit bids/offers, 

evaluation, contract award and 
delivery commencement should be 
realistic, clearly stated and adhered 

to because potential bidders will 
frame their bids/offers around the 

availability and cost of their 
resources based on the stated 

schedule.  Where schedules are 
routinely extended, potential 

bidders may discount their bids to 
cover the potential additional costs 

of such delays.

Fairness to all potential bidders/ 
purchasers is essential and this 

must be reflected in the provision 
of exactly the same solicitation 

information, documents and 
clarifications at the same time and 

in the same manner to all

The receipt of bids/offers should 
be managed in a manner that 

gives confidence that the 
bids/offers are secure and free 
from tampering and that all are 
opened at the same time and in 

the presence of witnesses

The outcomes of the action are 
presented to the Procurement 

and Disposal Advisory Committee 
(PDAC) for review.  The file, 

including the case and 
recommendations for contract 
award, must be complete and 

logical to allow the Committee to 
determine if:-the approved 

strategy had been followed; the 
procedures set out in the 

guidelines were followed; value 
for money has been obtained.
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10.9.1 Preparation of Property/ Items for Disposal 

Public bodies should ensure that goods/ items for disposal do not contain material that is not 

intended for disposal. In order to avoid embarrassment or legal liability, it is important to ensure 

that all appropriate checks are made. A failure to do this could result in: 

➢ material being misused or used for fraudulent purposes; 

➢ classified information being leaked; 

➢ privacy legislation being breached.  

 

Materials that should be cleared include stationery (particularly printed stationery), 

computer software, records, files, papers, whiteboards and hazardous items. Ensuring that surplus 

goods prepared for disposal have been properly cleared will help maintain the integrity of the 

public body and the Government in general.  

 

It may also be beneficial to perform minor repairs on some goods prior to their disposal. This 

decision should be based on whether these repairs will make the goods more saleable and provide 

an increase in the return that is greater than the cost required to perform the repairs.  

 

Finally, it is important that goods are kept in a secure location and not used following 

inspection. This will ensure that the goods maintain their condition, reducing the likelihood of 

complaints from potential bidders/ buyers. 

 

10.9.2 Disposal of Property/ Items 

Once a public body has selected the preferred option and made all necessary arrangements, 

the goods may be disposed of. It is important that the public body manage the disposal process 

effectively, ensuring that responsible officers or service providers undertake the disposal in the 

prescribed and approved manner.  

 

A catalogue of said items, including item numbers, pictures, quantity available and selling 

price should all be drafted for easy viewing and fair dissemination of information. It is also 

important that the public body properly accounts for all disposals in their asset register. All public 

bodies should decide on the frequency with which to conduct disposals, based on urgency and 

time and cost constraints. The recommended frequency is at least once a year. 
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10.10 Managing Disposal Action & Outcome 

10.10.1 Risks of Disposal 

The disposal of personal property may be contentious and there are a number of risks that 

must be carefully managed. The following identifies significant risks and their treatment. 
 

Risk Identification and Management 

Table 8  

 

 

 

RISK RISK MANAGEMENT 

Lack of systems for identifying, tracking and 

managing scrap, materials, tangible and 

intangible assets or other attractive items that 

may be disposed of 

Workflows and systems include asset/ items 

and inventory identification, registration and 

tracking. Systems may be manual or 

electronic but must be maintained 

Failure to properly estimate the potential 

value, both monetary and non-monetary, of 

personal property on disposal 

Value estimates are confirmed as part of 

disposal strategy development, including both 

monetary and non-monetary elements 

Making unfounded assumptions about the 

nature of the operation of relevant markets 

for disposal of items of personal property 

Relevant market for disposal identified and 

analysed as part of the process of developing 

disposal strategy 

Failure to identify and manage the needs and 

issues of stakeholders in the disposal process. 

Stakeholders’ needs and issues identified and 

analysed as part of the process of disposal 

strategy development 

Over-ordering of items to create a surplus to 

requirements that can subsequently be 

acquired on disposal at a bargain price. 

Proper segregation of duties: requirements 

estimation from ordering and from receipt 

and custody of ordered items 

The best possible return to the public body 

upon disposal of personal property is not 

achieved 

Development and approval of disposal 

strategy that identifies how to obtain the best 

return net of disposal costs, based on a 

careful estimation of the value (monetary and 

non-monetary) upon disposal. 

Failure to identify and manage perceived, 

potential and actual conflicts of interests 

among stakeholders in the disposal process 

Those involved in a disposal action must 

complete a declaration of confidentiality and 

impartiality. The needs and issues of 

stakeholders are identified in the disposal 

strategy and managed appropriately. 
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10.10.2 Risk Considerations 

The biggest risk is that public property may be undervalued, ignored, stolen, lost or wasted 

before being identified for disposal.  

 

Additional risks include:  

 Individuals for whom public property may have some value may actively seek to hide or not 

disclose the existence of such property. For example, scrap materials left over from a 

construction project may be pilfered on the assumption that it is of no apparent 

commercial value or that no one will miss it.   

 Intellectual property developed using public funds may not be properly identified and 

managed and subsequently stolen rather than disposed of for valuable consideration.   

