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DEFINITIONS

Cannibalization: 
To remove serviceable parts from an asset for repairing or replacing other equipment of the same kind.  This is an 
alternative to using or purchasing new parts.

Destroyed:
Equipment that is damaged beyond repair.

Discount:
A deduction from the usual cost of something, typically given for prompt or advance payment or to a special 
category of buyers (i.e. educational discount).

Donation:
Gifting equipment without monetary compensation.

External Transfer:
The transfer of equipment to another institution or non-profit agency.

Improper Disposal:
Relinquishing assets without following state and university policies and procedures.

Lost:
Unable to locate.



DEFINITIONS
Non-Monetary Equipment Exchange:
A reciprocal transfer between an enterprise and another entity that results in the enterprises acquiring assets or 
services or satisfying liabilities by surrendering other assets or services or incurring other obligations.  This can also 
be a warranty exchange.

Sold:
To transfer goods to or render services for another in exchange for money.

Theft:
Wrongful taking and carrying away of the personal goods or property of another.

Trade-In:
Something given up in return for a trade-in allowance.

Trade-In Allowance:
! ǊŜŘǳŎǘƛƻƴ ǘƻ ǘƘŜ ǘƻǘŀƭ Ŏƻǎǘ ƻŦ ŀ ǾŜƴŘƻǊΩǎ ƛƴǾƻƛŎŜΦ

Unauthorized Disposal:
Disposal of equipment without obtaining proper authorizations.

Vendor Removal:
Equipment released to a vendor without compensation.  The vendor may or may not charge a fee for the removal.

Write-Off:
To eliminate (an asset) from the books.  To regard or concede to be lost or disposed of improperly.



POLICIES AND PROCEDURES

CSU is responsible for tracking assets from acquisition to disposal.

Prompt reporting and removal of any unneeded assets is desirable and 
necessary in order to maintain an accurate inventory of usable items, to 
reduce storage of unusable items, and/or to permit sale or reutilization of 
assets. 

Verification of the current utilization and continued need for equipment 
ǎƘƻǳƭŘ ōŜ ŘƻƴŜΣ ŀǘ ƳƛƴƛƳǳƳΣ ŘǳǊƛƴƎ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘΩǎ ƛƴǾŜƴǘƻǊȅ ŎȅŎƭŜ.



POLICIES AND PROCEDURES

State and university policies and procedures, as well as environmental rules 
and regulations, apply to disposal methods of all university acquired 
property.

In order to protect the university and departments from any violations; 
Surplus Property has sole responsibility for determining the appropriate 
disposal method of all excess university owned property, other than land 
and buildings, and for authorizing or accomplishing such disposal.

When a department is ready to relinquish or retire an asset, the 
appropriate document needs to be submitted and necessary requirements 
must be obtained.

NO EQUIPMENT SHOULD BE DISCARDED BY THROWING IT IN THE TRASH



DISPOSAL REQUEST DOCUMENTS
(TRANSFERRING VS RETIRING)

TRANSFERRING ASSETS

ELECTRONIC EQUIPMENT AUTHORIZATION CHANGE REQUEST (EACR)

Used to transfer all non-capital or retired Kuali assets to Surplus Property.

A CSU Employee ID is needed in order to submit an Electronic EACR.

ASSET EDIT DOCUMENT

Used to transfer all active Kuali assets to Surplus Property.  It is also used for department to department transfers of 
ŀŎǘƛǾŜ Yǳŀƭƛ ŀǎǎŜǘǎΦ ¢Ƙƛǎ ŘƻŎǳƳŜƴǘ ǿƛƭƭ ƴƻǘ ǊŜǘƛǊŜ ǘƘŜ ŀǎǎŜǘ ŦǊƻƳ ǘƘŜ ǳƴƛǾŜǊǎƛǘȅΩǎ ŦƛƴŀƴŎƛŀƭ ǊŜŎƻǊŘǎΦ It will, however, 
ƳƻǾŜ ƛǘ ŦǊƻƳ ǘƘŜ ǘǊŀƴǎŦŜǊǊƛƴƎ ŘŜǇŀǊǘƳŜƴǘΩǎ ƛƴǾŜƴǘƻǊȅ ǊŜŎƻǊŘ ǘƻ ǘƘŜ ǊŜŎŜƛǾƛƴƎ ŘŜǇŀǊǘƳŜƴǘΩǎ ƛƴǾŜƴǘƻǊȅ ǊŜŎƻǊŘΦ 

RETIRING ASSETS
ASSET GLOBAL RETIREMENT DOCUMENT

¦ǎŜŘ ǘƻ ǊŜǘƛǊŜ ŀŎǘƛǾŜ Yǳŀƭƛ ŀǎǎŜǘǎΦ wŜǘƛǊƛƴƎ ŀƴ ŀǎǎŜǘ ǿƛƭƭ ǊŜƳƻǾŜ ǘƘŜ ŀǎǎŜǘ ŦǊƻƳ ǘƘŜ ǳƴƛǾŜǊǎƛǘȅΩǎ ŦƛƴŀƴŎƛŀƭ ǊŜŎƻǊŘǎ ŀƴŘ 
ǘƘŜ ŘŜǇŀǊǘƳŜƴǘΩǎ ƛƴǾŜƴǘƻǊȅ ǊŜŎƻǊŘΦ

A CAM Processor Role is needed in order to submit Kuali documents.

