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Administrative Code provisions
Sec. 21.03, General authority of the Purchaser of Supplies

(i)
Disposal of Surplus
Commodities which have been determined to be surplus to City needs shall be disposed of in a manner which will best serve the interests of the City.  For the purposes of this section, the interests of the City shall include the City's ability to maximize the City's economic return on surplus Commodities, the City's interest in maximizing the re-use of surplus Commodities by public entities, non-profit organizations and schools, and the City's interest in avoiding any unnecessary additions to the waste stream by maximizing the re-use and recycling of surplus Commodities.  Disposal of surplus Commodities may include sales to, exchanges with, or donation to public entities, non-profit organizations, and private organizations for a public purpose, or donation to private entities for recycling of parts or materials.  The Purchaser may maintain lists of all known local resources for transfer of surplus Commodities to public entities, non-profit organizations, and private organizations for a public purpose, and for the recycling of parts.  The Purchaser shall have the authority to require the transfer of surplus property in any department to the Purchaser's stores or to other departments.

(1) 
The Purchaser of supplies shall have the authority to exchange Used commodities to the advantage of the City, to advertise for Bids, and to sell Commodities belonging to the City on the recommendation of a department head that such Commodities are surplus to the needs of the department.

(2) 
The Purchaser shall have the authority to donate obsolete, used or surplus Commodities if a department head states in writing that such Commodities are surplus to the needs of the department.  The Purchaser shall document in writing each donation.

(A)
Donations of Commodities meeting the criteria listed above may be offered to public entities, non-profit organizations, or private organizations serving the public.  The order of priority for donations shall be to entities or organizations:

(i)
Engaged in distributing the surplus Commodities offered at no cost or for a nominal fee to non-profit organizations, schools, or low-income individuals or families that are physically located in San Francisco;

(ii)
Engaged in distributing the surplus Commodities offered at no cost or for a nominal fee to non-profit organizations, schools, or low-income individuals or families that are physically located in the Bay Area;

(iii)
Engaged in distributing the surplus Commodities offered at no cost or for a nominal fee to non-profit organizations, schools, or low-income individuals or families that are physically located in the United States;

(iv)
Engaged in distributing the surplus Commodities offered at no cost or for a nominal fee to non-profit organizations, schools, or low-income individuals or families that are physically located in foreign countries;

(v)
Engaged in recycling the surplus Commodities, including parts or materials.

(B)
Surplus medical supplies that are no longer in compliance with Federal Drug Administration regulations may be offered to entities and organizations which are engaged in distributing or administering the surplus medical supplies at no cost or for a nominal fee to low-income individuals or families in foreign countries.

(C)
To the extent that more than one organization meets the criteria in a category listed above, surplus Commodities shall be made available on a rotational basis to entities and organizations in the same category.  If there is a need to dispose of surplus Commodities and no entity or organization meeting the criteria noted in Section 21.03(i)(2)(A) can be located to receive a donation, the Purchaser is authorized to utilize other means that may be available to dispose of such Commodities in a manner that will best serve the interests of the City.

2.
The Resource Conservation Ordinance, in the Environment Code

The City’s procedures for reusing and disposing of surplus property help further the goals of the City’s Resource Conservation Ordinance, which is Chapter 5 of the S.F. Environment Code.  Section 504 of the Ordinance refers to reuse of property, where it states that a department’s Resource Conservation Plan shall include the element of “waste reduction, prevention, and reuse.”

3.
How the process works

a.
General

The City would much rather reuse or recycle something than throw it away.  The Dept. of Environment operates the Virtual Warehouse and Surplus Disposal Program.  Here’s the website:


http://www.sfgov.org/surplusdisposal

As outlined on the website, the program follows these priorities, in the order presented:

· Reuse by a City department

· Sale.  This is where the City’s contract with an auctioneer becomes involved.

· Donation

· Recycling

·   
As a last resort, property is sent to the landfill.


b.
The Virtual Warehouse
The procedures are:

1
All materials declared as surplus must go through the Virtual Warehouse.  Broken items will not be posted on the website and the VW Associate will help departments properly recycle or dispose of them. 

2. 
Departments must fill out the Turn In Form.  An authorized department employee must sign the form before it is turned into the VW Associate.

3.
VW Associate makes an appointment with the department to take pictures and measurements of surplus items. 

4. 
VW Associate and the auctioneer will determine if it is economical to auction the item. 

5.
If the item is not auctioned, VW Associate posts it on the Virtual Warehouse website 



http://www.sfgov.org/surplusdisposal 

6.
All items must stay on the Virtual Warehouse for 30 days.

7.
Items that cannot be redistributed to other departments will be made available for nonprofit organizations via the Excess Access website (www.excessaccess.com). 

8.
If items are not redistributed after 30 days, VW Associate will authorize the proper recycling or disposal of surplus material. 

Items not purchased with City funds, for example, unclaimed property from the Medical Examiner’s office, is usually sent directly to the auctioneer. 


c.
SF Environment’s responsibilities
· Manage the virtual warehouse.

· For items that can’t be redistributed or donated, authorize proper recycling, auctioning or disposal methods.


d.
OCA’s responsibilities
· Conduct competitive bidding to select an auctioneer and the recycling companies.


e.
Departmental responsibilities
· Turn in all items determined to be surplus to the Virtual Warehouse

· Retain all items for at least 30 days or until they are redistributed to another department or nonprofit organization.

· Per direction from the VW Associate, work with the auctioneer to sell any items that are determined to be worth a significant amount of money and cannot be redistributed to another department.

4.
Contact information

S.F. Department of the Environment

355-3772


First Capitol Auction




(707) 552-0739
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