 Public property that is surplus to requirements may be ordered with the intention of 

pilfering or concealing it to prevent proper disposal. There may be a lack of diligence 

exercised in identifying and valuing property. For example, a right that would constitute 

public property with the potential for disposal for value as a concession, may be 

misidentified or undervalued. 

 The value of public property on acquisition may not be a very good estimate of its value 

upon disposal. Apart from depreciation due to wear and tear, dilapidation, obsolescence 

or conversely, enhancements, other factors impinge on estimated value on disposal. For 

example, valuation upon acquisition does not consider value that may have since been 

created, such as in the case of intellectual property or in the case of rights that could be 

disposed of by way of a concession.  

 Changes in the basis of market values for assets are not taken into account in estimates 

based on acquisition cost. An example is that of old desktop computers that may have little 

or no depreciated (book) or market value in use, but there may be value in their contents 

sold as scrap. 

 

 An assessment therefore needs to be undertaken of the likely value upon disposal, taking into 

account the range of salient factors. Such factors also impinge upon defining the relevant market 

participants that would have an interest in acquiring the property on disposal.   

Such interests would include: 

 

• Monetary Value  - The market for an ‘old desktop computer’ may not be those seeking to 

utilise the item, but those seeking to recycle or refurbish such as specialist scrap dealers. 

• Heritage Value - An item may or may not have intrinsic monetary value but may have 

heritage value or value for use in programme or service delivery that is over and above its 

monetary value. 
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Such aspects of valuation require consideration prior to a disposal being undertaken and should 

form part of the research and analysis in preparing a strategy for disposal. 

 

10.10.3 Review of Disposal Process 

To ensure that disposals are undertaken in an efficient, consistent and equitable manner, it 

is important that public bodies evaluate the process and outcome of each disposal. This should be 

undertaken at a level that is commensurate with the value and complexity of each disposal. 

Evaluation enables performance to be measured against government disposal goals and assists 

entities in seeking continuous improvement. A ‘Sample Summary Report of Approved Disposal 

Action’ is provided in Appendix IV (Form F), which should provide all details of the completed 

disposal process. 
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Section 11 
 

Special Considerations 
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11. SPECIAL CONSIDERATIONS 

11.1 Special Provisions relating to IT Equipment 

Because of the rate of change in technology equipment, large numbers of machines become 

obsolete on a regular basis and most machines have no residual value after a certain period of 

usage. Machines and equipment certified by the public body to be obsolete and to have no residual 

and no market value shall be disposed of in the most cost-effective manner. Generally, donation 

of the equipment is a recommended approach, as some community service organisations may be 

able to extract some value from the equipment. No liability for such goods shall be accepted by 

the public body.   

11.2 Financial Management 

Reporting and accounting for disposal of all assets will be done in accordance with each public 

body’s accounting practices and financial reporting standards. 

                                                                                                                                                                                                                                                                                                                                                                        

However, the Manager, Accounting/Financial Services should ensure that appropriate financial 

management practices are followed and the public body’s records are maintained, including the 

financial accounts and asset register12. 

 

11.3 Disposal of Hazardous Items 

Hazardous items must be disposed of in a manner that safeguards against environmental 

risks and addresses health and safety issues. A public body disposing of hazardous or potentially 

pollutant goods must obtain advice on policy and environmental considerations from the relevant 

governmental authority13. 

 

For example, advice from the EMA and other relevant agencies should be sought in 

successfully executing such disposals. Each public body is responsible for ensuring they act in 

accordance with the waste management regulations of Trinidad and Tobago. 

 

11.4 Sustainable Disposal 

 

There are several ways that an asset at the end of its life may be used or disposed of in a 

sustainable way. Disposal options should be reviewed and assessed with the main purpose of 

managing environmental impacts, maximizing recycling and reuse and determining the 

 
12 Port Macquaire Hastings Council, Asset Disposal Policy  

13Government of Western Australia, State Supply Commission, Department of Finance, Disposal of Goods 
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opportunities to minimize landfill use and pollution. Unethical disposal can have significant impacts 

such as remediation costs and may damage the reputation of the organisation14.  

 

Sustainable disposal methods are usually known as the 4R’s:  

• Recycle 

• Repair 

• Reuse 

• Reduce15  

 

It is the public body’s responsibility to maintain sustainability for the benefit of our 

environment as well as for future generations. Sustainable disposal can create jobs, greatly 

improve the waste management systems existing within public bodies and therefore lessens the 

impact of human activities on the environment, which improves the air and water quality thereby 

improving overall health life.   

 

Please refer to the OPR’s website for more information on this area in the document entitled 

“Sustainable Development and Sustainable Procurement and Disposal”. 

 

11.5 Sale Execution 

The public body shall offer no warranty on the condition of the goods it sells. The request for 

tender, auction catalogues or any other sales documentation should provide as full a description 

of the items as possible, specify that goods are sold ‘ex works’ or ‘as is, where is’, and invite 

prospective buyers to inspect the goods before the sale. 

