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This guide is intended to provide a step-by-step guide for the sale of individual items of surplus property using commercial Internet Auction Service Providers with whom agreements have been negotiated. Internet Auction Providers are commercial web sites that provide an electronic bulletin board where you can display your surplus property for sale to the widest possible audience.  It is important to note that the auction provider doesn’t actually “sell” the item for you.  The auction provider will try to assure that your advertisement reaches the right target audience, they may even provide advice on how to package and describe the item to get the best price, and they will control the bidding process and advise you of results.  Selection of a buyer, control over essential elements, such as Citizenship determinations and Non-Proliferation agreements, as well as the receipt of payment are all still done by you as the holder of the surplus property.  This guide reflects lessons learned from the WSRC pilot program.  It is important to recognize that the actual implementation of this process, at each DOE site, may require some adjustment to meet the local operation’s requirements or controls. 

Surplus sales via the Internet, do not really differ from other types of surplus sales with regard to the basic responsibilities of the seller.  The DOE Site with surplus property to sell is the Seller and is responsible for:

· Completing all screenings required to declare Government property surplus.

· Performing Export Control review, Hazardous Material review and all other regulatory reviews that may be required to sell or ship surplus government property.

· Conducting a technical review of the listing.

· Posting Surplus Property for sale on the Internet Auction Web Site.  Although formats may differ, depending upon the Internet Auction Service being used, each will provide a place for you to make clear to potential buyers what restrictions or conditions attend on the sale (i.e. “you must certify U.S. citizen ship and sign a Non-Proliferation agreement”, “Terms of shipment will be FOB”, etc.).

· Answering questions from potential bidders.

· Selecting and notifying the winning bidder.

· Receiving payment from winning bidder.

· Shipping surplus property after the sale has been made and payment and all required certifications have been received.

· Paying the commission/charges to the Internet Auction Site.

Process Synopsis

The following steps summarize the process. Each step is discussed in more detail within the guide:

· Identify the types of items to be offered.

· Obtain approvals for items to be posted to the Internet Auction Web Site

· Prepare and provide information needed to advertise the items on commercial Internet Auction Web Sites.

· Monitor the items that are posted and respond to questions from potential buyers.

· Complete the sale by shipping the item once payment has been received.

· Pay the commission/charges to the Internet Auction Site

There are some pitfalls that need to be addressed:

· Avoid items where the sale return does not outweigh the cost of selling.

· Conduct Export Control reviews before selecting an item as a candidate for Internet Auction sale.

· Insure clear descriptions and keywords are provided. These are critical to avoid unnecessary questions from bidders.

· Make sure shipping terms are clear and concise and shipping methods are flexible.

Keys for success are:

· Make sure all internal appropriate approvals are complete including the standard screening process.

· Gather and provide as much descriptive information on the item as possible.

· Make good decisions and be realistic in determining asking prices and minimum bids.

· Be helpful to the successful bidders after the sale and during the shipping process. They may become frequent return bidders.

Detailed Guidance

A. Selecting Items to Auction on the Internet

Item selection is a vitally important component to having a successful Internet Auction program. If the items are not attractive to appropriate bidders, you could be wasting valuable time and effort.

This section will provide information on how to select items that may do well on an Internet Auction Web Site.  Many considerations are required in the selection of an item.  Items that are surplus may range from new condition to items only worth the material content.  Any of these may be good candidates for an Internet Auction.

The following criteria may be useful to assist in the selection process:

1. Are the items attractive to a wide range of diverse buyers or can the items be easily targeted to a specific audience?

2. Can the items be easily and cost effectively packaged and shipped?

3. Can the items be used, reconditioned or salvaged economically?  Items may be new, used, working or non-working.

Note: Items may include:

a) Consumer electronics

b) Computer peripherals (excluding items that have media or memory storage capabilities)

c) Office equipment

d) Office furniture

e) Photography, broadcast, audio and video equipment

f) Electrical, electrical distribution, industrial equipment with related supplies

g) Industrial equipment such as motors, pumps, valves and processing equipment

h) Lab equipment such as analyzers, separators, etc. 

