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.
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Login and Registration

Logging In

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

a Property Reuse Program - Microsoft Internet Explorer

Eile Edit Yiew Favorites Tools Help

d=back - = - () 7 ‘ Phsearch  GlFavorites  @Meda o | 5y S - [ ]

Address I@ hittp fsittintmgfSPMSCAWeb/ AgencyLogin, asp

gesemebuie  Thae Property Reuse Program
e State Agency Login for
Broperty Reuse Program  pProperty Survey Reports (STD 152s) and

Home . .
Viewing State Surplus Inventory
Property Reuse Program

e |
Donee Login

Contact s Enter Your Billing Code (REQUIRED) |

eMail Address: |
Password:

@s | Forgot Password

| Don't Have a Password

[
@ [ B

If you have already registered, enter your billing code, email address, and password
and click the Log In button to proceed.



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.

File Edit Wiew Favorites Tools Help

daBack - = - i fat | Qsearch  GelFavorkes fMedia (4 | - S 1 - 0 4 <2

iEtintmafSPMSCAwebAgencyRegistration, asp

The Property Reuse Program
State Agency Registration

Enter Your Billing Cade |
Hame (First Last): | |
we [
Phone: l—
Fax: l—

ebail Address: I

Submit I

& temporary password will e sent to you at your emal sddress.

You will be required to change it the nesd time you log in

[
|@] Dane ’_’_’_ E Local intranst A

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.

=10l x|

File Edit ¥iew Favortes Tools Help

HBack - = - @ a3 | @Search (5] Favarites @Medla Qs | %' S E ks 3 31 =

Address |§‘| hittp:fsittintma/SPMSCAUeb/ AgencyRegistration asp?camefrom=3

The Property Reuse Program
State Agency Registration

“our temporary password will be sert to you via etail

“You will haye until 3/6/2005 to login sand change your password.

It you do nat, you will be required to re-register.

Return to Login

[
|@ Done ’_ ’_ ’_ E Local intranet V.
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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.

4 Property Reuse Program - Microsoft Internet Explorer - Ellﬂ

Fil=  Edit

daBack - = - i 7t | Qsearch GFavorkes Media (4 | - S B - 4 <@

Address |g“| httpf{sittintmafSPMSCavwebjAgencyInformation, asprcamefrom=1

Wiew Favorites  Tools  Help

et

“?-E-,lmlmﬂ to Ge”e (7 /

pesitemebuis  Tha Property Reuse Program
A State Agency Information
Property Reuse Program

e —

b el sl This is the first time you have used your pre-assigned password. You must change your Password.

Inventory
Donee Login Change Password I
Contact Us
|
|@ Done ,7’7,7 E Local intranek Az
Click the Change Password button to go to the password change page as shown
below.
3 Property Reuse Program - Microsoft Internet Explorer - Ellﬂ
File Edit Wiew Favorites Tools Help |
s Back = = - @ 7t | @SEarch (Gl Favorites @Media @ | %v = E 2 @ m & &
Address I&j http:fsittintmg/SPMSCAWeb/ChangePassword, asp j ﬁGn Links

v

ome iternet

W;:-lnuma to Gg” e ’

The Property Reuse Program

Change Password

Please enter a new password.

Password: I
Confirm Password: I
Submit

|€] Dane ’_’_’_ (=8 Local intrangt




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.

3 Property Reuse Program - Microsoft Internet Explorer

=10l x|
File Edit Wiew Favorites Tools Help

s Back = = - @ 7t | @SEarch (Gl Favorites @Media @ | %v = E 2 @ m & &

Address [ @] http:/sitintmg/SPHSCAMeb/ ChangePassword, aspicamefrom=3 | @an |Links
t Home  DGS Internet

Welcome to Geﬂ gf-‘ /

The Property Reuse Program

Change Password

Your paseword has been changed.

caontinue I
|
|@ Done ,7’7,7 E Local intranet 4
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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.