 

Where there are faults, damage or any other flaw in the item being disposed of, these must 

be clearly stated to any prospective buyer.  

 

The documentation must advise that the public body will not admit any claims on the 

grounds of defective goods, incorrect description or error in quantity. A buyer may, however, lodge 

a claim for an adjustment of the purchase price should there be a deficiency between the quantity 

of goods described and/ bought and those available at the time of delivery.  

 

 
14 International Organization for Standardization. (2017). Sustainable Procurement - Guidance. ISO 20400, 1-62. 
15 ScienceDirect. (2014). Sustainable Disposal. Sustainability in Engineering Design, 2014. Retrieved from 

https://www.sciencedirect.com/topics/engineering/sustainable-disposal. 
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11.6 Lost or Stolen Property 

Lost or stolen property must be reported to the NPO immediately upon discovering the 

situation. The public body shall ensure that the incident is recorded, and an investigation is 

conducted. Where appropriate, the public body should ensure that these matters are reported to 

the police.  

Insurance claims are initiated as a separate event. Subsequently, an official report will be 

required to update the asset register. Additional reporting may be required in the event of large 

and/ or frequent losses. 

 

11.7 Disposal of Intangible Property 

 

 

 

 

 

If the disposal of intellectual property is not well managed, the public body can find itself 

giving up intellectual property of significant value or disposing of intellectual property to which it 

does not have full ownership rights. If the public body does not protect its rights to intellectual 

property developed by its employees and contractors, it can lose ownership or usage of its 

intangible personal property and the right to the value it can generate. 

 

If the public body does not enter into and enforce its rights in agreements governing the 

disposal of intellectual property, it can find itself responsible for financing the updating of 

intellectual property for the benefit of other parties. For example, the public body could find itself 

repurchasing intellectual property that it paid to have developed or paying for updates to materials 

for the benefit of others, in the absence of an agreement that requires the licensee to provide free 

updates.  

 

If another party has ownership rights to all or a portion of the intellectual property, or if third 

party materials are included in the property being disposed, the public body might become liable 

for losses incurred by those parties, or damages imposed by intellectual property legislation16. 

 
16 British Columbia Disposal Handbook: A Guide to Tangible and Intangible Asset Disposals in the Government of 
British Columbia 

The disposal of intellectual property involves the sale, transfer, or licensing of publicly 

owned intellectual property to a third party. 

NOTE! There can be legal liability if the public body does not have full ownership rights to 
any intellectual property that it undertakes to sell, transfer, or license. 
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The Process: 

 

➢ All ‘Intangible Assets’ are to be disposed of through the NPO/Disposal Committee and upon 

review from PDAC and approval by the Accounting Officer.  

➢ To dispose of unwanted or impaired intangible assets, a ‘Request for Asset Disposal Form’ 

(Appendix IV Form A) must be filled out and submitted to the NPO. The inventory number 

must be listed on the form. 

 

11.8 Writing off Assets  

The NPO should notify the internal accounting/financial departments upon completion of 

the disposal process of specified assets. The accounting/financial department would then proceed 

to remove the disposed assets from the books accordingly. 

 

11.9 Treatment of Revenue from Disposal 

Proceeds from the disposal of goods by sale should be accounted as ‘government revenue’ 

and should be dealt with according to the public body’s individual accounting/financial practices. 
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Section 12 
 

Summary Overview 
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12. SUMMARY OVERVIEW 

A Workflow Process Chart is depicted in Appendix III, which gives a summary overview of 

the Disposal of Personal Public Property Process. The following table provides a workflow by 

operational requirements for execution of the disposal process using sample forms as provided in 

Appendix IV.  

 Workflow by operational requirements for the execution of the Disposal Process 

Position (s) Operational Requirements 

Assigned Trained Technically Capable 

Public Officer (Stores & Inventory 

Management) 

Identifies items requiring disposal, completes a 

“Request For Asset Disposal Form A”, submits it to 

the Assigned Officer (Finance /Accounting) for 

verification/sign off, then to Named Procurement 

Officer 

Named Procurement Officer (NPO) Reviews form and submits it to the Disposal 

Committee to convene meeting  

Disposal Committee Assesses the property for disposal, completes an 

“Inventory & Inspection Report/ Form B” and 

determines estimated value by completing an 

“Appraisal Report/ Form C”. 

Conducts a Requirement, Stakeholder & Market 

Analysis, develops disposal strategy options, 

selects preferred option and proposes decided 

disposal strategy by completing a “Disposal 

Strategy Development Analysis & Report/ Form D” 

with attached cover sheet, accompanied by a 

“Disposal Strategy Approval/ Signature Page”, 

(Form E)”. 

Submits completed report to NPO, which includes 

Forms A to E. (Note: All sample forms could be 

found in Appendix IV) 

Named Procurement Officer (NPO) Reviews & signs ‘Disposal Strategy Report’ and 

forwards it to Procurement & Disposal Advisory 

Committee (PDAC), once no issues. 
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Position (s) Operational Requirements 

Procurement & Disposal Advisory 

Committee (PDAC) 

Reviews full report & signs off accordingly on 

Form E, once no objections. The ‘Disposal Strategy 

Report’ is submitted to the Accounting Officer or 

equivalent for review & final approval. If 

clarification or additional information is required, 

request is submitted to NPO/ DC accordingly for 

response. 