The following items should normally be excluded from Internet Auctions:

a) Items that have media or memory storage capabilities (without the specific management approval of the selling DOE Site).

b) Items that are export controlled.

c) Items that are hazardous (without the specific management approval of the selling DOE Site).

d) Items where the shipping and handling costs would be cost prohibitive.

B. Internal approvals/guidance to post an item on an Internet Auction

The internal approval/guidance process is crucial. Export control reviews, technical classification reviews and hazardous material reviews are critical to protect the Department, your company, and the general public.

This section will help identify what types of approvals and reviews that may be required. The approvals needed to post an item to an Internet Auction are as follows.

1. A Technical Review approval from the Classification Office is required (when applicable)

2. An approval from the Export Control Reviewer for the item is required. It is highly recommended that any items, which are determined to be Export Controlled, not be included in the Internet sale process.  In addition, check with your site’s “citizenship verification” requirement process to assure that Export Control requirements are met. 

Note:  Attachment 2 is a sample of an Export Control and Proliferation Acknowledgement form that is used by WSRC.  This form may be used or each requesting site may use a form of its own choosing.

Note:  Attachment 3 is a sample of Citizenship Self-Certification form that is used by WSRC.  This form may be used or each requesting site may use a form of its own choosing.
3. Appropriate (selling DOE Site specific) approval is required for hazardous material. 

Note: Hazardous material will have additional requirements for shipping to meet the Department of Transportation rules.

4. Other approvals or reviews specific to the selling DOE Site may be required.

C. Preparation of the item and posting to the Internet Auction Web Site

This section will identify how to prepare and post the item selected for an Internet auction.  Information is valuable. The more information you have regarding an item, the fewer the questions, the greater the number of bids, and the higher the percentage of return.  Posting an item to an Internet Auction Web Site is normally a basic fill-in-the blank process.

The information usually needed is as follows:

1. Detailed description---This is a complete description of the item, including information such as brand name, model number, size, and any other distinguishing characteristics. The more information the better and that will reduce the number of questions that a prospective bidder may ask.

2. Search Key Words---Use single words that identify the item and may help prospective bidders find the item during a search of an Internet Auction Web Site.

3. Condition Field---Where the working and physical condition of the item is described (i.e., new, used, working or non-working).
4. Photo---A digital image provides a view of the item to bidder, replacing a physical inspection. (optional but desirable) 

5. Asking (reserve) price--- (This is an optional field, you don’t have to put value for it; but many cases it helps for bidder to know what price is expected.) The minimum acceptable price – once a bid has reached this price, the item must be sold.  This price is determined by research and/or experience.  It could be based on the previous history of sales or your best-estimated return value plus the estimated shipping cost, if you plan to ship the item.  Expect to pay 5 % to 10 % of the sale price to the Internet Auction Company as a fee for the service (consider this when establishing your asking price)

6. Minimum bid price---The lowest opening bid allowed. (Not the same as a “Reserve” or “Asking” price. You still have a choice to accept or reject bids over the minimum.)

7. Selling requirements---This is where additional requirements of selling DOE Site that affect the sale are included, such as the completion of “Citizenship Self-Certification” and the “Export Control and Proliferation Sensitive Property Acknowledgement”.  Samples are at Attachment 2 and 3.

8. Shipping terms---This is where shipping responsibilities are noted (free on board, cost and freight etc.).
· Suggestions:

· FOB at your site – generally for the large quantity or heavy equipment

· You will ship it – generally small items.  Estimate typical cost.

9. Location---The selling site location is included in this field (example: Brookhaven National Lab at Upton, NY).
10. Weight---Estimated physical weight of the item is included to help determine the shipping cost. 

11. Other key information---Other information may be provided to enhance the item’s ability to sell.

12. Point of Contact---

- Identify your point of contact to answer any questions from potential buyers and coordinate any details of listing or sale.

D. Monitoring the Auction Process 

This section will describe the monitoring process, which begins when items are posted on the Internet Auction Web Sites and the bidding begins.  You will be able to see your items on the commercial Internet Auction Site and view the details of the number of bidders, etc.  The monitoring process will keep the item from prematurely dropping from the site or missing an acceptable sale.

