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1. Title

This procedure may be called the Disposal Manual of IASST' and is meant to dispose of the
items declared surplus, obsolete, unserviceable, and scrap of IASST Guwahati.

2. Competent Authority to Dispose

The Competent Authority to declare the Stores/types of equipment/Fixtures etc., obsolete/
surplus/unserviceable and order their Disposal shall be as under-

* UptoRs. 5 lakhs: Registrar
* Above Rs. 5 lakhs: Director




3. Disposal Committee (DC)
3.1. Institute Central Disposal Committee (ICDC)
The Institute Central Disposal Committee will consist of the following members:

e A Senior Faculty as nominee of Director: Chairman

o Concerned Head of the Department/Centre/Section or his representative
o In-charge, Establishment or his representative

o Finance & Accounts Officer or his representative

o In-charge, Stores & Purchase (S&P) Section or his representative

3.2. Functions of the Institute Disposal Committee
The functions of the ICDC will be as follows:

1. Obtain approval for the Disposal of surplus, obsolete, unserviceable and scrap items
from the competent authority.

Decide the mode of Disposal.

Fix the reserve price.

Call for tenders and arrange for public auction.

Evaluate offers received.

Issue release orders for the items sold.

Collect the sale value from the successful bidder.

Issue necessary gate passes for the removal of sold items.

Maintain records of the disposal process.
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3.3. Departmental Disposal Committee-Cum-Physical Verification Committee

The Departmental Disposal Committee shall be constituted by the Head of the
Department/Centre with the following members:

« The Head of the Department/Centre or his representative: Chairman
e One Faculty Member
« One Technical Officer/Staff

3.4. Functions of Departmental Disposal Committee

The functions of the Departmental Disposal Committee shall be as follows:
1. Inspect and declare the items as surplus, obsolete, unserviceable and scrap.
2. Recommend appropriate action for Disposal.

3. Fix the responsibility if the item(s) becomes unserviceable due to negligence, fraud,
or mischief.

4. Proposal for Disposal to be initiated by Division/Centre

The departmental disposal committee will initiate the disposal process by preparing a list of
materials/items to be declared surplus, obsolete, unserviceable, and scrap. This list will be
forwarded to the ICDC for further action.
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5. Ground for Declaring Items Surplus, Obsolete, Unserviceable and Scrap
Surplus:

The department no longer requires items that are in working order.
Obsolete:

Items that are in working order but have become outdated due to technological changes or
work requirements.

Unserviceable:
[tems that are not in working order and are beyond economic repair.
Scrap:

Process waste, broken items, and other materials that have resale value but are no longer
usable in their present condition.

6. Inspection
The departmental disposal committee will inspect the items proposed for Disposal, considering

their stipulated life, condition, and future requirements and whether the loss was due to
negligence or fraud.

7. Mode of Disposal

7.1 Public Auction:

[tems with a total book value above Rs. 5 lakhs shall be disposed of by public auction.

7.2 Limited Tender:

Disposal may be done by limited tender for specialised items with known parties interested.
7.3 Open Tender:

Items in working condition with a reserve price above Rs. 2 lakhs may be disposed of by
open tender.

7.4 Disposal at Scrap Value:
[tems that cannot be sold by other means may be disposed of at scrap value.
7.5 Destruction:

Items that have no resale value and cannot be used may be destroyed in an eco-friendly
manner.
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8. Reserved Price

The reserve price shall be fixed by the ICDC, considering the book value, depreciated value,
condition of the item, and market price. The reserve price will be kept confidential until the
bids are opened.

9. Evaluation of Offers

The offers received will be compared with the reserve price. Items will be offered to the
highest bidder if the bid is above the reserve price. If the bids are below the reserve price, the
committee may negotiate with the bidders or re-tender the items.

10. Lifting by Bidder

The material will be delivered to the successful bidder only after receiving full payment. A
gate pass will be issued to remove the sold items.

11. Role of Administrative Sections
11.1 Engineering Section:

The Engineering Section will prepare the bidding documents, invite tenders, and handle the
sale orders.

11.2 Departmental Staffs:
The departmental staff will assist in the disposal process as required.
11.3 Finance & Accounts:

The Finance & Accounts section will handle all financial transactions related to the disposal
process.

12. Life of Inventories

The stipulated life of inventories shall be as prescribed in the Annexure.
13. Depreciation Value of the Inventories

13.1 Rates of Depreciation:

The rates of depreciation shall be as prescribed in the Annexure.

14. Special Cases

Special cases not covered by the general rules will be handled case-by-case by the competent
authority.

15. Annexure Miscellaneous Rules P




Miscellaneous rules and forms are provided in the Annexure.

16. Forms for Declaration of Surplus/Obsolete/U nserviceable/Scrap
FORM-I: Declaration of SurplustbsoleternserviceablefScrap

(Form format for declaration is provided in the Annexure)

FORM-II: Sale Account of the Institute Disposal Committee

(The form format for the sale account is provided in the Annexure)



Annexure: Life of Inventories and Rates of Depreciation

Table 1: Stipulated Life

of Inventories

Item Category Stipulated Life (Years)
Furniture 10
Office Equipment 7
Laboratory Equipment 10
Computers and Peripherals||5
Electrical Appliances 10
Vehicles 8
Books 5
Building and Construction {30
Audio-Visual Equipment |7

Miscellaneous Items

As specified by the competent authority

Table 2: Rates of Depreciation

Item Category Depreciation Rate (% per annum)

Furniture 10%

Office Equipment 15%

Laboratory Equipment 10%

Computers and Peripherals| E%

Electrical Appliances 10%

Vehicles 12.5%

Books 20%

Building and Construction |(|3.33%

Audio-Visual Equipment  |15%

Miscellaneous ltems As specified by the competent authority




Annexure: Forms for Declaration of Surplus/Obsolete/Unserviceable/Scrap

FORM-I: Declaration of Surplus/Obsolete/U nserviceable/Scrap

Reason for Estimated | Departmental Approval iake
Disposal Value (Sign)
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FORM-II: Sale Account of the Institute Disposal Committee

Item
te. . 1 Quantit% Condition
Description

L ][]

1 B 1

Auction/Tender i Quantit ’:ighest—‘ o Reserve Sold/Unsold ::ile Dat

Date Description Y Bidder | Amount| Price nse No] -
J\_ Q,L_ T —

S N 1 Tﬁ
I | WWL I

] ] 1T jﬁ

-
w

L[] ]

AT




