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CROSS-REFERENCE:  

  
P O L I C Y  S T A T E M E N T :  

  
The Financial Services Department is responsible for the disposal of fixed assets for all areas 
of the College. 
 

 
P U R P O S E :      
 
The purpose of this policy is to ensure Grande Prairie Regional College properly disposes of obsolete 
or surplus furnishings and equipment. 
 

 
S C O P E :       
 
This policy applies to all persons working at Grande Prairie Regional College. 
 

 
D E F I N I T I O N S :    
 

P R O C E D U R E / G U I D E L I N E S :  
 
1. Department with obsolete or surplus furnishings and equipment must complete a Property 

Disposal or Transfer Form (Appendix 1) to obtain prior approval for disposals. 
 
2. The initiating department can provide a recommended disposal method for Financial Services’ 

review and approval.  In certain circumstances Financial Services may seek Executive approval 
prior to the authorization for disposal (e.g. significant book value remaining, removal of portable 
buildings, or automobiles).      

 
3. Proceeds of disposal are College property and will be credited to an account for sale of 

furnishings and equipment.  This account is a general revenue account and is used to fund 
College department budgets and College capital budgets. 

 
4. Proceeds from sale or trade of furnishings and equipment may be used to pay the purchase price 

of a replacement item, if approved by the Vice-President Administration. 



 
               A D M I N I S T R A T I V E  P O L I C Y    

 

Page 2 of 2 

5. Equipment may be used as a trade-in if approved by the Vice-President Administration. 
 

6. The procedure for disposal may vary depending on the specific items for disposal and an 
assessment of the valuation of the items and the estimated market demand for the items.  The 
following methods of disposal may be used: 

 
7.1 formal tendering procedures 
7.2 on site auction 
7.3 public auction 
7.4 silent auction 
7.5 onsite sale 
7.6 donation to other schools or Colleges or non-profit groups in the GPRC Region. 
7.7 trade-in on replacement item (with approval of the Vice-President Administration). 

 
7. Disposal of Library circulation material will be managed by the Library and the Financial Systems 

Supervisor is to be advised of disposals that are planned.  A separate account will be kept for 
disposal of Library circulation material. 
 

8. Receipts will be issued for all sales.  Proceeds and receipts will be submitted to Financial 
Services for deposit. 
 

9. Items sold that were included in the inventory of capital assets, will be written off within the same 
fiscal year.  College inventory tags will be removed at the time of sale. 

 
10. Proceeds will be credited to a College general revenue account called proceeds from sale of 

furnishings and equipment.  When approval has been granted to allow the proceeds to be used 
to pay part of the cost of a replacement item, this will be done as a budget adjustment for the 
proceeds from sale or trade-in amount. 
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