=101x
File Edit YWiew Favortes Tools Help

¢ Back = = - @ 7ot | @Search (3] Favarites @Media Q | %' = E - @ (7} A‘l ]

address I@ hittp:fsittintrng) SPMSCAWeh | AgencyInfarmation. asprcamefror

Wsluumﬂ to Gf” y d[.":&‘f?kﬂ _"f. :

DGS Home Page

The Property Reuse Program

P nt H i
LIl State Agency Information

Property Reuse Program
Home

P Re: Py
e CALIF EXPQ & STATE FAIR - ENTERTAINMENT
1600 EXPOSITION BLYD

SACRAMENTO, CA 95815
Contact Us County:

916-263-3027
@s Representatives
Representative [Title

To reguest changes to any of this information, please email Property Reuse

Donee Login

leMail

Search Property Reuse Inventory STD 152
Post Transferable Property Search Transferable Property STD 158

-]
|®j Cione ’_ ’_ ’_ E Local intranet 4




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.

3 Propetty Reuse Program - Microsoft Internet Explorer Aglﬂ

File Edit Wiew Favorites Tools  Help |

gmback - = - ) at | Qzearch [GFavorites  GFMediz (4 | By S - 0 4L &

address |§'|http:Usittintmg,rspmscnWabrSAInvs.asp x| @ |Lnks

= B
0as

al Seryicesii=

The Property Reuse Program

State Surplus Inventory Search

ems Available Limited To Stock On Hand

Enter criteria in one or more of the search fields.

If you find what you are looking for, please call Sacramento (316) 928-4642

Warehouse: [

tem (Exact match):
For full inventory search, | LI
leave all fields blank.

(seperate with commas) |
Manufacturer: I—
Mode:[
Year: I—
=l
[&ioene [0 EErdnmene

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

3 Property Reuse Program - Microsoft Internet Explorer

ol x|
File Edit Wew Faworites Tools Help

[ T | 4t ‘ Qsearch  GilFavorites  (EfMedia £4 | B-S9 = o & D@

Address [€] https/ fsittintmg/SPMSC Aeb/SAInyS, asp7camefrom=28Doneshumber=&DonesHame=

ernet

Welcome to Geﬂ e Tl

The Property Reuse Program

State Surplus Inventory Search

tems Available Limited To Stock On Hand

Enter criteria in one or more of the search fields.

If you find what you are looking for, plesse call Sacramento (916) 928-4642.

Warehouse: | Sacramento ;I

Item (Exact match):
For full inventory search, | ;l
leave all fields blank.

Keywords:
(seperate with commas) ILEDGER

Manufacturer: I—
Model: I—
Year: I—
Search

Search Results - 1 tems Found

em Humber escription N -
r Eear.fog.fMudel ‘ Location ‘ Guantity | S&H Fhu(u
000500090001 WCCOUNT BOOK Warehouse 20 56
EDGER (Sac)
-]
|@ Done ’_ ’_ ’_ E Lacal inkranet 4

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



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.

=T
Flle Edit Wew Favorites Tools Help |
d=Eock - = - @ 7t | @Search [ Favorites @Mad\a @ | %v =] - E [ ESer ]

Address [{E] http: sitintmg/SPMSCAWED/STD1525tatus. asp

j @Go | Links

STD 152 Status

|
CALIF EXPO & STATE FAIR - ENTERTAINMENT

Includes sll open STD 152 and STD 152= that were closed within the past twwo months.

SortBy: |STD152# =] _Refresh |
Ag:;‘;’ STMS2# | Date Contact Disposition Code Status
Frirt I
S05-00005 | 2¢24/2005 Bob McFarlsne (8) Property Reuse Program Closed
prirt |
S05-00009 | 22472005 Bob McFatlane (8) Property Reuse Program Clozed
New STD 152 |
[
|® Daone l_ ’_ E Local intranet v

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.
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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.

“3 Property Reuse Program - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

d=back - = - G 2 | Qsearch [GFavorites fMedia £% | B S = I D

Address |g‘| httpeffsittinkmafSPMSC A eb S TD152Print asprReceiverID=7

The Property Reuse Program
Property Survey Report

“Your Property Survey Report has been compiled and is ready for viesing and printing.

