Searching for or requesting property for your agency

This tutorial details the steps to searching for property through the state of Oregon’s State and Federal
Surplus Property program. Besides a step by step instruction on how to search, there are explanatory
paragraphs regarding the rationale involved when deciding to request certain items through these searches.
Some are informational only, and not necessarily required to perform the individual searches.

Click on the blue highlighted Bookmarks in the paragraph below to jump to that particular section.

There are three ways an agency can search for property for their agencies; A) they can search property located
at the State and Federal Surplus property facility in Salem using “Reuse”, B) they can search the federal
government website “GSAXcess”, or C) they can request that Surplus Property staff search for property as it
comes available, using the “Want List” request form. In addition to these search tools, a representative of an
agency can receive periodic email notifications regarding special buy opportunities or specials occurring at
Surplus Property. This email list (via a “Listserv”), is known as “Donee Notifications”.

A) Utilizing the Reuse inventory search function

Agencies can access the Reuse search function to search for property that is currently available at the
facility located in Salem, OR. One can access this feature by going to the Surplus Property website
www.oregonsurplus.com, and clicking on the “Use the online “Reuse” system” link in the left hand task

box.

This will take the user to the main search page, where they can type in a short descriptor of the type of item
they are looking for (then press “Go”), or “Show All”, which will bring up the entire inventory of Surplus
Property. Note: no “Login” is required to use this function. If “Show All” is pressed, be aware that it may take a
few moments for the entire inventory to download.


http://www.oregonsurplus.com/
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To do a generalized search, simply type a descriptor into the search field. As an example, the word “Chevrolet” is
typed into the search field, which yields the following results:
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Property List rFound10

Oregon # Asset# Description Quantity Charge Image
132323 REDSD138 2008 Chevrolet Silverade 1500 Ext Cab Pickup 1 $8,500.00 =
132028 RED11153 CHEWY VAN 1 s0

132932 REDB0004 2008 Chevrolet Impala LS 4-Door Sedan 1 50 =)
133317 215826 2000 Chevrolet Astro 1 50 =
133322 223083 2002 Chevrolet Astro 1 s0 ]
133455 223410 2002 Chevrolet Blazer 1 s0 =
133456 226511 2003 Chevrolet Impala 1 $0 &=
133470 228786 2004 Chevrolst Impala 1 50 =
16-03001 Chevy Truck with stake bed 1EA $3,500.00

133611 241432 2008 Chevrolet Impala 1 s0 ]

The system searches state and federal property currently in inventory. To identify which is which, note the
“Oregon #” in the left hand column. A state item will be a series of 6-7 numbers, while a federal item will be 2
numbers, followed by a dash, followed by 5 numbers. The list can be sorted by clicking on the column heading,
and defaults to the Oregon #. The sixth column indicates that there is an image(s) attached to that item, but
this column is not sortable. Please note that a Charge of “S0” simply means that an item has not been priced
yet. Please call for pricing.
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Oregon # Assel # Descniption Quantity Charge Image on the column heading
132323 008 Cheyrolet Silverado 1500 Ext Gab Pickup 55,500.00 o] (Oregon #, Asset #, etc.)
RED11153 CHEVY VAN 1 0
REDZ0004 2008 Chevrolet Impala LS 4-Door Sedan 1 %0 =
Examples of state
. 215826 2000 Chevrolet Astro 1 0 )
inventory numbers
223083 2002 Chevrolet Astro 1 0 &
223410 2002 Chevrolet Blazer 1 %0 =
226511 2003 Chevrolet Impala 1 S0 )
133470 228786 2004 Chevrolet Impala 1 0 =
Example of federal
K Chevy Truck with stake bed 1EA $3,500.00
inventory number
1330 241432 2008 Chevrolet Impala 1 0 &




To view the item in its entirety, click on the items row.
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This will take the user to the description of the item, with images and price (if any). Note: if there is no price or
images, you can request this information, and it will be added to the page. This gives all the basic information
about an asset. For more information, please contact us at 503-378-6020.
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To view images of the item, click on the thumbnail images at the bottom of the page to open them in the
viewing pane above. A red band around the thumbnail image shows which image is open in the viewing pane.
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To show everything currently in stock, click the “Show All” button from the main search page. Again, the
columns are sortable (except for the “Images” column). In this example, the search yielded 1,919 individual
descriptions.
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Oreg Quantity Charge Image
12-10301 CLIPBOARD, SIZE-9' X 15 1/2' 20EA $0.50 =
1222601 CLEANER, 180z GAN Foaming Spray 38 CN 5050 =
12-307 01 PAN, STEAM TABLE 42 EA $5.00 ]
12-327 01 PAIL, UTILITY 2EA $3.00 &=
1231901 BODY ARMOR PLATE, LEVEL IV 4EA $100.00