Departments will need to obtain all necessary requirements prior to submitting any document request for disposal 
of an asset.



ASSETS PHYSICALLY TRANSFERRED TO SURPLUS PROPERTY

If a department is wanting to surplus an asset, they need to submit either an 
Electronic EACR or an Asset Edit document in order to transfer the asset to 
Surplus Property. Once Surplus received the document, they will schedule a 
time to pick up the asset from the department.

If a department wants to drop off the equipment to Surplus Property 
directly, they still need to submit the appropriate document. However, they 
will need to let Surplus Property know using the notes section of the asset 
edit document or by marking the Direct Drop box on the EACR that a pick up 
is not needed.

When items are physically transferred to Surplus Property, the item will 
either be transferred/sold to another department that may be able to 
reutilize the item or retired by Surplus Property according to state and 
university policies and procedures.



ASSET EDIT DOCUMENT (TRANSFERRING)
The Asset Edit document is still used even when the asset may not be physically transferred to Surplus 
Property.

Depending upon the disposal method, even though the asset may not be physically transferred to surplus, the 
appropriate disposal request document may still need to be submitted to transfer the asset to Surplus 
tǊƻǇŜǊǘȅΩǎ ƛƴǾŜƴǘƻǊȅ ƛƴ ƻǊŘŜǊ ŦƻǊ ƛǘ ǘƻ ōŜ ǊŜǘƛǊŜŘΦ

The following disposal methods require transferring the asset to Surplus Property:

ÅSold:Departments and individuals are restricted from unilaterally releasing any university owned property 
by making, negotiating, or authorizing any sale of equipment to any individual, firm, vendor, non-university, 
or university agency (including department-to-department sales).

ÅCannibalized:Departments should request verification when needing to cannibalize a capital asset.

ÅEquipment Release:Departments and individuals are restricted from unilaterally releasing any university 
owned property by making, negotiating, or authorizing any external transfer, trade, or donation of 
equipment to any individual, firm, vendor, university, or non-university agency. 

ÅDestroyed:Departments should promptly report covered losses to Risk Management and Property 
Management. Property Management acknowledges that some items may need immediate disposal upon 
being damaged. To minimize risk of improper disposal, do not throw the item directly in the trash. Contact 
Surplus Property or Environmental Health Services (if warranted) immediately for appropriate disposal 
instructions.  If the damaged item does not require immediate disposal, contact Property Management at 
the time of the loss to request verification of the destroyed capital asset.  Department can provide insurance 
documents listing items damaged that may also serve as verification of a loss.

ÅSoftware Termination:Department should request verification before deleting any capital software.

Note: When necessary, Property Management may submit an Asset Retirement Global document on behalf of 
the department, once necessary requirements have been provided.



Departments may retire capital assets by submitting an Asset Retirement Global 
document, along with all necessary required documents, for the following 
retirement reasons only:

ÅExternal Transfers

ÅTrade-Ins

ÅWrite-Off (Lost/Improper Disposal)

ÅTheft

ASSET RETIREMENT GLOBAL DOCUMENT (RETIRING)



NECESSARY REQUIREMENTS

Before an asset may be relinquished or retired, some form of authorization, 
verification, and/or documentation needs to be obtained.  This is especially 
important when assets are not physically transferred to Surplus Property for 
disposal.

Authorizations:Authorizations are usually obtained by some form of physical documentation or through the 
routing of Kuali documents.

Verifications:Verifications may be done by either Surplus Property personnel or Property Management 
personnel.

Documents:Depending upon multiple factors, the type of documents necessary will vary per request.



OBTAINING REQUIREMENTS

For external transfers, trade-ins, vendor removals and non-monetary exchanges, 
there are two Prior Authorization Request forms available.

ÅThe External Transfer Form (for external transfers)

ÅThe CSU Equipment Release Request Form (for trade-ins, vendor removals, or 
non-monetary exchanges)

There are sections provided on each of the prior authorization request forms that a 
department may use to obtain necessary requirements.



EXTERNAL TRANSFER FORM













CSU EQUIPMENT RELEASE REQUEST