Accounting Officer Once accepted, said report is signed and returned 

to the PDAC and then to NPO & Disposal 

Committee to execute disposal action as 

approved. If clarification or additional information 

is required, request is re-routed through PDAC to 

NPO/ Disposal Committee members for response. 

If proposal rejected, consult with line minister, 

determine manner of disposal, prepare and 

submit ‘Notice of Rejection, Form H’ (sample 

template in Appendix IV) with decision to PDAC, 

NPO, Disposal Committee & Office of 

Procurement Regulation.  

Named Procurement Officer & Disposal 

Committee 

Executes disposal strategy as approved. Upon 

execution, completes a ‘Summary Report of 

Approved Disposal Action’, Appendix IV (Form F), 

submits it to the PDAC, Accounting Officer or 

equivalent, then to the Office of Procurement 

Regulation. 

Table 9 

 

In line with the above table, heads of public bodies should be aware that: 

➢ each public body is responsible for managing the disposal of its surplus assets (personal, 

stores and equipment); 

➢ they are accountable for all decisions they take in the disposal process; 

➢ they should take into account the costs of undertaking disposal activities;  

➢ proper accounting and audit procedures should be observed, and all decisions 

documented; 

➢ agents engaged to undertake selling activities need clear instructions; 

➢ special consideration should be given to items of potentially hazardous and pollutant 

nature that are likely to have an impact on the environment. 
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GLOSSARY OF TERMS 

Terms Meaning 

Accountability 
allows an interested party to ensure that the objectives are being 
achieved. 

Accounting Officer 
a person responsible for ensuring that the financial business of the 
State for which he/she is responsible is properly conducted and that 
public funds entrusted to his/her care are properly safeguarded. 

Act 
the Public Procurement and Disposal of Public Property Act of 2015, as 
amended. 

Acquisition the act by which one acquires or procures the property in anything. 

Acquisition Cost is the cost associated in convincing a customer to buy a product/service. 

Agreement 
a negotiated and typically legally binding arrangement between parties 
as to a course of action. 

Appraisal Report 
details of the calculated appraised value which will become the 
minimum/estimated bid/sale price and documented to inform the 
report. 

Asset Management 
the process of ensuring that tangible and intangible assets are 
maintained, accounted for and put to their highest and best use. 

Asset Management Plan 
an imperative document which each public body must have when 
managing all public property (real & personal property).  

Carrying Amount/ Book 
Value 

the cost of an asset less accumulated depreciation. 

Confidentiality the state of keeping or being kept secret or private. 

Contract Award 
the process of officially notifying a bidder that they have been selected 
as the preferred provider for a specific contract. 

https://investinganswers.com/node/5121
https://investinganswers.com/node/5121
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Terms Meaning 

Contract Management 

the process of ensuring that all parties to the contract fully meet their 
respective obligations as efficiently as possible, delivering the business 
and operational outputs required from the contract and providing value 
for money. 

Current Market Value 
is the approximate current resale value or the price an asset would be 
worth in the marketplace or can be offered for sale. 

Demand Market the quantity demanded by consumers in a market for a given good.  

Disposal (public property) 
includes the transfer without value, sale, lease, concession, or other 
alienation of property that is owned by a public body. 

Disposal (intellectual 
property) 

involves the sale, transfer or licensing of provincially owned intellectual 
property to a third party.  

Disposal Committee (DC) 

comprises of three (3) officers (recommended Asset Management 
Officer/ Stores & Inventory Management Officer or any as delegated 
from within the procurement unit and a third alternate member/ 
subject matter/ technical expert from within or outside the 
organisation) to aid in the development of the Disposal Strategy.  

Disposal Strategy 
Development Analysis & 

Report 

used in developing the disposal strategy, a template of the required 
details is provided in Appendix IV – Form D.  

Efficiency 
achieving procurement, retention & disposal objectives within 
reasonable time and cost. 

Electronic record 
management system  

the management of electronic files and documents as records. 
Electronic record management captures records digitally as opposed to 
preserving records on paper copies that can pile up in boxes, 
storerooms and warehouses.  

Equity 
all suppliers/contractors/ buyers have a fair chance of winning the 
contract/ sale bid/ purchase.  

Evaluation 
the opening and assessing of bids to identify the preferred provider/ 
buyer for the project/ sale. 

Estimated Value 
to judge tentatively or approximately the value, worth, or significance 
of public property. 
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Terms Meaning 

Excess Property 
property under the control of a public body that is determined as not 
required to meet its current or future needs or responsibilities. 

Fairness 
an even playing field where all suppliers/contractors/ buyers are treated 
equally. 

Freehold Land 
same form of ownership as that applying to individual residential 
property and only limited by the prevailing zone for the property 
provided by the applicable planning scheme.  

Goods/ Items 
all personal public property purchased and identified for disposal as 
applicable. Also referred to as assets/ stores/ equipment. 

