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Property Reuse Program 

Introduction 
The Property Reuse Program website provides the means to submit STD 152 forms, 
check the status of STD 152’s, post transferrable property, request transferrable 
property, submit STD 158’s, check the status of requested property, and search the 
Property Reuse Program inventory. 



Login and Registration 

Logging In 
Access to the website begins at the login page as shown below. 

 
If you have already registered, enter your billing code, email address, and password 
and click the Log In button to proceed. 
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Registration 
Each user of the system must first register with the Property Reuse Program. Once 
registration is completed, all of the functions of the website become available. 

If you have not registered, click the “I Don’t Have a Password” link. The registration 
page as shown below will be displayed. 

 
Fill in all of the information and click the Submit button. The following page will be 
displayed. A temporary password will be sent to you via email. You will have until 
the date shown on the page to login and reset your password. 

 



When you receive your temporary password and return to the login screen and login 
using your temporary password, the following page will be displayed instructing you 
to change your password. 

 
Click the Change Password button to go to the password change page as shown 
below. 
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Type a new password, then type it again and click the Submit button. Once the 
password has been changed, the page shown below will be displayed. 

 



Agency Information 

After logging in to the Property Reuse Program website, the information about your 
agency will be displayed as shown in the sample below. 
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Search Property Reuse Inventory 

Click the “Search Property Reuse Inventory” link to search for property that is 
currently in inventory at the Property Reuse Program. The search page as shown 
below will be displayed. 

 
You may enter search criteria in one or more of the fields shown. The search will 
look for any items that match all of the criteria entered. To view every item that is in 
inventory, leave all of the fields blank and click the Search button. 

The most common search will be to simply select an item from the drop-down list. 
The search results will include all items that have been identified with the selected 
description. 

Each inventory item may also have a description that is in addition to the generic 
description. By typing one or more keywords separated by commas in the Keywords 
box, you can search both the generic description as well as the secondary description 
for all items that match the keywords.  



If any items match the criteria, the list of items that matched will be displayed as 
shown in the sample below. 

 
If an item includes one or more photos, a camera will be displayed next to the item. 
Click the camera to view the photos. 
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STD 152 

List of STD 152’s 
To view the status of your STD 152’s or to submit a new STD 152, click the 
STD152 link on the Agency Information page to display the STD 152 page as shown 
below. 

 

Sort the List 
When the page is opened, a list of current STD 152’s for your agency will be listed 
along with the current status of each 152. If the list of 152’s is a long list, you may 
want to sort it in a different way. Select the field on which to sort from the drop-
down list then click the Refresh button. 



Print a 152 
To print a copy of a 152, click the Print button next to it. The page shown below 
will be displayed when processing has been completed. 

 
Click the “View/Print Property Survey Report” to open the STD 152 in Acrobat 
Reader where you can print it, if desired. 
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New 152 
To enter and submit a new STD 152, click the New STD 152 button. The page 
shown below will be displayed. 

 
All of the fields in the top portion of the page are required except for the Approving 
Name fields where only two must be filled in.  



Add Items to STD 152 
To add items to the 152, click the Add Item button. The page shown below will be 
displayed. 

 
Select a standard item description from the drop-down list that best fits the 
description of the item you are submitting. If a standard description from the list 
doesn’t fit, type a better description in the “Non Standard Item(s)” box. 

Enter the quantity of the item and select the correct unit of measure. The description, 
quantity and unit are the only required fields, but any other information that can be 
entered is helpful.  

After entering all of the necessary information, click the Save/Continue button. This 
will add the item to the STD 152 and refresh the page for the next item.  

After entering all of the items that should be included in this STD 152, click the 
Cancel/Done button. 

*If different items are being disposed of differently, according to the Disposition 
Code, you must create a separate 152 for each type of Disposition. 
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Deleting Items from the STD 152 
After entering one or more items, you may need to remove an item from this STD 
152. Click the Delete button next to the item you want to delete. 

 

Editing an Item 
If you need to modify an item, click the Edit button next to the item you want to 
change. 

Submit the STD 152 
All of the information that has been entered so far is stored in TEMPORARY 
memory. If you close the browser at this point, all of the data will be lost. Click the 
Submit STD 152 button to save all of the information and submit the STD 152 for 
approval by the Property Reuse Program. 



After the information has been successfully recorded, the page shown below will be 
displayed that explains the approval process. 

Click the OK button to close the page. 