1235501 EXPLOSIVE DETECTOR 1EA $350.00 =
1245505 SHOVEL 1EA $5.00 =
1245301 CROSSBED TOOL BOX 1EA $20.00

12-478 01 FABRIC ROLL 1RO $100.00 =
1307802 PURELL INSTANT HAND SANITIZER 205 55.00

13-085 04 FORK, FOOD PREP 4EA $1.00 ]
13-09505 PAN, FOOD SERVING 1EA $5.00 =
1309506 EGG WHIP 1EA s1.00 m
13-08507 SKIMMER, KITCHEN 2EA $1.00 ]
1312502 BOOTS 5PR $5.00 =
1313503 WIRE GRATES 3EA $5.00 (] v



B) Search the Federal Government “GSAXcess” Go back to the top of the tutorial

Please note: When in GSAXcess, use the “Back” button on the screen to go back a page rather than your
browsers Back button. Your browsers Back button will not work.

A brief explanation of GSAXcess (If you want to skip this explanation, scroll down to the first screen shot
below).

The Federal Government makes surplus items available to State Agencies for Surplus Property (or “SASP’s).
The State and Federal Surplus Property program is the SASP for Oregon, and most every state has one.
Property being made available on this site is made available to federal agencies for a time. When that time
expires, the SASP’s may request items. If no SASP’s request an item, it goes to auction on GSAAuctions, the
Federal Governments auction site. Likewise, items at the Surplus Property warehouse that go unsold for
approximately 1 year get placed into an online auction through GSAAuctions.

Surplus staff constantly search (or “Screen”) property on GSAXcess to bring to the facility in Salem. There are
several determining factors when deciding to screen property, such as:

- Isit an item that agencies have routinely requested or purchased in the past?

- Isit economically viable to have the item(s) shipped from its current location to Oregon?
- Isit, on a speculative basis, something that agencies would purchase?

- Is it something an agency has specifically requested?

Given the last factor, Surplus Property has enabled agencies to go into GSAXcess and search for property their
agency can use. If an agency determines that they would like an item, they would contact Surplus staff, and
request that item. However, other states may be requesting the same property. In an emergency or dire need
situation, an agency can supply a “Letter of Intent” on their agencies letterhead, describing why they need
that particular item. This will place a “Priority” status on that item. Also, items screened and allocated (when
GSA determines a SASP is awarded that property for an agency) can opt to have that item handled as a
“Direct”. This means that the agency can make their own shipping arrangements, or pick the item up
themselves for direct transfer to their agency. This can greatly influence the Service Charge (or price) an
agency pays for that item.

There are varying factors when determining a Service Charge, such as original acquisition (what the Federal
Government paid for the item), condition (New, used, etc.), condition code (Unused, useable, scrap, etc.),
market value, and so on. Typically, given these factors, an item that is screened, allocated and shipped to the
facility in Salem has a Service Charge of anywhere between 10-20 percent of original acquisition. An item that
is a “Direct” sale is typically 5-7 percent of original acquisition value.

To search for property being made available from the Federal Government, go to GSAXcess. This will take the
user to the main login screen. Click on the large red login button.


http://gsaxcess.gov/
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How To Overview
Dispose of Federal Excess Property GSAXcess.gov is the entry site for the Federal Excess Personal Property Utilization Program and ederal Surplus
Acquire Federal Excess Property Personal Property Donation Program operated by the General Services Administration. Your agency can
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Further Assistance

From the login screen, type in “47570R” for a User ID, password “horses”. This is a “view only” login. The user
will be able to browse and view property, but not be able to request property.

(& GSAXcess® Home - Login

File Edit View Favorites Tools Help

GSAXcess®

A
M U.S. General Services Administration

GS

Contact Links GSAXcess® HelpDesk

User Guides Program Links

Home

Enter User ID and Password then click 'Login’ button

GSAXcess® Login

User ID: 475TOR

Password: — ]

Ifyou are GSA User and access GSAXcess® from outside GSA Network using your ENT User name and password, please Click here.

