RE 73-12

Rev. 3/2006
GUIDELINES FOR

	PROCEDURE:
	BULLETIN BOARD SALES

	
	
	
	

	DEFINITION:
	This guideline explains what steps are necessary to successfully hold

bulletin board sales in accordance with ORC 5513.04, and keep    accurate inventory records and fiscal controls.


	
	
	
	

	AUTHORITY:
	Ohio Revised Code (ORC), Section 5513.04 - ODOT Policy

#210-001(P) Section VIII(F)


	
	
	
	

	RESPONSIBILITY
	DUTIES

	Business &

Human Res.

Admin.
	1.
	Review ORC 5513.04 and ODOT Policy #210-001(P) Section VIII(F)

and compile list of items for sale.

	
	
	
	
	

	
	
	Qualifications:
	
	

	-or-
	
	
	
	

	
	
	
	
	

	Highway

Management

Administrator
	1A.
	
	Item(s) may include any structure, machinery, tools, equipment

(non-fleet equipment), materials, parts, office furniture, structure

on structural materials salvaged on the highway system, and other

supplies unfit for use or not needed by ODOT. All fleet

equipment must be sold through the auction process.

	
	
	
	
	

	-or-
	
	
	
	

	
	
	
	
	

	Central

Office

Administrator
	1B.
	
	Item(s) must have an estimated fair market value of under

$1000.00. NOTE: Determination of value should be done by an

appropriate means to get a fair market value. (i.e. guidebooks,

internet, trade publications, etc.)

	
	
	
	
	

	-or-
	
	
	
	

	
	
	
	
	

	Designee
	
	
	
	

	
	
	
	
	

	OEM

Administrator
	2.
	Advertise the proposed sale by posting a notice in various newspapers

around the state.

	
	
	
	
	

	-or-
	
	
	
	

	
	
	
	
	

	Designee
	2A.
	
	Notice shall be posted for at least five (5) working days.

	
	2B.
	
	Notice shall contain the URL address of the DAS contracted

auction vendor

	
	
	
	

	
	2C.
	
	The applicable website shall contain bid opening/closing dates and

times, description of materials and instructions of how to bid on

these materials.

	
	
	
	

	
	3.
	Complete and forward proper inventory/disposal records as follows:

	
	
	

	
	3A.
	
	Office & shop items require completion of input into the Fixed

Assets System. Code as a sale.

	
	
	
	

	
	3B.
	
	Lands & buildings items require completion of CL-177, Lands &

Buildings Inventory.

	
	
	
	

	
	3C.
	
	Parts and materials on inventory require completion of transfer

ticket to non-garage.

	
	
	
	

	DAS

Contracted

Auction

Vendor
	4.
	Collect payment from highest bidder. Form of payment is at the

discretion of the auction vendor.

	
	
	

	District

Auditor
-or-
	5.
	Retain records for three (3) years, in the District, of all items sold

through Bulletin Board Sales. Records should include a description of

the item, name & address of purchaser, ODOT inventory numbers, and

any other pertinent information required for audits or QAR's.

	
	
	

	Designee
	6.
	You have the right to reject any or all bids if advantageous to ODOT or

if any public entity develops a need for use of the items.

	
	
	

	
	7.
	Reconcile by typing the amount and customer name on automated Credit

Transmittal Sheet (CTS), and forward to Payroll and Project Accounting.

Label the CTS clearly as "Bulletin Board Sales."
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