Fleaze click the link shown below

ViewPrint Property Survey Report

H
|@ Done ’_ ’_’_ E Local intranet 4

Click the “View/Print Property Survey Report” to open the STD 152 in Acrobat
Reader where you can print it, if desired.



New 152

To enter and submit a new STD 152, click the New STD 152 button. The page
shown below will be displayed.

a Property Reuse Program - Microsoft Internet Explorer

=
File Edit ¥iew Favortes Tools Help |
g=gack - = - ) a3 | Dsearch [l Favorites  Media % | E-S e 2@ 9

Address [&] http:{sittintmy/SPMSCAWeb/STDLS2. asp x| oo |Lnks

wicomeo G EI RIS ETVILES, »

The Property Reuse Program
Property Survey Report

|
CALIF EXPQ & STATE FAIR - ENTERTAINMENT

Agency Document Humber: I
Disposition: I ;I
Property Location (County): I ﬂ
Approving Hame 1: |
Approving Hame 2: I
Approving Hame 3: |
(Two Approving
Hames Required)
Explanation - Reason for I LI
proposed disposition of item.
Hem
Description State Date Original Present Add ftem
# Model Year, Manufacturer, | Oty |Ildent.(Tag) | Purchased | Cost (if Condition
Make Humber (Year) Known
Serial umber
ATTENTION! antinformation will be lost and this Std. 152 will not be saved unless it is
submitted to the Property Reuse Program.
Submit 5TD 152 Cancel STD 152 |
-]
|@j Dane

’_ f_l_ E Local intranet Y

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.
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Add Items to STD 152

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

a Property Reuse Program - Microsoft Internet Explorer - ||:| ﬂ

File Edit “ew Favorites Tools Help ﬁ
= Back -~ o= - @ 7t | @Search (G Favarites @Media @ | %v = Ne| (] ;“L =

Address I@:] http:isittintmgf SPMSCAWeb/STD152 .aspPcamefrom=2 @Go Links

The Property Reuse Program
Property Survey Report

STD 152 Line Item

Standard tem(s) Use Drop LI
Down List:

Hon Standard Hemi(s)-Enter I
Here:

Model Year (Optionall: | |

Manufacturer (Optional): | |

Make (optional): [

Serial Humber (Optional): |
Quantity (Requirea): [ |

Unit: [E2 =l

State Ident. (Tag) Humber
(Optional):

Date Purchased (Year, I—
Optional):

Original Cost (if known-

Optional) (Per Unit):
Present C: iti
(Optional): LI
SaveiContinue I CancelDone |
'Ll
4| | »
|@ Done ’7 F,ﬁ E Local inkranet S

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.



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.

File Edit Yiew Favarites Tools Help

Back » = - (D 4t | Qisearch  [GlFavorites (imedia €4 ‘ - & = a4 @

Address I@ http: mgf SPMSCAWeD/STDI 52, asp?camefram=5

=
<
2
S
8

The Property Reuse Program
Property Survey Report

CALIF EXPO & STATE FAIR - ENTERTAINMENT

Agency Document Humber: IAEH 234

Disposition: IB - Property Reuse Program LI

Property Location (County): |Alameda ;l

Approving Hame 1: |Mr. Smith

Approving Hame 2: IMr. Jones

Approving Hame 3: |

(Two Approving
Hames Required)

Explanation - Reason for
proposed disposition of item. IND longer useful &t al ;I
tem
Description State Date Original Present add Itaml
# Model Year, Manufacturer, | Oty | Ident.(Tag) Purchased | Cost(lf Condition
Make Humber (Year) Known
Serial Humber
Edit |
1 &R COMPRESSOR, 2HP. 2 o Tl |
elete
Edt |
2 |AMPLIFIER 34 o e |
Elete

ATTENTION! an information will be lost and this Std. 152 will not be saved unless it is
=ubmitted to the Property Reuse Program.

Submit STD 152 Cancel STD 152 |
-
|&] pone [ [BEvLocalintranet v

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.

