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1 SYNOPSIS OF SYSTEM

1.1 Condemning is the process whereby the Trust's redundant, surplus and obsolete equipment and materials are disposed of.  All such items are condemned or otherwise disposed of by officers authorised for that purpose by the Trust's Chief Executive or its Finance Director.

1.2 A register, in a format approved by the Finance Director, is kept of all articles submitted for condemnation on which the Managers indicate whether the articles are to be converted, destroyed or otherwise disposed of.  The counter-signature of a second officer authorised for the purpose by the Finance Director confirms all entries. 

1.3 Condemned items will be offered out to prescribed external agencies XE "agencies"  via National Supplies Authority XE "National Supplies Authority"  and, if successful, the Manager XE "Divisional Manager"  will endeavour to ensure that items are paid for prior to removal from site.  Where it is not possible for payment XE "payment"  to be made for items condemned prior to them being removed from site the Manager will notify the Finance Director that a Debtor account needs to be raised on a recipient/collector by completion of a Debtors Request Notification.

1.4 The Financial Controller XE "Capital Accountant"  will maintain an official `Condemning Register XE "Condemning Register" ' for the recording of all condemning XE "condemning"  transactions.

2 STATEMENT OF AUDIT REQUIREMENTS AND FINANCIAL CONTROL

2.1 The system control objectives of any Condemning function are as follows:

· Equipment and materials are to be condemned and disposed of in accordance with the Trust's Standing Financial Instructions and in guidance outlined in Department of Health Notice HN (76) 2.

· Items that are obsolete, obsolescent, redundant, and irreparable or cannot be repaired cost effectively (where the actual residual value is estimated to be in excess of £50.00 for single or collective items) are to be condemned by the Trust's Managers.  

· The Trust's Managers will seek advice from the Financial Controller, where necessary, prior to  the condemnation of equipment or materials.

· All items condemned will be recorded in a "Condemning Register XE "Condemning Register" " in a format approved by the Finance Director.

· When items are condemned the Trust's Managers will, request authorisation from the Trust's Financial Controller XE "Capital Accountant" .

· The Trust Financial Controller XE "Capital Accountant"  will ensure that all disposals are correctly recorded on the Asset Register.

· Separation of duties between those that request condemning XE "condemning" , those that authorise condemning and those that collect the payment XE "payment"  for condemned items must exist.

· If, in the opinion of the appropriate Manager XE "Divisional Manager" , there is evidence of a loss of use to the Trust as a result of fraud, arson (proven or suspected), neglect of duty, gross carelessness, discrepancies in records or unexplained issues, the appropriate Manager will formally report the matter to the Finance Director who will process as per the Trust's 'Losses' procedures as defined in the Trust's Standing Financial Instructions.

3 DETAILED USER PROCEDURES

Section A : Action Required 

3.1 If you have items that you want condemning XE "condemning" , complete the appropriate notification (See Appendix 1) and send direct to your respective Manager XE "Divisional Manager" .  If urgent, inform the Manager by telephone, but be sure to complete the standard notification as required by this policy.

3.2 You must be careful to include the following information on the form in order that your Manager XE "Divisional Manager"  can make a proper and reasonable initial assessment XE "assessment"  of the items you require to be condemned.

3.3 At a minimum you must include the following items:

· A description of the item, including serial number XE "serial number" (s) where possible, batch number(s) or any other identification marks XE "identification marks" .

· The quantity of items.

· The location XE "location"  of the items.

· The reason for condemning XE "condemning" 
· The name of a contact point in your department, in addition to yourself, and you or your delegated officer's telephone number.

3.4 Your Manager XE "Divisional Manager"  will inform you if the items are to be condemned and will arrange for item removal to a secure location XE "location"  if possible.

3.5 When condemned items are to be removed from your own location XE "location"  the collector/recipient will either be accompanied by the Manager XE "Divisional Manager"  or have in his/her possession a signed authority XE "signed authority"  of removal from the Manager (See Appendix 3).  If not in the company of the collector/recipient, then the Manager will always telephone you in advance, warning you of imminent item removal.

Section B
Action Required by Manager XE "Divisional Manager" 
3.6 On visiting the department the Manager XE "Divisional Manager"  will assess the proposed items to be condemned.

3.7 Where the suitability of condemning XE "condemning"  an item requires technical advice XE "technical advice" , the Manager XE "Divisional Manager"  will contact appropriate officers in the Trust for support and/or the National Supplies Authority XE "National Supplies Authority"  local Supplies Liaison Officer XE "Supplies Liaison Officer" .

3.8 The decision of the Manager XE "Divisional Manager"  and, if appropriate, the supporting Technical Officer must be recorded on the appropriate form and sent to the Financial Controller XE "Capital Accountant"  for Authorisation.

3.9 The Manager XE "Divisional Manager"  will, if possible, arrange for the removal of those items scheduled to be condemned to a secure location XE "location"  within the Trust.

