Surplus will be Open February 19th
Appointment Information 
 We will only be accepting two appointments per campus a week. All appointments must be made through email, appointments will be giving on a first come bases. This will give everyone a chance to bring in surplus. 
NEW Furniture Information
Surplus will be stricter on furniture items accept to surplus. If you have questions please take a picture and send it to the surplus.auction@domail.maricopa.edu for a decision. Any furniture Items that are broken from off loading at Wood Street will also be refused. 
· Chairs that are missing wheels, broken arms, split in two, ripped, stained and disassembled will be refused. 
· Wood furniture that is broken, disassembled, missing pieces and damaged (warped, bleached, cracked, faded) due to exposure to the elements (rain, sun, etc.) will be refused. 

· It is very important you check all drawers in desks, file cabinets, lockers and miscellaneous containers for any sensitive materials. 

· No modular desk or cubical walls will be accepted. 
Surplus Information
· Surplus will not add appointments that are asked for in a month in advance or more then two weeks in advance. 
· Faculty and Staff must contact the campus Surplus/Receiver person; so the Surplus/Receiver can make the appointment for them, to come down and view items.
· Surplus will not except appointments made by any Faculty, Staff or non Surplus/Receiver. 
· Engraved or hand written tags will not be included in the scan sheets. Make sure your engraved item’s serial number is on your transform form. 

· An items with no tags, because the tags fell off or was just engraved, surplus recommends retagging that item. REMEMBER not all Serial numbers are scan able.
· Non scan able serial numbers will not be including in the scan sheet. Remember have your serial numbers on your transfer form. 

·  Attach your hard to tag asset forms to your transfer form.

· Verification of scan sheets to transfer form must be done as part of your own hour appointment. Any run over time, will have to wait until after the current appointments are finished. 

· Always double check your scan sheets with your transfer form, any mistakes can be corrected during your scheduled time. Once you leave surplus it will be processed and out of surplus hands that day. Add-ons will not be accepted. 
· Transfer forms must be filled out completely or surplus items and transfer forms will not be accepted. 

· Bathrooms are in bay 2 
Scientific Information
Any scientific items that held chemicals must be properly cleaned/ decontaminated. Surplus will not accept any chemicals, paint or any hazardous materials. 
Additional Information
Any items you have a questions, call DO Surplus 18171 (Rob), 18172 (Chris) or send an email to surplus.auction@domail.maricopa.edu. 
If you know someone who needs to be added to the IPTF mailing list, please tell them to contact Carmen Gonzales (480) 731-8574. 

(ALL APPOINTMENT UPDATES WILL BE SENT VIA IPTF MAILLING LIST) 

Thank You, 

SURPLUS 