Change Password? Enter User ID, Password and Click here to Change Password.
Forgot Password? Enter User ID and Click here to Retrieve Password.
Forgot User Id? Click here to Retrieve User Id

Update User Contact Information? Enter User ID, Password and Click here to Update your Contact Information.

GSAXcess® HelpDesk

GSAXcess® HelpDesk: 1-866-333-7472
GSAXcessHelp@gsa.gov

GSAXcess® Register

If you do not have an User ID but have a .gov or .mil email address, Register here. The system will assign you a generic User ID that can be used to search our data base

GSAXcess® Practice Home v
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Once logged in, the user will be taken to the categories page. Here they can browse property by several different means.
In any given category, there are numbers after each. These numbers show the total amount of items in that category,
and the amount of those items that have images.
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Worldwide Property Items by Cat

Total Number of Items

in this category 1,032 Disaster Relief ttem.

All Items Available - All Categories

Jotal number of items available: 18.165 XTotal items available with Photos: 3.063

" - g — Total Number of Items in this
* Agricultural Equipment and Supplies (53/30) + Lighting (187/13) Category with images, 269
= Aircraft (25/6) « Marine Equipment (23/2)
= Aircraft Parts and Tires (128/3) + Materials Handling Equipment (86/73)
* Automobiles (39/27) + Medical. Dental and Veterinary Equipment and Supplies @
= Boats (24/22) + Miscellaneous (3,514/439)
= Clothing and Personal (1,256/24) = Motorcycles and Bicycles (92/69)
« Cc ication and D ion Equipment (424/50) + Musical Instruments (35/9)
- Computer Equipment (3,066/298) - Navigation Equipment (52/3) A&ﬂkﬁﬁﬁf;ﬂﬁﬁﬁﬁn
* Computer Software and Accessories (716/31) = Office Equipment (167/34) STORAGE DEVICES
+ Construction Equipment (83/59) + Office Supplies and Forms (135/47) (Excass)

. : E 3 3 «« Previous 1] Next »n

« Electrical and Electronic Equipment and Components (863/155) « Photographic Equipment (166/62)
= Electrical and Electronic Measuring and Testing Equipment (145/20) - Recording Equipment (121/14)
« Fire Trucks and Fire Fighting Equipment {128/40) + Recreation (100/28)
+ Food Preparation and Serving Equipment (139/30) + R li Reclamation and Disposal Equipment (13/5)
* Furniture (826/312) + Refrigeration and Air Conditioning Equipment (190/37)
« Hardware (1,705/9) + Shuttle (14/2)
* Household (182/33) + Tools (365/39)
= Industrial Service and Trade Machinery (106/47) + Travel Trailer and/or Mobile Home (179/149)
= Industrial Special Machinery (161/44) = Trucks, Trailers and Tractors (479/411)
* Jewelry and Collectibles (3/1) + Vehicular Components and Tires (719/37)
= Lab Equipment (424/80) v

There is also a “Global Search” that searches all of GSAXcess, or one can narrow down their search to certain parameters
(such as “All Unused ltems by State”). See below. There is also an “Advanced Search”, which requires very specific
information.
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Total number of items available: 18.164 / Total items available with Photos: 3,062 Newly Reported ltems by State
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All ltems
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+ Agricultural Equipment and Supplies (53/30) « Lighting (187/13) Closing Unused ltems by Category
== e Closing ltems by State
+ Aircraft (25/6) + Marine Equipment (23/2) Closing Unused ltems by State
£ 23 & o = Overseas ltems
+ Aircraft Parts and Tires (128/3) + Materials Handling Equipment (86/73) Disaster Relief items by Category
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+ Food Pr ion and Serving i (139/30) + Recycling, Reclamation and Disposal Equipment (13/5)
= Furniture (826/312) + Refrigeration and Air Conditioning Equipment (190/37)
+ Hardware (1,705/9) + Shuttle (14/2)
+ Household (182/33) + Tools (365/39)
« Industrial Service and Trade Machinery (106/47) = Travel Trailer and/or Mobile Home (179/149)
+ Industrial Special Machinery (160/43) * Trucks, Trailers and Tractors (479/411)
» Jewelry and Collectibles (3/1) + Vehicular Components and Tires (719/37)
+ Lab Equipment (424/80) v