Review the STD 152 
Click the Refresh button on the STD 152 Status page. The new STD 152 should 
now be included in the list with a status of “Pending Approval” as shown in the 
sample below. 

 
When finished entering and reviewing STD 152’s, simply close the browser. 
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Post Transferable Property 

Introduction 
In order to maximize the investment in the property of the State of California, 
property may be posted for transfer that other agencies may have a need for rather 
than disposing of the property through the Property Reuse Program. 

List of Posted Property 
To view the list of previously posted property, click the “Post Transferable Property” 
link on the “Agency Information” page. If any property has previously been posted, 
it will be displayed as shown in the sample below. 

 



Post New Item 
Posting a new item is very similar to adding an item to an STD 152. Click the Post 
New Item button to display the item entry page as shown below. 

 
Fill in the information and click the Save Item button. The item will be saved and 
the page refreshed for the next item. 

After posting all of the items, click the Cancel/Done button to return to the Posted 
Property list. 

Delete an Item 
To withdraw an item so it will no longer be available for transfer to another agency, 
click the Delete button next to the item you want to remove. 
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Search Transferable Property 

Search for Property 
To search for property that other agencies have posted for transfer, click the “Search 
Transferable Property” link. The search page shown below will be displayed. 

 
Searching for posted property is similar to searching the Property Reuse Program 
inventory. Select a standard item description or type one or more keywords. To 
further narrow the search, enter a Manufacturer, Model and/or Year.  



If any items match the criteria, they will be displayed as shown in the sample below. 
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Request Posted Property 
After performing a search and finding an item to transfer to your agency, click the 
Request button. 

If there is more than one of the item, the page shown below will be displayed. 
Change the quantity requested if necessary then click the Submit button. 

 
If there is only one of the selected item, or you have changed the quantity and 
clicked the Submit button, the page shown below will be displayed with information 
regarding the approval process. 

 
By completing this process, you have initiated a request to the transferring agency 
for the property. The transferring agency must submit the transfer to the Property 
Reuse Program for approval before the property can be transferred.  



STD 158 

Introduction 
If transferable property has been requested or another agency has made a request for 
property, the status of these requests are displayed on the STD 158 page accessed 
from the “Agency Information” page by clicking the “STD 158” link. The page 
shown below will be displayed. 
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Requests by Other Agencies 
When another agency has requested property posted by your agency, an STD 158 is 
generated. All open STD 158’s and STD 158’s that were closed within the last two 
months are listed in the top portion of the page. In the sample, one STD 158 is 
pending. 

Submit for Approval 
A pending STD 158 must be submitted to the Property Reuse Program for approval 
before the property can be transferred to the requesting agency. Click the Edit button 
to complete the STD 158 and submit it for approval. The page shown below will be 
displayed. 

 
The requesting agencies name will already be selected in the “Xfer To:” drop-down 
list. Complete the rest of the information (similar to the STD 152) and click the 
Submit STD 158 button. The STD 158 will be submitted to the Property Reuse 



Program for approval and the page shown below will be displayed that explains the 
approval process. 

 



 STD 158  •   23 

Requested Property Status 
If you have requested the transfer of property from another agency and want to know 
the status of your request, click the “STD 158” link on the Agency Information page. 
The page shown below will be displayed. 

 
Requested property is displayed in the lower half of the page. In the sample shown, 
the Action Figures request is “Pending Approval”. This means that the agency from 
which the property has been requested has submitted the STD 158 to the Property 
Reuse Program for approval.  

If the agency had not yet submitted the STD 158 for approval, the “Status” would 
show as “Pending”. If the STD 158 has not been submitted, you can send an email to 
the agency to check their status by clicking on the Contact Name link in the first 
column. This will open an email message addressed to that individual. 

Once the Property Reuse Program has approved the STD 158, the “Status” will show 
as “Closed”. 



Initiate an STD 158 
In addition to submitting an STD 158 as a result of a request on the Property Reuse 
Program website, a new STD 158 can be initiated directly. Click the New STD 158 
button on the page shown above. Then, fill in the information similar to creating an 
STD 152. But, the transfer to agency will not be selected and will have to be selected 
manually. 

After filling in the information, click the Submit STD 158 button. 

Print an STD 158 
To print an STD 158, click the Print button next it. The STD 158 will be generated 
in pdf format and the page shown below will be displayed when the processing has 
completed. 

 
Click the “View/Print Property Transfer Report” to open the STD 158 in Acrobat 
Reader. 


