ASSET DISPOSAL PROCEURE 
INTRODUCTION

1. 
These procedures have been produced to provide clear guidance on the required process when 
disposing of Council assets, other than buildings and land, that are obsolete, broken beyond 
repair or surplus to requirements.


2.
Officers should where possible avoid disposing of items in a skip which subsequently ends up at 
council landfill sites.


PROCESS

3.
Estimate the value of the item(s) to be disposed of. The value will need to be estimated to ensure 
correct method of disposal is used.

4.
It is important to ensure that details of values and descriptions are recorded accurately both in 
the asset register and asset disposal form (below)

KEY DISPOSAL CONSIDERATIONS

5.
Determine if item is in working order and therefore saleable or re-usable condition.

· Re-Use – Asset can be re-used or relocated to other service area.

· Saleable – Obtain quote from outside agent.

6.
Consider any associated risk and take reasonable steps to ensure items are disposed of in such a 
way that following risks to the council is appropriately mitigated.  

· 3rd party claims (where injury caused by the disposal of item)

· Breaches of legislation, Data protection Act from insufficient data cleansing.

· Reputational damage by environmental unfriendly disposal

7.
Surplus IT equipment being disposed, sold or re-used, must be through approved IT service 
provider to ensure data protection and safety laws are complied with.

8.
All sales of assets must be accompanied by a receipt and a completed disclaimer form completed 
and retained.

REPORTING LOST OR STOLEN ASSETS

9.
Lost stolen or missing items must be reported immediately to the Council and where the item is 
insured, to the insurance company. Where an insurance claim is to be made the incident should 
also be reported to the Police and a Police incident number recorded. 


ASSET DISPOSAL FORM

	DESCRIPTION OF ASSETT
	


	ASSETT VALUE


	


	MINUTE / REFERENCE
	


	IS THE ASSETT ON OUTSTANDING 

LEASE YES/NO
	


	HAS THE ASSETT BEEN RMOVED FROM REGISTER YES/NO
	


	HAS CORRECT APPROVAL BEEN SOUGHT

TO COMPLY WITH FINANCIAL REGULATIONS YES/NO
	


Signed by Authorising Officer…. 
Dated ……
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