The “Advanced Search” screen.
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Advanced Search
Enter Global Search and/or One Primary and One or more Secondary Criteria for Search
Global Search
Item Name H ‘ ‘Exact Phrase V‘
Choose One Primary Search Criterion:
Federal Supply Group/ Class /National Stock Number National ltem Identification Number (NIN) ||
Item Control Number ‘ - | ‘ - | ‘
Defense Reutilization and Marketing Office anormo [ anrep [
Activity Address Code
Civilian Agency Al [l one |:|
Exchange/Sale Only O
Date Reported (= OR >) 1] (MM/DD/CCYY)
Surplus Release Date (= OR >) ll (MM/DD/CCYY)
Choose one or Several Secondary Criteria:
Condition -Select Condition- ™V
Date Reported (= OR >) E (MM/DD/CCYY)
Surplus Release Date (= OR >) 1] (MM/DDICCYY)
Defense Reutilization and Marketing Office anpbrmo [ anrce [
Activity Address Code
Agency or Agency/Bureau
Civilian Agencies Only O
Exchange/Sale Only O
ses sote [ sote [ sute [ smte [ Jsune [ sune[ |
[FAS Home] [GSAXcess® Browser Troubleshooting Guide] [GSA Home] [Supported Browsers]
“USA.gov.,
This is a U.S. General Services A Federal / system that is "FOR OFFICIAL USE ONLY." This system is subject to monitering.
Individuals found performing unauthorized activities are subject to disciplinary action including criminal prosecution. 4

To begin, the user can either click on the category, or the small blue number at the end of the category; either will take
the user to the states listing, which details which states have property, and how much, like the categories do. One can
search by state, or view all items available in every state listed by clicking the blue number next to “Total items available
with Photos”. For purposes of this tutorial, this will be the latter. Please note: the difference between this option and
“Total number of items available” is only the availability of images.
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* Report Property

Basic Search Options

- Direct Select

[ Advanced Search Menu Home Logout

Worldwide Property Items for a Category
All Categories > All Items Available - All Categeries > Medical, Dental and Veterinary Equipment and Supplies

View Cart (0 [ Checkout |

Total number of items available: 1.031 Total items available with Photos: 268

« Alabama (3/0)

+ Alaska (27/0)

* Arizona (9/9)

* Arkansas (3/3)

» California (100/5)
» Colorado (38/5)

+ Florida (28/3)

» Georgia (33/28)

+ Hawaii (9/5)
+ Idaho (1/0)
» Indiana (1/1)
« lowa (1/1)

» Kansas (26/9)

+ Kentucky (3/2)

+ Louisiana (11/1)

+ Maryland (147/5)

» Massachusetts (3/3)
+  Michigan (93/93)

+ Minnesota (6/5)

« Missouri (18/18)

« Nebraska (5/5)

« New Mexico (4/4)

« North Carolina (34/6)
- Ohio (18/18)

« Oklahoma (6/0)

+ Pennsylvania (1/1)

« South Carolina (2/2)
« Tennessee (5/5)

-+ Texas (16/8)

- Utah (276/0)

« Virginia (56/0)

+ Washington (42/18)
+ West Virginia (3/3)

« Wisconsin (2/2)

[FAS Home] [GSAXcess® Browser Troubleshooting Guide] [GSA Home] [Supported Browsers]
*

“USA.g9v..

This is a U.S. General Services Administration Federal Government computer system that is “FOR OFFICIAL USE ONLY." This system is subject to monitoring.

This is what the search yields. For purposes of a quick search, the user can browse a cursory description of the item, the
Location State, Available Quantity, Unit of Issue, etc. The “Surplus Release Date” is the date that a particular item falls

off this report. The user can click on the thumbnail only to open that image into a larger one, or they can click on the
blue highlighted “ltem Control Number” to open the detailed information about an item.
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- Agency Asset Management System (AAMS) - Energy Asset Disposal System (EAD $) - Interior Asset Disposal System (IADS) - Report Property - Want List - Direct Select - PTM