Initial Inventory 
refers to the value of goods that a company has for its use or sale at the 
start of an inventory accounting period. 

Intangible property 
refers to non-physical property (patents, trademarks, trade secrets, 
copyrights, debts and company goodwill).  

Integrity avoiding corruption and conflicts of interest. 

Intellectual property 
refers to intangible (non-physical) property, which includes copyright, 
moral rights related to copyrighted materials, trademarks, official 
marks, domain names, patents and industrial designs.  

Internal Controls 
are the mechanisms, rules, and procedures implemented by a company 
to ensure the integrity of financial and accounting information, promote 
accountability and prevent fraud. 

Land 

means the surface of the earth, the airspace above it, and other things 
than chattels, upon or below it including-  

a) Buildings and parts of buildings whether the division is vertical, 
horizontal or made in any other way; 

b) Mines and minerals whether or not held apart from the 
surface; 

c) The surface of the earth covered by water; 
d) A legal interest in land whether or not it gives a right to 

possession of the soil; and 
e) An equitable interest in land; 

Lease an agreement which gives rise to relationship of landlord and tenant. 

Legally Binding 
common legal phrase indicating that an agreement has been 
consciously made and certain actions are now either required or 
prohibited.  
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Terms Meaning 

Long-Term Contract 
a contract of more than five years in duration. A long-term contract is 
a contract to perform work over an extended period of time. 

Market Value 
the amount/ price for which property/ assets can be received or sold on 
a given market. 

Market Failure 
is the economic situation defined by an inefficient distribution of goods 
and services in the free market. 

Monetary Value 
is value in currency that a person, business, or the market places on a 
resource, product, or service. 

Named Procurement Officer 
a person in charge of an organisation’s procurement department and 
overseeing the acquisition and disposal of goods/items as well as the 
acquisition of works and services made by the organisation. 

Negotiation 
is a method by which people settle differences. It is a process by which 
compromise, or agreement is reached while avoiding argument and 
dispute. 

Net Book Value 

the original acquisition cost of an item less its accumulated 
depreciation, impairments, depletion or amortization. It is the value at 
which the assets are valued in the balance sheet of the company as on 
the given date. 

Non-Governmental 
Organization (NGO) 

any non-state, non-profit, voluntary organisation. 

Parliament 
the arm of the State entrusted with the responsibility of making laws for 
good governance and providing oversight of the Government or 
Executive. 

Perpetual Inventory 
a method of accounting for inventory that records the sale or purchase 
of inventory immediately using computerized point-of-sale systems and 
enterprise asset management software 

Personal Public Property 
includes all other property, both tangible (stores, equipment and 
inventory/items/ goods) and intangible property.  

Physical Inventory 
is an actual count of the goods in stock. This can involve counting, 
weighing, and otherwise measuring items, as well as asking third parties 
for counts of inventory items that have been consigned to them. 

Procurement the acquisition of goods, works and services. 

Probity Considerations 
probity is an important consideration in any engagement with suppliers 
whether it involves market engagement and research, competitive 



General Guidelines- Retention and Disposal of Public Property 

82 
 

Terms Meaning 

tendering, negotiations with a single supplier, or the on-going 
management of incumbent suppliers. 

Procurement and Disposal 
Advisory Committee (PDAC) 

a body set up to ensure that procurement activities, including the 
disposal of public property, are conducted in line with accepted 
professional purchasing practices and appropriate rules and 
regulations. 

Procuring Entity 
a public body engaged in procurement, retention and disposal 
proceedings 

Public Auction 

is an auction held on behalf of a government in which the property to 
be auctioned is either property owned by the government, or property 
which is sold under the authority of a court of law or a government 
agency with similar authority. 

Public Body 

ministries, the Tobago House of Assembly (THA), municipal 
corporations, regional health authorities, statutory bodies, service 
commissions, Parliament, state-owned enterprises, non-governmental 
organisations, the judiciary and the Office of the President. 

Public Confidence trust bestowed by citizens based on expectations. 

Public Interest the welfare or well-being of the “general public" and society. 

Public Money money that is received or receivable by a public body. 

Public Property means real or personal property owned by a public body. 

Prorated Value 
to calculate a cost, payment or price according to the amount of 
something that has been used, in relation to the fixed rate for 
a larger total amount. 

Real Property 
refers to land and items that are permanently affixed to the land 
including trees, buildings and immovable heavy machinery.  

Replacement Cost 
refers to the amount that a public body would have to pay to replace an 
asset at the present time, according to its current worth. 

Reserves 
properties owned by the public body that have been provided to the 
state for its care, control and management, generally required to be 
used for specific purposes.  

Request for Asset Disposal 
a form to be completed by the Responsible Officer for identifying items 
requiring disposal.  

https://dictionary.cambridge.org/dictionary/english/calculate
https://dictionary.cambridge.org/dictionary/english/cost
https://dictionary.cambridge.org/dictionary/english/payment
https://dictionary.cambridge.org/dictionary/english/price
https://dictionary.cambridge.org/dictionary/english/accord
https://dictionary.cambridge.org/dictionary/english/amount
https://dictionary.cambridge.org/dictionary/english/relation
https://dictionary.cambridge.org/dictionary/english/fixed
https://dictionary.cambridge.org/dictionary/english/rate
https://dictionary.cambridge.org/dictionary/english/large
https://dictionary.cambridge.org/dictionary/english/total
https://dictionary.cambridge.org/dictionary/english/amount
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Responsible Officer 
individual responsible for managing and protecting all of a public body’s 
property through the management system as adopted by a particular 
body.  

