WEST VIRGINIA
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SURPLYS PROPERTY

WEST VIRGINIA PURCHASING DIVISION, SURPLUS PROPERTY
SURPLUS PICK-UP AND DELIVERY POLICY

L PURPOSE:

To establish clear guidelines for pickup and delivery services provided by the West Virginia State
Agency for Surplus Property (WVSASP) to state agencies and other eligible organizations. This
policy ensures equitable access to services provided by WVSASP while maintaining operational
efficiency and managing labor and transportation costs considering limitations based on distance
from the WVSASP facility in Dunbar, WV, number of loads, staff availability, and condition of items.

IIL. POLICY:

In certain circumstances, the WVSASP is permitted to pick up items from state agencies that have
been approved for disposition, or deliver items that have been purchased. This policy outlines the
requirements for each.

A. Pickup Service
a. State Agencies Located Within 15 Miles of Dunbar, WV

i.  The WVSASP provides up to three free boxtruck pickups for retired state
property per fiscal year for state agencies within 15 miles of Dunbar, WV,

ii.  Starting with the fourth pickup in a fiscal year, agencies will be charged
$1.25/mile and $35/hour per employee.

b. State Agencies Located Greater than 15 Miles from Dunbar, WV

i.  Agencies located more than 15 miles from Dunbar, WV, will be charged
$1.25/mile and $35/hour per employee for all pickups, regardless of box
truck load count.

¢. Trailer Option

i.  Agencies may request a trailer be delivered and left on-site free of charge,
regardless of distance. Trailer options range from 40 feet to 53 feet in length,
based on availability.

1. Agencies must provide staff to load the trailer; ensure there’s enough
property to fill it; and have a safe, level location for placement of the
trailer.
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2. WVSASP may refuse to leave the trailer onsite if the site is deemed
unsuitable.

ii.  All property must be loaded into the trailer and arrive at the WVSASP
warehouse in good to fair condition. The state agency will be responsible for
any fee associated with disposing of property arriving in poor condition. The
state agency will also be responsible for any costs associated with repairing
damage to the trailer that occurs while in that agency’s possession.

B. Delivery Service

a. State Agencies Located Within 15 Miles of Dunbar, WV

i,  The WVSASP will deliver property to state agencies located within 15 miles
of Dunbar, WV, an unlimited number of times per fiscal year free of charge
with a minimum $100.00 purchase.

b. State Agencies Located Greater than 15 Miles from Dunbar, WV

i.  The WVSASP may deliver property to state agencies located more than 15
miles from Dunbar, WV, for a fee of $1.25 per mile and $35.00 per employee
per hour.

C. Non-State Government Agencies and Other Eligible Organizations

a. Any non-state governmental agency or eligible organization can request pickup or
delivery of items within the parameters and fees prescribed above, including
$1.25/mile and $35/employee per hour.

b. Items for pickup require completion of the Surplus Property Retirement Form
(WV-103N) for non-state agencies.

c. Items for delivery require a $100 minimum purchase. Non-state governmental
agencies and eligible organizations are required to pay for the goods being delivered
at the WVSASP Warehouse and then schedule the items for delivery.

d. Approval of the pickup or delivery will rely solely on the availability of WVSASP
personnel.
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D. Staffing Requirements

a.

The WVSASP may require at least two personnel to participate in the pickup or
delivery of property depending on the items being transported.

If WVSASP does not have the staff available for a pickup or it is determined that
additional staff is needed, the state agency may be required to pay for temporary
employees at a rate set for a laborer through the Temporary Employee statewide
contract.

E. Additional Considerations

The pickup and delivery times begin when WVSASP personnel leave the warehouse
in Dunbar, WV, and ends when they return back to the warehouse in Dunbar, WV.

If applicable, 30 minutes may be deducted from the total time spent on the pick-up
or delivery for the WVSASP personnel’s lunch break.

Any agency or eligible organization located more than 100 miles from Dunbar, WV,
who wishes to request a delivery or pick-up must do so at least one week in advance.

V. EFFECTIVE DATE: This policy will go into effect on April 9, 2025. The Director of the
Purchasing Division may revoke this policy at any time.

VI. POLICY NUMBER: SUR-25-003

Approved and issued by:

Samantha Willis, Director/General Counsel

West Virginia urcha]s?’nf Division
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SURPLUS PICK-UP AND DELIVERY POLICY - APPENDIX A

Policy Acknowledgement Statement

By signing below, I acknowledge that I have received, read, and understand the WVSASP Pickup
and Delivery Services Policy. | understand the terms outlined, including any applicable fees,
conditions, and scheduling requirements. [ agree that my agency or organization is responsible for
complying with all provisions of this policy when requesting WVSASP transportation services.

[ further understand that failure to adhere to this policy may result in the denial of pickup or
delivery services or the imposition of additional charges.

Authorized Signature:

Printed Name:

Position:

Agency Name:

Date:
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