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SUBJECT:  ADS – PROPERTY MANAGEMENT – Disposal Instructions 
 
Purpose.  To provide new information on how to dispose of excess property 
 
Expiration Date.  September 30, 2009. 
 
 
The CASU Warehouse will no longer accept excess property; therefore offices will need to dispose 
of excess property in the following manner: 
 

1. Transfer within NRCS – verify that NRCS, locally, does not need the property and check 
other service centers throughout the state to see if there is a need. 

2. Transfer within USDA (Rural Development, Farm Service Agency, etc.) – check to see if 
other USDA agencies could use the property. 

3. Transfer to other Federal agencies – see if any other agency could use the property. 
4. Transfer to state, city or county government, etc. 
5. Prepare necessary forms to transfer or dispose of property as described below and send to 

the state office, attention Laurie Otte, Management Services Specialist. 
 
The proper steps in the disposition of excess property must be followed in the above order.  All 
transfers shall be recorded on an AD-107.  If you find another office needing the property, prepare 
an AD-107 to transfer the property to that office.  All transferred property must be documented with 
the date, name, and what property was transferred. 
 
If you do not find another office needing the property, you may be able to donate to a “public 
body”.  The definition of a public body, as stated in the Agricultural Property Management 
Regulations (AGPMR) 102-36.320 is any department, agency, special purpose district, or other 
instrumentality of a State or local government; any Indian tribe; or any agency of the Federal 
Government.  This includes any state agency, local city government and local county government.  
If you do not find any state, city, or county government, you can donate to a non-profit organization 
such as the public library, school, local fire department, Red Cross, Scouts, 4-H, and YWCA etc. 
 
If you find property that is damaged and cannot be used for its intended purpose, it can be destroyed 
and disposed of in a manner that is not detrimental to the environment or public safety.  Remove 
any identifying markings on the property that would identify NRCS and prepare an AD-112 to the 
PMO to request approve to dispose of the property.  All destruction of government property must be 
witnessed by at least two employees and documented by signatures on the AD-112. 
 

 



If you have any questions, contact Laurie Otte, Management Services Specialist at (651) 602-7901. 
 
 
 /s/ 
 
WILLAM HUNT 
State Conservationist 
 
DIST:  AE 