Retention (public property) 
refers to the manner in which public property is stored, maintained and 
used.  

Residual Value 
an estimated amount that a public body can obtain when disposing of 
an asset after the useful life of the asset has ended. The estimated cost 
of disposing of the asset should be deducted. 

Risk 
the potential for failure of a procurement and or disposal process to 
purchase services, products or resources and dispose of goods/items 
accordingly. 

Risk Assessment 
a dynamic and iterative process of identifying, analysing and assessing 
risks. 

Sample Summary report provides all details of the completed disposal process. 

Senior Procurement Officer 
a person whose job involves buying high value, high risk goods, works 
and services. 

State-Owned Enterprise 
a business enterprise where the government or state has significant 
control through full, majority, or significant minority ownership. 

Stores & Inventory 
Management System (SIMS) 

can be used to assist with record and inventory management by using 
current technology, namely; document scanners, computers, barcode 
technology, video cameras and other tools.  

Subletting 
a leasing by lessee of a whole or part of premises during a portion of 
unexpired balance of his term. 

Surplus Property 
property that is no longer needed, specifically any property/ item which 
has not moved for a period of more that 2 years and where no potential 
use for the item can be envisaged within a public body.  

The Office of Procurement 
Regulation 

a body corporate established pursuant to the Public Procurement and 
Disposal of Public Property Act of 2015. 

Tender 
is a formal, structured invitation to suppliers to submit a bid to supply 
products or services or for disposals, an invitation for buyers to submit 
a bid to purchase advertised goods/ items for sale. 

Trade Dress 
trade dress is the characteristics of the visual appearance of a product 
or its packaging that signify the source of the product to consumers. 
Trade dress is a form of intellectual property. 
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Terms Meaning 

Transparency appropriate information placed in the public domain. 

Transfer of Excess Property 
refers to where an asset may have no use for one public body but may 
be of value to another public body. In this case, a transfer takes place 
between the entities.  

Valuation is the process of determining the present value of an asset. 

Value for Money 
the value derived from the optimal balance of outcomes and input costs 
on the basis of the total cost of supply, maintenance and sustainable 
use. 

Warranty Claims 
a Customer’s claim for repair or replacement of, or compensation for 
non-performance or under-performance of an item as provided for in 
its warranty document. 
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APPENDIX I 

Retention of Public Property Process

Re
te

nt
io

n 
Pr

oc
es

s

Retention

Personal 
Property Real Property

Tangible Intangible

Adopt a Risk Based 
Approach to Protect,  
maintain, maximise 
use of, preserve & 

enhance value

Establish SIMS & 
Assign Officer 

Report Items for 
disposal to NPO 

using RFADF

Identify and 
make a log of all 

IP

Refer to Policy on 
Protecting & 
Managing IP

Establish & 
Execute Asset 
Management/ 
Maintenance 

Plan

Maintain 
Accurate 
Records

KEY
SIMS –Stores & Inventory Management System
IP – Intellectual Property
PDAC – Procurement and Disposal Advisory Committee
NPO - Named Procurement Officer
RFADF – Request For Asset Disposal Form
RV – Residual Value
NBV – Net Book Value

END

START

Implement Risk 
Mitigation 
Strategies

Establish a 
Written 
Policy

Assign 
Responsible 

Officer

Recording, coding, description, 
purchase date, reference, location, 

purchase price, depreciation 
amount, NBV, RV, expiration date

Economic Order 
Qtys, Reorder Levels, 

Buffer Stock, 
physical stock count

Deed, description, 
location, photograph, 

date of purchase, price 
paid, current tenants

Monitor, Protect, 
conduct initial & 

periodic inventories, 
verify items for 

disposal

Manage, receipt, 
storage, issuance & 

disposal 
identification

 



General Guidelines- Retention and Disposal of Public Property 

86 
 

APPENDIX II 

 

Sample Asset/ Inventory Record/ Fields for ‘Stores & Inventory Management Systems’ 

 

 

Item 

No./ 

Tag 

Item 

Type/

Descri

ption 

Quantity/ 

Economic 

Order 

Quantity 

Make/

Model  

Serial 

No. 

Date of 

Purchase/ 

Invoice 

No. 