You should monitor each item posted and keep informed of the number of bids the item has received, or the lack of bids for the item. Be prepared to provide additional information and decisions on price changes and other options to make the best possible sale. During the monitoring process pay special attention to:

1. Monitoring for new bids, 

2. repostings, and 

3. closing auctions.

Note: If an item is not receiving any bids, this may be an indication that the minimum bid and asking price are too high and may need to be adjusted. The items with no bids or unacceptable bids normally have an option to be reposted to the same Internet Auction Web Site at no additional cost.

4. Before the item closing date (usually the last day before closing) the item should be reviewed for the following: 

a) Identify items with bids that meet the asking price and that will be awarded.

b) Evaluate items with bids that do not meet the current asking price. For those bids that are determined to be acceptable, the asking price may be adjusted to reflect the current bid price. This will allow the item to be awarded at auction closing.

Note: Considerations of cost effectiveness should be the determining factor in the decision as to whether to accept a lower bid (can it be dispositioned through another method with better return results?).
c) Evaluate items with bids that do not meet the asking price and are not acceptable. These items have an option to be reposted, usually at no additional cost, after auction closing, providing that the asking price is reduced.

Note: Items that do not have successful bidders after reposting may need to be removed from the Internet Auction Web Site and dispositioned by other methods. 

E. Coordinating with the successful bidder after the award

After each item auction closes the Internet Auction Company sends notification to the selling site.  This notification includes the successful bidders name and contact information.

The selling DOE Site’s Point of Contact must communicate with the successful bidder the following information:

1. Notification that they are the successful bidder, Attachment 4 is a sample notification.

2. Documentation required by your site to sell surplus property, such as the Export Control Acknowledgement and the Citizenship Self-Certification.  Note:  Attachment 2 and 3 has samples of these.

3. Tell the successful bidder how you want them to submit payment.
4. Any information required about how to ship the item. 
Internet customers have a wide range of shipping capabilities. Some customers may be companies with transportation capabilities, or transportation accounts, that simplify the shipping process. On the other hand, some customers may be individuals that have no transportation capabilities and require COD shipments.  Also, the Internet is worldwide. Special arrangements for foreign nationals and international shipments are a major consideration.

F. Transfer Of Funds

The DOE site selling the item(s) will:

· Collect payments from the buyer as stated above.

· Keep account for each item sold.

· Subtract Internet provider’s fees/commission from the payments.

· Pay the Internet provider’s fees/commission when billed.

G. Cautions

1. Make sure applicable internal approvals for items and postings are complete.

2. Do not sell High Risk items. (e.g. contaminated, hazardous and export controlled.)

Note: Export control items are identified on the State Department Munitions List (22 CFR 121) and the International Atomic Energy Agency Information Circular (INFCIRC) 254 Part 1 (the Trigger List) and Part 2 (the Dual Use List)

3. Make sure shipping terms are clear and concise.

4. Have a program in place for international shipments.

Attachment 1              Sample Advertisement Checklist

	Detailed description
	

	This is a complete description of the item, including information such as brand name, model number, size, and any other distinguishing characteristics. The more information the better, reducing the number of questions that a prospective bidder may ask.

	Search Key Words
	

	Use single words that identify the item and may help prospective bidders find the item during a search of an Auction Site.

	Condition Field
	

	Where the working and physical condition of the item is described (i.e., new, used, working or non-working).

	Photo Provided? (Y/N)
	

	A digital image provides a view of the item to bidder, replacing a physical inspection.

	Asking (reserve) price (optional)
	

	The minimum acceptable price – once a bid has reached this price, the item must be sold.  This price is determined by research and/or experience.

	Minimum bid price
	

	The lowest opening bid allowed.

	Selling requirements
	

	This is where additional requirements that affect the sale are included.

	Shipping terms
	

	This is where shipping responsibilities are noted (free on board, cost and freight etc.).

	Location
	

	The selling site location is included in this field (i.e.: Brookhaven National Lab at Upton, NY).

	Weight
	

	The physical weight of the item is included to determine the shipping cost.

	Other key information
	

	Other information may be provided to enhance the item’s ability to sell.