Basic Search Options M Advanced Search Menu Home Logout

Search Results List of Items

All C: ies > All Items il -All C i > i Dental and inary i and
Back
Total items available with photos: 265 / All items: 1,028 Search in Results:‘ HExaci Phrase Vllm Page: <<< Go To
Next Page >>> ]
& Location Available Unit of Surplus = Requested
Select Item Control Number Reimb Item Name State Quantity i Release Date Condition Quantity
367117-5280-10071 AR 2 PALLET 110972015 Ussble
ol 2 EXPENDAELE MEDICAL SUPPLIES
- e
367117-5278-10051 = AR 2 EACH 1110572015 Ussable
‘ MEDICAL AND SURGICAL INSTRUMENTS, EQUIPMENT, AND SUFPLIES
JAdd to cart 867117-5293-10201 AR 1 EACH 1112012015 Repairable
JAdd to cart 268170-5280-0007 AZ kil EACH 11/0972015 Ussble
368170-5280-0001 Az 2 EACH 110872015 Ussble
368170-5287-0001 AZ B EACH 111672015 Usable 1
L v
JAdd to cart 268174-5292-0001 AZ 1 EACH 1171972015 Ussble

Note that there are buttons (Add to Cart, View Cart and Checkout) visible. These buttons are locked out for anyone
searching under this login. If a person needs more information about an item, it’s advised to either print the page, or
take a screen shot for future reference.

There are two types of property that are generally not screened: Those items with an “X” next to the thumbnail
images (“Reimb” column), or items located at another SASP. These are items where the agency expects to be
reimbursed. See examples below.
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User Guides FProgram Links H ]
+ Agency Asset Management System (AAMS) . - Intenor Asset Disposal System (LADS) . e L
Re m b ursa b I e |te ms Basic Saarch Opthans  Advanced Search Menu Home Logout
All Newly Reported Items - Worldwide
All Categories > Newly Reported ltems Availabjp - All Categories > All States
View Cart { 0) | Help
Total items available with photos: 225 | All items: Search in Results:] | Exact Phrase v | [E Page: 1 | =<GoTe
Hext Page 5> ]
Location Avallable Unit of Surplus Requested
Select Item Control Number Item Name Stat Quantit Isstis Release Dat Condition Quantity
IS 684500-5310-0005 FL 1 EACH IR0 Apparane
FUBCTRIC VEMICLER
fAdd 1o con 148248.5306-FY 161 i 4 EACH TUOTR0S Reparane
MULE 3010 TRANS
JAdd 10 cort NY 1 EACH HARMHE Reparabie
I 1523A4-5309-0003
SECURED VAN
el 1523A4-5300-0006 L 1 EACH RTINS Rispairabie
12 PATTANGLE VAN
I 1623A4-65309-0002 Ny 1 EACH MOTRNS Reparats
12 FASEENGER VAN
I 155864-5310-0001 o i BACH 11082015 Usstis
2008 CHEVHOLET SILVERADO FCrliF THUCK
124756-5306-7211 ™ 1 FACH 7RIS Usazie
FARM TRACTOR
124756-5306-1149 ™ 1 EACH WIS Usable
s
T 124766-5306-2696 ™ 1 EaCH 72015 Usstie I




GiAKcess B - belected Prop,

companent in some meals The Powder comes in vanows flavors (Chocolate, Vanilla, Strawbermy and
Strawbemy-Banana) and the manutaciurer is INvestigatng possbie bactenal contaminstion with
Salmonefia No dinesses have been reported, bul the Dairyshake Powder should be removed and
destroyed upon use of the meal by the end user until more information 15 available on which lot numbers

are confirmed as sale.

——

Additional infoemation will be forthcoming on this topic. In the meantime, read the latest advisory from
DLA for more information,

Mim Dascrption ONE LOT CONSISTING OF MEALS READY TO EAT (MRE). QTY
APPROX 48 CASES APPROX 12 PACKS PER CASE MFR AMERICUAL MDL AD9OG1
LINKNOWN EXPIRATION DATE STORED IN A WAREHCOUISE FOR OVER ONE YEAR FLAVORS
INCLUDE" SPAGHETTI Wi MEAT SALICE, SOUTHWEST CHICKEN W BEANS AND RICE, PASTA
W/ GARDEN VEGETABLES IN TOMATO SALCE, CHICKEN TETRAZZINI, CHICKENW NOOULES
AND VEGETABLES IN SALICE, HEARTY BEEF STEW TWO OF EACH FLAVIOR PER CASE NEW/
UNUSED. A FORLIFT IS AMAILABLE TO ASSIST IN LOADING

nal Stock Number  BATD

1L0T Cuesnlity Requested
$2.586.72

5258672

ATST - Federal Supply Service, Personal Propadty Centers

New/Uniused Lg Go Reuss is Recycling!