Purchased 

Value  

Holding 

Area/ 

Storage 

Location 

Reorder 

Level/ 

Buffer 

Stock  

Date of 

Annual 

Stock 

Check 

Expiration 

Date/ 

Warranty 

Period (As 

Applicable) 

Depreciation 

Amount/ Net 

Book Value/ 

Residual 

Value (as 

applicable) 

Estimated 

date for 

Disposal 

             

             

             

             

             

             

             

             

             

             

             

             

             

Note: The list is not exhaustive, the spreadsheet should be amended according to the needs and requirements of each public body 
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APPENDIX III 

 

Disposal of Personal Public Property Process 
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RFI – Request for Information
NPO – Named Procurement Officer
DC – Disposal Committee
PDAC – Procurement & Disposal Advisory Committee
AO – Accounting Officer
OPR – Office of Procurement Regulation 
Form A – Request for Asset Disposal Form 
Form B – Inventory & inspection Report 
Form C – Appraisal Report
Form D – Disposal Strategy Development Analysis & Report
Form E – Significant Disposal Strategy 
Form F – Summary Report of Approved Disposal Action 
Form G – Transfer/ Donation of Excess Personal Property 
Form H- Sample : Notice of Rejection 

START

Receives notification from 
Assigned Officer of items 

requiring disposal/ Request 
for More Information

Submit request to 
Procurement Officer & 

Disposal Committee 

DC Signs Report & 
Submit to NPO

AO receives 
recommendation 

Accept

More Work/ 
Information 

Required

Consult with Line Minister on manner 
in which item shall be disposed 

Receives written notice from AO 
on decision & submit to NPO

Receives report with 
recommendation on disposal 

strategy

NPO review & signs 
report & submit to 

PDAC

Review report and provide a 
recommendation to the 

Accounting Officer on the 
disposal strategy 

Submit Report 
on Disposal 

Action/ Copy of 
Rejection Notice 

to OPR

Receives notification of 
item(s) for disposal/ RFI

Execute Disposal, 
Prepare Summary 

Report of completed 
Disposal Exercise, 

obtain signatures from 
PDAC & AO. 

End

Issue written notice on acceptance or 
rejection of recommendation (within 

14 days of receipt of 
recommendation).

Makes a decision on 
recommendation

RI
SK

 M
AN

AG
EM

EN
T

Reject

Receive Approval & 
Execute Disposal 

Strategy

Strategy 
Accepted

Strategy 
Rejected

Convene Meeting Market analysis

Requirement & 
stakeholder analysis

Appraise/value property

Inspects Property

Form A

Complete disposal 
strategy development 

analysis & report

Form B

Form C

Forms D & E

Forms A to E

Forms A to E

Form A to E

Form A to E

Form F

Forms A to F

Form H
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APPENDIX IV

FORM A: REQUEST FOR ASSET DISPOSAL 
Name: 
 

Business Unit/ Department:  

Location of Asset:  Date:  
 

Asset(s) 
Description 

Make/Model Reason for 
Disposal 

Quantity Condition Original 
Purchase Price 

Purchase Date Comments 

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

        

 
 

       

Other Information:  
 

Submitted by Assigned Officer:  
 

Verified by Finance/ Accounting Officer:  

If applicable, please include any literature, photographs or other information that may help with the disposal or sale of asset(s). 
*Submit completed form to Named Procurement Officer 
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Form B: INVENTORY & INSPECTION REPORT OF UNSERVICEABLE PROPERTY 

Public Body Name:  Name of Accountable Officer: Designation:  
 

Inventory Disposition 

Articles 
(1) 

Quantity 
(2) 

Unit Cost 
(3) 

Total 
Cost 
(4) 

 

Property 
No.  
(5) 

Date Acquired 
(6) 

Service Years  
(7) 

Total Net Book Value (NBV) 
(8) 

 

VG G F P S 

             

             

             

             

             

             

             

             

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 
judgement, the best for the public interest. 
_______________________________________________                                    _____________________________ 
(Name & Signature of Disposal Committee Member 1)                                                                      Date 
 
_______________________________________________                                    _____________________________ 
(Name & Signature of Disposal Committee Member 2)                                                                      Date 
 
_______________________________________________                                    _____________________________ 
(Name & Signature of Disposal Committee Member 3)                                                                      Date 
 

 To be prepared by the Disposal Committee 

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:  SAMPLE APPRAISAL REPORT 

Public Body’s Logo/ Name 

 

Appraisal Report as of: ______________________ 

 

Subject: Appraisal of various properties intended for disposal as listed under 
Attached_______________. 
Inventory and Inspection Report of Unserviceable Property dated: 
_______________________.  
 

Findings/ 
Observations:  

1. The above subject properties were all within the premise of 
________________________________________________________and 
situated separately in different locations within the 
_______________________________________________________ 

 
Note: With individual checklist and pictures hereto attached. 

Valuation 
Procedures/ 
Considerations: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

1. The condition of the above subject has been assessed through 
________________ inspection.  
 

2. The __________________________ was appraised on the basis of the 
available current market value (CMV) taken from advertised price of 
_________________________ of the same make and model from 
___________ magazine, _______________ issue.  

 
3. Determination of the appraisal value is based on the Guidelines on Appraisal of 

Personal Property  
 

4. The total appraised value of the above subject properties arrived at is 
__________________.  

 
Details as follows:  
For items/quantities more than 5, prepare a separate catalogue listing to attach to 
this report.  

 

Item Description Appraised Value 

a.  

b.  

c.  

d.  