STD 152 »

13



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.

a Property Reuse Program - Microsoft Internet Explorer ;IEIEI

File Edit Wiew Favorites Tools Help |

‘= Back - = - @ 7t | @Search [ Favorites @Mad\a @ | %v =] E - E [ ESer ]

Address [€] http: fsitintmg/SPMSCAWEb/STD1525tatus. aspPeamefrom=2 | @an ks

rnet

Welcome to Geﬂ’e’ s:a"r'/ L"J 1‘{.:_:
The Property Reuse Program
STD 152 Status

|
CALIF EXPO & STATE FAIR - ENTERTAINMENT

Includes sll open STD 152 and STD 152= that were closed within the past twwo months.

Sort By: |STD 1524 =l Refreshl

"g::;y sTDIs2# | Date Contact Disposition Code Status
Frirt I
AB1234 2/26/2005 Bob McFarlans (8) Property Reuse Program | Pending Approval
rirt |
S05-00008 | 2/24.2005 Bob McFarlane (8] Property Reuse Program Clozed
prirt |
S05-00009 | 2/2452005 Bob McFarlane (&) Property Reuse Program Clozed
Mew STD 152 I
El
|®j Done ,_ ’_ E Local intranet 4

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



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.

3 Property Transfer Program - Microsoft Internet Explorer =]

File Edit Wiew Favorites Tools Help |

daBack ~ = - (D 2 | Qsearch [GFavorites fMedia £% | B S & - [ JE ]

Address I@http:,l’,l'slttlntmg,l’SPMSCF\WebJ‘PostAval\abIeProperty.asn?camefrom=1 j @Ga | Links
et Home DG Internet -

wemeto  GENETANSEIVICES N

A AL
The Property Transfer Program
Post Transferable Property

|
CALIF EXPO & STATE FAIR - ENTERTAINMENT

Includes all available propriy that has heen posted

Post Mew ftem
Description Year
Date s:::::‘ Hame lodel Vear Mfghiake Location | Oty Purchased Present
Posted eMail lileace Original | Condition
Serial Mumber Cost
Bob bicFarlane
ACTION FIGURES Delele |
2426/2005 {908) 813-2814 51 JoF A0 srs00 E
bobnEtmace.com
Bok McFartans Deiete |
226/2005 (9080 813-2814 TABLE, CONFERENCE 1 $3,000.00
bobm@tmaca.com '
H
|@J Done ’_ ’_ E Local intranet 4
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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.

1ol x|
File Edit Yew Favorites Tools Help ‘

daBack - = - ) | Qisearch [GFavorites Media (4 | B-SE- 2042

Address I@ hittp: jsittinkrg/SPMSCAWebPost AvalsbleProperty. aspreamefrom=3

j @G0 | Links

rnet

Welcome to Gg” - ‘rd ’:“f?kﬂ 1‘{

The Property Transfer Program
Post Transferable Property

Item Information

Standard kemi(s) Use Drop I
Down List:

Hon Standard temi(s)-Enter I
Here:

Model Year: l—
Manufacturer: l—
Make: l—
Serial Humber: I
Quantity:
Unit: [E4 =l
State Ident. (Tag) Humber: [
Date Purchased (Year): l—
Original Cost (if known): l—
Present Condition: lﬁ

Property Location I
(County):

=

Save tem I CancelDone I

=
[ Bl

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

|®j Done

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.



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.

3 Property Transfer Program - Microsoft Internet Explorer i | il

File Edit Wiew Favorites Tools Help |

duzck - = - (B ) | Qsearch [GFavortes IMeda (% | By S -5

Address Ig‘l http:ffsittintmgfSPMSCAvweb /PostedPropertyInys . asp j @Gn Links

- wsgrykﬂ _ = . ,m&‘

At

The Property Transfer Program
Posted Property Search

Enter criteria in one or more of the search fields.

Hem (Exact match):
For all posted items, LI
leave all fields blank.

(seperate wi‘ll:‘:gx‘:lzad:; I
Manufacturer: [
Modet [
Yeas |
Search |
=l
&) Dore ]

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.
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If any items match the criteria, they will be displayed as shown in the sample below.