3.10 The NHS Logistics Authority(NHSLA) will contact/advise on suitable companies and/or other external agencies XE "agencies"  who may be potential purchasers of the item(s) to be condemned in the following order of precedence:

· to other NHS Trusts,

· to Purchasers XE "Purchasers" ,

· to other Divisions with the NHSLA,

· to non-NHS hospitals, local authorities or charitable organisations XE "charitable organisations" 
· to commercial contractors XE "commercial contractors" ,

· individuals within the Trust.

3.11 If items are to be offered to interested commercial contractors XE "commercial contractors" , then the Manager XE "Divisional Manager"  must ensure that the NHSLA obtain competitive quotations XE "competitive quotations"  in accordance with the Trust's SFIs XE "SFIs"  as detailed below:

· Where income is expected to be less than or equal to £999 then verbal quotations XE "quotations"  should be obtained wherever possible from at least two suitable firms, but subject to management discretion to waiver XE "waiver"  such a requirement.

· Where income is expected to range from £1,000 to £4,999 then quotations XE "quotations"  should be obtained in writing wherever possible from at least two suitable firms.

· Competitive quotations XE "quotations"  shall be obtained in writing (including electronic data) wherever possible from a minimum of three suitable firms where the income will be not less than £5,000 and not more than £49,999.

3.12 On acceptance of an offer to purchase on behalf of the Trust, the potential recipient will be contacted by the Manager XE "Divisional Manager"  and asked to report to the same when removing items from site.

3.13 On arrival at the Trust, the Manager XE "Divisional Manager"  will direct the recipient to the Cashier for settlement before items are removed from site.  The Manager will issue to the recipient/collector a "Cashier Notification XE "Cashier Notification" " of the amount to be collected (See Appendix 2).

3.14 Where it has not been possible to obtain payment XE "payment"  prior to the items removal, the Manager XE "Divisional Manager"  will have notified the Finance Department of the need for a debtors account XE "debtors account"  to be raised on the recipient by completion of a Debtors Invoice XE "Invoice"  Request Form, and completion by the Debtor of an "Undertaking to Pay" (Appendix 6).

3.15 On presentation of a Cashiers receipt XE "receipt" , the Manager XE "Divisional Manager"  will record the receipt number against the relevant section in the Condemning Register XE "Condemning Register" .

3.16 The Manager XE "Divisional Manager"  will accompany the collector/recipient to the appropriate ward/department/location XE "location"  to supervise item removal or alternatively issue a written authority allowing removal (Appendix 3).

3.17 A record of all items condemned by the Manager XE "Divisional Manager"  shall be entered into the Condemning Register XE "Condemning Register"  held by the Financial Controller XE "Capital Accountant"  (see Appendix 4).

3.18 Where items are transferred within the Trust, items may be transferred free of charge but the Manager XE "Divisional Manager"  must inform the Trust's Financial Controller XE "Capital Accountant"  of any such movements in order that the accuracy of the Asset Register can be maintained.

Section C Action required of the Finance Director

3.19 Normally, when items are sold, the recipient will be required to pay to the Trust any sums due prior to removing the item.  A receipt XE "receipt"  for the sum paid will be issued by the Cashier in a format prescribed by the Trust's Finance Director.

3.20 Income received from condemning XE "condemning"  will be credited according to the coding structure as defined by the Finance Director.

3.21 In all other cases, the Finance Director will arrange to raise a Debtor Account on the recipient through the normal debtors’ process.

3.22 All losses XE "losses"  that are notified that fall under "Losses, Type B" will be actioned by the Finance Director as per the Trust's Standing Financial Instructions.

3.23 Section D : Miscellaneous Note

3.24 Where items are sold, the standard NHS conditions for the sale of goods XE "sale of goods"  apply.

4 SYSTEM SCHEMATICS

Section A : Condemning Procedure

	PRIVATE 
ASSESS THE ITEM (S) FOR POSSIBLE  CONDEMNING  (>£50.00 ?)  DRAW ON TECHNICAL ADVICE IF REQUIRED.
	
	
	

	
	
	
	
	

	
	
	
	
	

	APPENDIX 1 COMPLETED.

ORIGINATOR ADVISED OF DECISION.
	
	
	

	
	
	
	
	

	
	
	
	
	

	FINANCIAL CONTROLLER ADVISED OF ALL ASSET TRANSFERS.
	
	
	

	
	
	
	
	

	
	
	
	
	

	FINANCIAL CONTROLLER ADVISE NSA IF HE CONSIDERS IT APPROPRIATE.
	
	
	

	
	
	
	
	

	
	
	
	
	

	IF PAYMENT OBTAINED PRIOR TO REMOVAL, CASHIERS RECEIPT NEEDED BEFORE ITEM REMOVED.
	
	IF INCOME NOT RECEIVED `DEBTORS INVOICE REQUEST FORM' COMPLETED AND PASSED TO FINANCE DEPT.

