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1.0 Purpose

To indicates the steps involved in disposal of unserviceable / excess /
obsolete stores and assetfs.

2.0 Scope

This procedure describes the process of disposal from identification of
unserviceable / excess / obsolete stock to final disposal

3.0 References

3.1 KEPHIS Purchasing and Supplies manual

3.2 Public Procurement and Asset Disposal Act, 2015
3.3 Public Procurement and Disposal Regulations, 2006
3.4 Work Instructions

3.51SO 9001:2015 Standard
3.6 KEPHIS QMS Manual

4.0 Definitions
4.1 MD - Managing Director

4.2 HP - Head Procurement
4.3 SA - Supplies Assistant

5.0 Responsibility
The Head of Procurement is responsible for this SOP



6.0 Schematic Representation
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6.0 Procedure

6.1.User Identifies and lists unserviceable, obsolete or surplus stores, plant
and equipment and sends list to Secretary, Disposal Committee

6.2.Secretary convenes a meeting of the Disposal Committee to survey
the items, set reserve prices and recommend suitable disposal method
as provided for in the Public Procurement & Disposal Act and
regulations.

6.3.Secretary forwards the committee’'s recommendation to MD for
approval
6.3.1 If not, approved the committees takes appropriate action in
accordance with the MD’s remarks.

6.4.1f approved the HP Disposes of the item as provided in the Public
Procurement and Disposal Act, and regulations. (WI.1
/KEPHIS/SUP/03).

6.5.Supplies Assistant records the disposal in the asset register.



7. Records

7.1.List of items recommended for disposal
7.2.Disposal Committee Minutes
7.3.Quotations/Tenders submitted by buyers
7.4. Asset Register
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