AMERIQUAL Carbon savings for this itom are not available

ABO1 Select an

Equivatency: | Gallons of Gasalne Used |
Mo Carbon Equivatancy Explanations
No

item Location

Ponnsyhvaria Federal Surplus
3271 Forster Straat

P.O. Box 1365

Harnsburg , PA-17105

Point of Contact

Reey

ng Agency PENNSYLVANIA FEDERAL SLIRPLUS
DAN CASSELL

T17.705-6584 -
EIE TR

This page contains a lot of information, such as the Item Control Number, Description of the item, National Stock
Number, Original and Total acquisition costs (what the Federal Government paid for the item), and so on. Further down
this page are the details of exactly where the item is located, who the property custodian is, their phone number, email
address, and so on. An agency having questions about items can contact the property custodian for more information if
needed.

When it comes to communicating to Surplus Staff about property located here, the Item Control Number is the best
method for them to access property in question.

i w Lo
ﬁ @hrtp://gsaxcasgw/fadswab/pubwauuu/ 1 regon: State & Feder.. irce Page (& GSAXcess® - Selected Prop... X 1 ig

File Edit View Favorites Tools Help

GSAXcess®

U.S. General Services Administration

GSA

User Guides Program Links Contact Links GSAXcess® HelpDesk

+ Agency Asset Management System (AAMS) + Energy Asset Disposal System (EADS) « Interior Asset Disposal System (IADS) « Report Property = Want List - Direct Select =PTM

Basic Search Options [ Advanced Search Menu Home Logout

GSAXcess® - Property Data Sheet
All Categories » All Items Available - All Categories » Medical, Dental and Veterinary Equipment and Supplies »

Item Photos

Item Infor

Item Control Number 3654065279000 Screening Ends November 06, 2015
Ite ITURE, EQUIPMENT, UTENSILS, AND SUPPLIES
liem Description: TWO LAB BLOOD DRAW CHAIRS, MANUFACTURER AND MODEL
NUMBERS UNKNOWN, SMALL RIPS ON THE GREEN CHAIR

FSC/National Stock Number: 6530

Quantity Available: 2 EACH Quantity Requested:
Original Unit Acquisition Cest:  $250.00

Total Acquisition Cost. $500.00

Agency Bureau 3609 - Department of Medicine and Surgery
Fair Market Value

Condition: Repairable

Make/Manufacturer's Name:

Part Number:

Model: UNKNOWN

Date of Manufacture

Hazardous: No

Demilitarization No

Item Location

VA MEDICAL CENTER




> = - -m . o
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File Edit View Favorites Tools Help

~
Item Location
VA MEDICAL CENTER
5600 W. DICKMAN ROAD
BLDG 145 WAREHOUSE
BATTLE CREEK , MI-49037
Reusing this item instead of buying new is like
Point of Contact saving the carbon equivalent of ...
Reporting Agency VA MEDICAL CENTER 6.14 gallons of gasoline used
Name: DAVID KORP Sl S
Phone: 269-966-5600 Ext 31102 Equivalency ‘GHHOHS of Gasoline Used hd
Fax 269-223-5963 Carbon Equivalency Explanations
Email david_kerp@va.gov
CC Email: KIMBERLY NEGRI@VA GOV
Custodian
Name DAVID KORP
Phone:. 269-966-5600 Ext 31102
Fax 269-223-5963
Email: david korp@va.gov
Additional Information
Add To Cart View Cart(0) Checkout m m m
This system is v

The user can click on any picture to expand and open that picture in another window. Simply click on the “X” to exit this
screen, or use the arrow > to scroll through the images.

As always, contact Surplus Property at 503-378-6020 if questions, pricing on items, etc.
o ¥ - = W o
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C) The “Want List” Go back to the top of the tutorial

The Want List submission form is a fillable .PDF, internal to Surplus Property. A Want List is usually completed when a



search of property yields no results, and after Surplus Staff has determined that the property being sought isn’t in
inventory. This list helps Federal Screeners to locate and identify property, either through GSAXcess or coming in from
another agency through the state side of the warehouse. There is no obligation to buy; Surplus staff identifies the
property, notifies the agency that property has been located, then it is up to the agency as to whether they would like to
proceed with purchasing it or not.