3 Property Transfer Program - Microsoft Internet Explorer - Ellll

File Edit Wew Favortes Tools Help

daBack - = - i at ‘ ‘Qizearch [GFavortes iMedia (% | B-a@-H20348 @

Address I@ http:ffsittinkmg/SPMSCAWebPostedPropertyIny s, aspFcamefror

The Property Transfer Program
Posted Property Search

Enter criteria in one or more of the search fields.

tem (Exact match):
For all posted items, | ACTION FIGURES =l
leave all fields blank.

Keywords: I
(seperate with commas)

Manufacturer: I—
Modet:|
Year: I—
Search

Search Resutts - 1 tems Found

Agency Hame Description Year
- Contact Hame pde\ earfahtake Purchased Present
Location lleage - Oty oy
Phone ) Original Condition
eail [Serial Mumber Cost
State Tag #

CALIF EXPO & STATE FAIR - ACTION FIGURES

ENTERT AINMENT 1. JOE Fizspesi

Bob MoF arlane $15.00 20 E

a08) 513-2814

obmiEtmgca.com
&l

|@ Done :

’7 ’7 ’7 (S Local intranet




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.

3 Property Transfer Program - Microsoft Internet Explorer

File Edit Wew Favorites Tools Help

d=Eock - = - @ 7t | @Search [#] Favorites @Mad\a @ | %v = = [ ]

inkmgfSPIMSC Akeb/RequestPostedltem. asp?camefrom=38ItemMumber=178&CQuantity=208Descri

General Servsces

The Property Transfer Program
Request Posted ltem

CALIF EXPO & STATE FAIR - ENTERTAINMENT

Property Requested: ACTION FIGURES

Quantity Requested: |20
Submit I Cancel I
El
|®j Done ,_ ’_,_ E Local intranet 4

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.

Fle Edit View Favorites Tools  Help

=k - = - (@) @) @ | @oearch GFavortes @veda (| FY- S = EH D 4 D

Addvess [@] heep:fsitintmeysPMECAweb{RequestPosteditem, asp7camefrom=38Ttemhumber=198G

aDescription

The Property Transfer Program
Request Posted ltem

After submission by the transfering agency, the transfer must e approved by DGS,

Upon approval by DGS, the transtering agency wil recsive an small with two sttachments

Approved Property Transfer Report in PDF format

Approval Letter In PDF format

If your STOM58 is not approved, you wil receive an email with two attachmerts

Rejected Propsrty Transter Report in PDF format

Letter, in PDF format, Stating the Reason(s) the STD158 was not approved.

o]
=

[&] bene [ &8 ocdlintranet P

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.
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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.

-0
File Edit Wiew Favorites Tools Help
duzck - = - (B a4 | Qsearch [GFavortes IMeda (% | By S -EO LD

Address Iﬂj ht tmg/SPMSCAueb/STD 1585 atus . asp

. =

Wslc.(')me to Ge” dﬁ:’ykﬂ _ﬂf: . ‘»MI

The Property Transfer Program
STD 168 Status

CALIF EXPOD & STATE FAIR - ENTERTAINMENT
STD 166 Status

Includes sl open STD 158 and STD 158s that were closed within the past two months.

Sort By: | &gency Doc # x| Refresh |

Agency Date Contact Transfer To Reason for Status
Doc # Transfer
prirt |
ALIF EXPO & STATE FAIR - -
RI2E2005 ENTERT AINMENT Pending e I
Mew STD 158
Requested Property
Description
Requested From odel YearMfgMake Year
Agency Hame Requested By - Purchased oty Cond| Status
LContact Hame, Phone on o Original
eMail Zerial Mumber Cost
Stete Tag #
ALIF EXPO & STATEFAIR - ok McFarlane SHARPENER, PENCIL
EMTERTAINMENT prp—— :
(908) 813-2814 1 Pending
Biob WcFarlane S 6EE005 $5.00
A08) 613-2814

El
|®j Done ,_ ’_,_ E Local intranet 4




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.
File Edit Wew Favorites Tools Help

dmBock - = - @ 4 | @Search (5] Favorites @Med\a @ | %v &b = (W] ;i =

Address I@ httpffsittinkmafSPMSC AW eb[STD158, aspreamefrom=18ReceiverlD=11

wsgfykﬂ ! ‘."7..

