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When a University Department decides 
they no longer have use for a single item or 
a group of items, a Form 9 is filled out and 
forwarded to Property Accounting in 
FREH. All items purchased with Purdue 
funds must be listed on a Form 9. 

After Property Accounting approves the 
Form 9, we contact the department to schedule removal of surplus 
items. Once we pick up items, we decide if the item is sellable, and 
if it is, we place it on our sales floor and establish a price. If a de-
partment is interested in purchasing an item, a Form 13 is filled out. 
We then will charge the listed account number for the purchase. 

If an item contains oils, or any other unidentified liquids, we will 
advise the department who they need to contact for removal of liq-
uids. Hazardous items are not allowed to leave campus until they 
have been declared safe by REM. We work closely with Radiologi-
cal and Environmental Management (REM) in identifying items 
that may contain asbestos, mercury, freon and even radioactive 
sources.  

More salvage warehouse news continued on the next page. 

http://www.purdue.edu/surplus/text/pm_fm9.xls
http://www.purdue.edu/surplus/text/pm_fm9.xls
http://www.purdue.edu/surplus/text/pm_fm9.xls
http://www.purdue.edu/surplus/text/Form_13.PDF
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Our team works hard to cover all as-
pects of warehousing and sales for de-
partments. We assist departments with 
their needs whether it is storage or 
sales of departmental items. Through 
advertising, contacting of other Univer-
sities as well as our customer base, we 
work hard to meet your needs. 

At times we get items such as restaurant equipment, lathes, mills, 
mowers, farm equipment, vehicles, etc. We establish a price and 
sell it in our store or we advertise in the Journal and Courier and 
accept sealed bids for a period of 2-6 weeks, depending on the 
item. 

Many items that departments feel hold no value and would nor-
mally dispose of are items we have found homes for. Some of the 
more unusual items we have sold were a 1928 Buick touring car, 
1960's fire truck, hang glider's and even a cadaver freezer (which 
wasn't the easiest item to find a buyer for). 

Our general practice is to give back 70% of all sales over $100 
to departments. If we receive "truckload or several items" 
from one area at a time these items will be totaled and will be 
considered "lot" sales and the money will be returned to the 
departments at 70%. Receipts for items selling for less than 
$100 are retained by Warehousing and Surplus Disposal.  
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Incoming U.S. mail that can be read with automated equipment is 
sorted by the U.S. Post Office according to the new address, and is de-
livered intact to most campus buildings by the Materials Distribution 
Services (MDS). To assure prompt delivery, correspondence should in-
clude a complete address in the new University's standard official for-
mat (see below) 

 

  
 

Preprinted letterhead, return addressed envelopes, courtesy reply cards, 
and informational brochures should be designed in this format. The 
Post Office does not provide directory service, and mail is frequently 
delayed because of incomplete addresses. This mail is delivered in 
bulk to the MDS at MMDC and then sorted, resulting in further delay. 

NAME Mr. John Doe  

COMPANY Mathematical Sciences Building (or Purdue University) 

DEPARTMENT School of Science 

STREET  150 N. University Street 

CITY, STATE, ZIP  West Lafayette, IN 47907-2067 
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Once a product has been signed for, received, scanned, and delivered, 
Materials Distribution Services is no longer responsible for the prod-
uct and will not replace that product. If the product is damaged, contact 
MDS and we will assist in determining where the damage occurred.  
 
If we find that MDS damaged the product, we will have the product  
repaired or replaced. 
 
Any damages that may be deemed as manufacturer or vendor defect, 
should be handled by the department and that manufacturer or vendor. 
 
We will file any freight claim that may be needed. 
 
Steps to take for a Freight Claim: 
 
Step 1 - Receive Damaged Shipment 
  1. Save all packaging. 
  2. Note description of damage upon signing for product. 
  3. Do not remove goods from the area where damage was first  
   identified. 
  4. Note damage description on packing slip, if available. 
 
Step 2—Call Rich Gallatin (46854)  
  1. Damage must be reported within 24 hours to the vendor/ 
   carrier. 
  2. Receive additional instructions (inspection) 
 
Step 3—Notify your Departmental Business Office 
  1. Submit packing slip, if available. 



 

 11 

 

 
 
 
You may now read our MMAD newsletter online at your 
convenience! Just follow the link below to check out our 
newsletters. 
 
 
http://www.purdue.edu/physicalfacilities/publications.php 
 
 
Don’t forget to bookmark this page for your records!! 
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Would you, or someone you know like to be added to our 
mailing list for this newsletter? Please let us know! Email 
Kerry Ticen at kticen@purdue.edu to be added today!  

   

 

Would you like a tour of 
MMDC? 
 
We offer tours for groups of 10-20  
people. The tours generally take 2 hours (can 
be adjusted if needed) and are packed full of 
information. Please contact Kerry Ticen at  
49-47205 or kticen@purdue.edu to reserve 
your spot today! 
 

(You don’t have to have a 3-hour 
tour...ours is just 2 or less!) 