When a Want List item or items are submitted, it is circulated to several Surplus staff members involved with both state
and federal property. If an item is located immediately, an agency salesperson will contact the person who submitted
the request. Otherwise, the information will be put onto an Excel spreadsheet, so that screeners can look for those
particular items.

To begin, navigate to www.oregonsurplus.com, and locate the “Start a want list for property” link in the right hand
task box.

Home Sto e Forms Conlact us

"

Cligk hra 1o
{BID! )

5,

Click on the link, and the user will be taken to the page below. On this page are several related topics, with the link to the
want list submission form at the bottom.
The "Want List"

Can anyone create a want list?

REQUEST FOR ASSISTANCE Overview

This form i being made available for agencies to request that Surplus Property statt find puublic. o an indhidusl aieemgpling o
property needed for use in a respective agency. If the information submitted appears to be a receive property for their own personal use,

If the request comes from a member of the

reascnable request from an ehgible government agency or nonpraf crganizabion, we will it Edorriation s WAl R e
SEARCH FOR PROPERTY add the submission to our master “Want List”, and contact you once property is located transfermed onin the ackive “Want List®. and
ELECTROMCS (EWASTE) Wil be deleted
PUBLIC PURCHASING Eligibility

Ta detarmine if your agancy is curmently eligibie 1o purchase through this program, contact
TOOLS FOR NCIES TO SEARCH i i ¥

FOR PROPEF
L i Qualifications
OFFICE (LEST)
Ta see il your agency o nonprafil would quiliy b recende propert
FORIG. g . your ageocy L quihity propedy

»THE "WANT LIST*

OBLIGATIONS AND DEFINITIONS Customed service
STORA
2 I you need 1o Spisak 10 an Sgency Customer SErvice representatve, contacl
LOCAL GOVERNMENTS it rorien or phane 503-378-4088
PROGRAM ELIGSBILITY
M you have any gquestons about the Surplus Property program as a whole, please contact
— ! [ or phone 503-378-6020

Submit now



http://www.oregonsurplus.com/

& http://www.oregon.gov/DAS/EAM/SURPLS/docs/screeners/WantListRequest pdf s & oregon.gov
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C% ‘ /1 | P ‘ — l|- ‘ ||z| Fill & Sign | Comment

) This fileincludesfilbie form feds.
You can print the completed form and save it to your device or Acrobat.com.

Department of Administrative Services

Y BSD

State and Federal Surplus Property Program

Want List Request Form

Date November 3, 2015

Agency Department of Human Services

Contact Person John Doe

503-999-1212

Telephone
Email Address john.doe@oregon.gov

(Description of Property Requested)

@ htp://vwww.oregon.gov/DAS/EAM/SURPLS/docs/screeners/WantListRequest pdf
File Edit Goto Favorites Help

%‘ /1|@‘—+‘ = ESHZ‘ Fill & Sign | Comment

) Thsfil inclades fillble form field. =
You can print the completed form and save it to your device or Acrobat.com.

L
& (Description of Property Requested)
& 1. 25- Matching Conference Room Chairs
2. 30' Conference Room Table
S 3. 2-6' Tall Bookshelves
4.
5.
6.
7.
8.
9.
10.

Once the form is completed, press the “Submit Form” button
below to send your information as an attachment in an email, or
print/fax to 503-378-4186. Your item will be posted to our “Want
List”, and we will immediately be on the watch for requested
items.

Submit Want Request

When finished, press the “Submit Want Request” at the bottom of the page. The request will be processed, and a
Surplus staff member will contact the submitter with any questions, or results from the request.

Subscription to the Surplus Property Listserv, Donee Notifications.

Agency representatives can request to be added to the Surplus Property Listserv, Donee Notifications. This is a periodic
message, usually 3-4 times per month that details special buy opportunities happening at Surplus Property. These buy
opportunities include such opportunities as free or little cost property available from other agencies, overstock items at
Surplus, unique items, or announcements for sales of special events that occur quarterly.



Also, if an agency needs to announce items they need to get rid of, Donee Notifications can be used to broadcast this,
placing the request in front of thousands of government agencies and non-profit organizations. This is typically done
with lower valued assets, and is a very effective means to transfer unwanted property.

To request to be placed on the Donee Notification Listserv, or to request a message be sent out to agencies and non-
profit organizations, please contact the list administrator.

If questions on this or any Surplus Property activities, please call 503-378-6020.

Return to the top of the tutorial now.
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