AL

The Property Transfer Program
Property Transfer Report

CALIF EXPOD & STATE FAIR - ENTERTAINMENT

Agency D it
Humber: TLE-

Transfer Type: I ;I

Xfer To: ICALIF EXPO & STATE FAIR - ENTERTAINMENT/! ﬂ

Property Location
(County): I LI

Approving Hame 1: I

Approving Hame 2: |

Approving Hame 3: |
(Two Approving
Hames Required)
ion - Reason for

proposed transfer of | ﬂ
tem.

::smcrimmn State Date Original
Model Year, Manufacturer, Make Qty | ldent. (Tag) | Purchased | Cost (If

i Humber (Year) Known
Serial Humber

Present | Acd ’Te’“l
Condition

*

Edt |

CTION FIGURES
1 J0E 10 15 E

Delete |

Under the penalties of perjury, | hereby certify that the above statements regarding state property
are true and correct; i was not i in loss, theft, or damage:
the disposition is best for the public interest.

Submit STD 155 Cancel 3T 158

ATTEHTIOH! All information will be lost and this Std. 158 will not be saved unless it is
submitted to the Property Reuse Program.

[
|ﬁj Dong l_ ’_l_ E Local intranet v

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

3 Property Transfer Program - Microsoft Internet Explorer

_{o) x|
File Edit Wiew Favorites Tools  Help

daBack - = - fat | Dzearch  [GFavortes  iMedia (4 | B & =t [ e ]

ternet

General

The Property Transfer Program
Property Transfer Report

Upon approval by DGS you will receive an emaill with two attachments:
Approved Property Transter Report in PDF formst

Approval Letter in PDF format

If your STDMS8 is not approved, you will receive an email with two attachments.
Rejected Property Transfer Report in PDF format

Letter, in PDF format, Stating the Reasonis) the STD158 was not approved

o]

E
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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.

; Property Transfer Program - Microsoft Internet Explorer _|lo 5‘

Ele Edit Yiew Favorites Toals Help ‘

HBack - = - @ at | @Seafch (3] Favorites @Media @ | %v =% E i [In: P

Address Ig‘l http://sittintmg/SPMSCavieb/STD 1585k atus  aspFcamefrom=2 j @Go Links

ral Servicessvs
. AL -

The Property Transfer Program
STD 158 Status

CALIF EXFPO & STATE FAIR - ENTERTAINMENT

STD 158 Status

Includes sll open ST 1583 and STD 158s that were closed within the past two months.

Sort By: IAgency Doc # LI Refresh I
Agency Date Contact Transfer To Reason for Status
Doc # Transfer
0-# DIST AGRIC ASEN - Pending |_Frint |
1234 QEBL00S | Bod MoFarlane | o) TiRal ass0CATION ntra-Dept |, proval
ALIF EXPO & STATE FAIR - Pending | Print |
12345 RI2ES2005 Bob McFarlane ENTERTAINMENT Irtra-Dept lappraval
Meswe STD 158
Requested Property
Requested From Description Year
odel VearMichiake
#Agency Hame Requested By - Purchased Oty [Cond | Status
Contact Hame, Phone on 9 Original
leMail Serial Number Cost
State Tag #
ALIF EXPO & STATE FAIR - Bioh McFarlene WACTION FIGURES
EMTERTAIMMENT e — A JCE Pending
(908) 813-2514 10 | E
Biob MeFarlane SPER005 F1500 Approval
906) 813-2814
[
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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”.
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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.

o
File Edit Wiew Favorites Tools Help |
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Address IE:] httpffsittinkmgf SPMSC Aveb [ STD1S8PrNt, asprReceiver ID=10&35tatus=Closed

DGSMet He

Property Transfer Report

“four Property Transter Report has been compiled snd is ready for viesving and printing.

Flease click the link shown below

¥iew Print Property Transfer Report

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