"UNDERTAKING TO PAY" FORM ALSO COMPLETED.

	
	
	
	
	

	
	
	
	
	

	WHEN EITHER PAYMENT OBTAINED OR DOCUMENTS COMPLETED, ITEMS MAY BE RELEASED.
	
	
	

	
	
	
	
	

	
	
	
	
	

	RECORD CONDEMNED ITEM(S).

DETAIL TO "CONDEMNING REGISTER".
	
	
	


APPENDIX 1

Section A : Departmental Notification of Items to be Condemned

	PRIVATE 

DEPARTMENTAL NOTIFICATION OF ITEMS TO BE CONDEMNED

Please assess, for possible disposal, the following, in accordance with the current policy and procedures for the Condemning and Disposal of Redundant, Surplus and Obsolete Equipment and Materials.

	
	

	Description of Article(s)
	

	Location of Article(s)
	

	Make and Model

	

	Serial No
	

	Asset Register No
	

	Quantity 
	

	
	

	Reasons for Condemning
	

	
	

	
	

	
	

	
	

	Is Removal From Site Urgent?
	

	Contact In Department:
	

	

	ORIGINATOR DETAIL

	NAME:
	

	SIGNATURE:
	

	POSITION:
	

	TEL EXT:
	

	

	WHEN COMPLETED SEND TO CONDEMNING OFFICER DESIGNATED FOR ITEM TYPE


Section B : For use by Managers Only

	PRIVATE 

FOR USE BY MANAGER ONLY



	
	

	Item(s) Inspected (Date):
	

	
	

	By Whom (Manager XE "Divisional Manager" ):
	

	
	

	Technical Officer (Name):
	

	
	
	
	
	
	
	

	Items to Be Condemned:
	
	Yes
	
	No
	
	

	Tick Box
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Budget Holder, Head of Dept Advised of Decision (Tick Box)
	
	Yes
	
	No
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Comments:
	
	
	
	
	
	

	
	

	
	

	
	

	
	

	

	To be Completed by Manager XE "Divisional Manager" 

	Name:
	

	Signature:
	

	Date:
	

	
	

	
	

	Authorised by Member of Finance:
	

	Date:

	


APPENDIX 2

Section A : Condemning Policy / Procedure

	PRIVATE 

CONDEMNING POLICY / PROCEDURE

CASHIER NOTIFICATION

	
	

	
	

	
	

	
	

	PLEASE COLLECT THE SUM OF .................................  FROM THE BEARER, IN

 RESPECT OF THE SALE OF CONDEMNED ITEMS.

	

	

	

	PLEASE ISSUE A NUMBERED RECEIPT TO THE BEARER AS PROOF OF PAYMENT.

	

	

	
	
	

	MANAGER NAME:
	
	

	
	
	

	DATE:
	
	

	
	
	

	SIGNATURE:
	
	


APPENDIX 3

Section A : Condemning Item(s) Removal Authorisation

	PRIVATE 

CONDEMNING ITEM(S) REMOVAL AUTHORISATION

	
	

	
	

	This is to confirm that
	

	has the authority to remove those items listed below:

	

	

	

	

	

	

	from
	

	department/ward at the BRENT PRIMARY CARE TRUST

	
	

	Agreed Price for Condemned Item(s)
	

	

	Signed 
	

	for Brent Primary Care Trust

	
	

	Name in Block Capitals
	

	
	

	Designation / Title
	

	
	

	Telephone Extension No:
	

	

	collector / recipient to sign here for receipt XE "receipt"  of item(s) detailed above

	Signature:
	

	Name (Please Print):
	

	
	


APPENDIX 4

Section A : BRENT PRIMARY CARE TRUST Condemning Register XE "Condemning Register" 
	PRIVATE 
Register 

Number
	Date
	Ward / 

Dept
	Description Of Item(s)
	Make /

Model
	Serial

No
	Qty
	Value of Item(s) Condemned
	Method of

Disposal
	Receipt Nos.  (Cashier)
	Recipient

	e.g.  00001


	31/3
	I.C.U
	Blood Analyser
	Siemens
	2184369
	01
	
	Sale of Scrap


	
	Medicoscrap

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


APPENDIX 5

Section A : Undertaking to Pay

	PRIVATE 

UNDERTAKING TO PAY

	
	

	
	

	
	

	Recipient / Collector Details:
	

	

	Name:
	

	

	Address:
	

	
	

	
	

	
	

	
	

	
	

	Telephone Number:
	

	
	

	I/We, of the address above, undertake to pay Brent Primary Care Trust for item(s) received by me/us, at an agreed value, and applied to a Debtors Account created for me/us by Brent Primary Care Trust.

	

	

	Signed:
	Witnessed:

	
	

	Name:
	Date:

	
	

	Position in Company:
	

	

	If signing on behalf of a company please state position within the company.

	