Total Appraised Value  
 

Prepared by: ___________________     ____________________   ____________________ 
Disposal Committee (Member 1)     Disposal Committee (Member 2)     Disposal Committee (Member 3) 
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FORM D: Disposal Strategy Development Analysis & Report 

I. Executive Summary  
• Background 

• Scope 

• How would this disposal support programmatic/business objectives 

• Objectives of the relevant segment and category strategies 

• Disposal objectives 

• Findings of research and analysis 

• Disposal strategy options considered 

• Recommended disposal strategy 

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

• Summary of findings of property, needs assessment/ feasibility study (s)/ business case 

• Spend analysis/ estimated disposal expenditure 

• Cost breakdown based on applicable spend 

• Any current demand/ contractual issues (based on the terms of existing contracts/ leases for the items) 

• Specification of requirements issues (e.g. scope, scale, functional vs performance vs. technical, 

alternatives, sustainability etc) specify/list all applicable issues for the disposal requirement. 

III. Stakeholder Analysis  
• Identify key stakeholders and their respective needs and issues 

• Analyse the potential impact of stakeholders’ influences the disposal objectives 

IV. Market Analysis   
The research goals, objectives and scope along with the associated research plan should be included to allow 

consideration of the adequacy of the market research and analysis for drawing the conclusions about: 

• Market structure for potential buyers. 

• Degree and type of competition between buyers example: employees vs public 

• Alternative goods or services example: compare cost/age/condition of other similar items up for sale on 

the market 

• Public body’s value as a seller (how the public body is viewed?) 

V. Disposal Strategy Options   
• Summarize major Insights from analyses of requirements, stakeholder needs and issues and the market 

• identify demand, stakeholder and market factors that must be managed to achieve the disposal objectives 

• Identify and evaluate the pros and cons of potential disposal strategies 

VI. Preferred Disposal Strategy Recommendation    
Recommend the preferred disposal strategy and show how it best satisfies the disposal objectives and how the 

disposal action would be managed to achieve these objectives. This includes all the process steps of inviting, 

receiving, evaluating offers and presenting the case to the Accounting Officer and/or Equivalent for review. 

Note: Utilise sections in this report as applicable to the items being disposed. Refer to General Guidelines  

Section10.8 for further assistance in completing this report. 

 

  



General Guidelines- Retention and Disposal of Public Property 
 

92 
 

Form E:  DISPOSAL STRATEGY APPROVAL/SIGNATURE FORM 

Disposal of: 
______________________________________ 

 

Disposal Request Reference:    

  

Senior/ Procurement Officer – 
Team Leader: 

Name: _____________________ 
 
Signature: __________________ 
 

 
Date: ____________________ 

Strategy Development Team 
Members: 

Name: _____________________ 
 
Signature: __________________ 
 

Name: ____________________ 
 
Signature: _________________ 
 

Name: _____________________ 
 
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: _____________________ 
 
Signature: __________________ 
 

Name: _____________________ 
 
Signature: __________________ 
 

Name: _____________________ 
 
Signature: __________________ 
  

Name: _____________________ 
 
Signature: __________________ 
  

Date: ______________________ 
 

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

 
Enclosed: Forms A to D 
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Form F : SUMMARY REPORT OF APPROVED DISPOSAL ACTION 
As executed on: ____________________ (date) 

 

Was the disposal strategy 
executed as approved?  

YES    
NO 
 

If no, state reasons why and the 
action taken: 

 
 
 

Summary of Proceedings:   
 
 
 
 
 
 
 

Challenges Encountered:  
 
 
 
 
 
 

Total Proceeds/ Revenue Earned:  
(Based on Report from Cashier) 

 
 
 

 

Submitted by:  

 

 

 

Reviewed by Named Procurement Officer:  

 

 

Reviewed by PDAC: 

 

 

Reviewed by Accounting Officer:  

 

(Attach report from Cashier/ Finance representative & any other supporting 

documents as applicable) 

Enclosed: Forms A to E 
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FORM G: Transfer/Donation of Excess Personal Property 

 
To: Requesting Organisation (Full Name & 

Address) 

From: Holding Entity (Full Name & 

Address) 

Ship To: (Consignee & Destination) Location of Property: 

PROPERTY REQUESTING 

Stock 

Code 

Item No. Description Unit Quantity 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

Total Amount of Property Requesting 
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FORM H: SAMPLE TEMPLATE 

NOTICE OF REJECTION 
 

Summary of Consultation with Line Minister:  

 
 
 
 
 
 
 

New decision on how property should be disposed and reasoning:  

 
 
 
 
 
 
 

Reasons for Rejection of Proposal submitted by Disposal Committee: 

 
 
 
 
 
 
 

Prepared by Accounting 
Officer:  

Name: ________________________________ 
 
Signature: _____________________________ 
 

Confirmed by:  Name: ________________________________ 
 
Signature: _____________________________ 
 

Submit signed and completed Notice to: PDAC, NPO, Disposal Committee and the 

Office of Procurement Regulation. 
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APPENDIX V 

SAMPLE SALE RULES – FOR CATALOGUED ITEMS FOR DISPOSAL 

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 would 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. 

` 