	POC
	Name
	Phone
	E-Mail Address


Attachment 2

EXPORT CONTROL  

AND 

PROLIFERATION SENSITIVE PROPERTY ACKNOWLEDGMENT

EXPORT CONTROL

Personal property purchased from the U.S. Government may or may not be authorized for export from the U.S. to a foreign country.  If export is allowed, the purchaser is solely responsible for obtaining all required clearances or approvals.  The purchaser also is required to pass on this information and any other DOE-provided export control guidance if the property is resold (including domestic retransfers) or otherwise disposed.  

The use, disposition, and export of the property is subject to all applicable U. S. laws and regulations, including the Atomic Energy Act of 1954, as amended; the Arms Export Control Act (22 USC 2751 et seq.); the Export Administration Act of 1979 (560 USC Append 2401 et seq.); DOE Regulations (10 CFR Part 810); International Traffic in Arms Regulations (22 CFR 120 et seq.); Export Administration Regulations (15 CFR 730 et seq.); Foreign Assets Control Regulations (31 CFR 500 et seq.); and the Espionage Act (37 USC 791 et seq.) which among other things prohibit:

(a)
The making of a false statement and concealment of any material information regarding the use or disposition, export or reexport of the property; and

(b)
Any use or disposition, export or reexport of the property that is not authorized in accordance with the provisions of this Agreement.

PROLIFERATION SENSITIVE PROPERTY ACKNOWLEDGMENT

In the event that proliferation sensitive property, as identified on the U. S. Munitions List (22 CFR 121) or the International Atomic Energy Agency Information Circular (INFCIRC) 254 Part 1 (the Trigger List), is inadvertently included in this sale, the purchaser agrees that the sale is void, and, if such property has been received by purchaser, that purchaser will return the property to DOE-___________ Operations.  If payment has been made, the purchase price only shall be refunded to the purchaser.

ACKNOWLEDGMENT SIGNATURE_________________________________________________ 
Attachment 3

CITIZENSHIP SELF-CERTIFICATION

Bid/Contract No. ___________________________________

PLEASE NOTE:
Signature below signifies that the purchaser has read and understands the Export Control and Proliferation Sensitive Property Acknowledgment.  This completed certification must be returned with your Bid.

CITIZENSHIP INFORMATION

In some instances, sales of U.S. government property or transfer of certain technical information may be subject to export control restrictions if the purchasers are themselves, or are acting on behalf of, foreign nationals.  THIS DOES NOT MEAN THAT FOREIGN NATIONALS ARE PROHIBITED FROM PURCHASING GOVERNMENT PROPERTY OR FROM ACCEPTING GOVERNMENT SUBCONTRACTS.  However, in order to determine what, if any, export controls apply, Local DOE Contractor needs the following information:

Are you a U. S. citizen? ______Yes 
______No

(If No, provide country of citizenship_______________________________________________)

Are you an Agent of a foreign country, business, or individual? _______Yes
_______No

(If Yes, provide the name and nationality of the country/business/individual

__________________________________________________________________________)

_________________________________________

___________________________

Signature






Date Acknowledged

_________________________________________________________________

Purchaser’s Name and Company

Providing false information will void the sale and may subject the person making the false statement to criminal penalties.

Attachment 4

SAMPLE E-MAIL NOTIFICATION TO WINNING BIDDER

__________________

Winning Bidder: John Public

Organization: Automated Systems Inc.

Jpublic@ASI.com

Item Title Description:

(e) Laserjet Printers, (14 ea.)

Id=315371

$270.00

Item Title Description:

(h) Hewlett Packard Laserjet Printers (6 ea.)

Id=315367

$135.00

Item Title Description:

(f) Hewlett Packard Laserjet Printers (9 ea.)

Id=315370

$202.50

You were the winning bidder for the above items listed on XXXX.com

and agreed to pay a total of $607.50 for the items.

Please make certified check or money order payable to and send to:

(Provide site specific payment data here)

Please return Attached Acknowledgment and Self-Certification to:

Local DOE Contractor

Local DOE Site

101 Main Street



Town, State 12345

Or

Fax  (###) ###-####, or Email: e.mail@doe.site.gov

Upon Receipt of:

(1) Export Control and Proliferation Sensitive Property Acknowledgment statement

(2) Citizenship Self-Certification 

(3) Payment

Arrangements for shipment to you at the above address can be made.
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