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DEFINITION OF KEY TERMS AND ABBREVIATIONS 

ACRONYMS AND ABBREVIATIONS 

GOL Government of Liberia 

GPS Global Positioning System 

GSA General Services Agency 

ICT Information and Communication Technology 

LIPA Liberia Institute of Public Administration 

MAC Ministry, Agency and Commission 

MOF Ministry of Finance 

MOJ Ministry of Justice 

MOPW Ministry of Public Work 

PPCA Public Procurement and Concessions Act  

PPCC Public Procurement and Concession Commission 

PBM Public Building Maintenance 

EU European Union 

PPCC Public Procurement and Concessions Commission 

QCS Quality Control and Standards 

REPP Real Estate and Public Property 

USAID United State Agency For International Development 

USAID-GEMS USAID-Governance and Economic Management Support Project   

USD United State Dollar 

ADU Asset Disposal Unit 

NDC National Disposal Committee 

ADC Asset Disposal Committee 

EPA Environmental Protection Agency 

ICT  Information and Communication Technology  

LRA Liberia Revenue Authority 

CBL Central Bank of Liberia 
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ITB Intention To Bid 

TOC Tender Opening Committee 
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BACKGROUND 

 
The establishment of the General Services Agency (GSA) on April 1, 1966 was 
an Act to amend the Executive laws for an agency to handle the establishing, 
transferring and consolidating the administration of the Government of Liberia 
(GOL) housing, procurement of supplies, mobile and equipment, vehicles and 
data processing. In 1972, the GSA was established under Chapter 51 of the 
Executive Law to respond to the need for an organized approach to purchases, 
registration, management, and maintenance of all GOL assets. In addition they 
were made responsible for Government Disposal.  
 
Under the PPCC Act 2006 as amended in 2010 the GSA was once again made 
responsible for the physical disposal of Government assets. Whilst in each of 
these documents there was a passing reference to the GSAs responsibility in this 
area no actual written processes or procedures seem to have been written down. 
This document is intended to give the GSA and the MACS a guideline on how 
to work in this area. 
 

GUIDELINES/STANDARD OPERATING 
PROCEDURES FOR MINISTRIES, AGENCIES AND 

COMMISSIONS’ (MACS) PROPERTY DISPOSAL 
UNIT (PDU): 

  

1. Asset Disposal Unit/National Disposal Committee (ADU) is part of the 
General Services Agency (GSA) Technical Unit. ADU is charged with the 
responsibility of organizing, planning and executing the physical disposal of 
ALL “Written Off” Assets and Expendables coming from the Ministries, 
Agencies and Commissions (MAC). ADU will make recommendations to 
the National Disposal Committee (NDC) and will comprise of 
representatives from the Environmental Protection Agency (EPA), Public 
Procurement and Concession Commission (PPCC) and Ministry of Finance 
& Development Planning (MFDP) and be chaired by the Director General 
or designated person from the GSA. It shall meet quarterly or as necessary 
and will review the GSAs recommendations and approve if satisfied. 
 

2. Asset Disposal Committees-Each MAC should set up its own ADC to 
decide what should be disposed of and to authorise the GSA to start the 
disposal process. In certain circumstances deemed as no/low value scrap 
non-toxic items, the GSA may ask the MAC in writing to deal with the 
disposal. 

 

3. Accountability and Responsibility-All MAC staff responsible for the 
management of GOL property should bear in mind that they are held 
accountable for all material that is completely written off but not physically 
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disposed of once it is still within the confines of their responsibility. The 
GSA’s responsibility with regard to the written off items that require any 
type of disposal action will end up only after following documents are 
produced, duly signed, entered into an asset management database (manual 
or automated) and physical disposal of the asset: 

 

 Certificate of Disposal (sample attached as Annex A); 

 Bill of Sale; 

 Certificate of donation handover (sample attached as Annex B).  

 Once the above have been achieved it is the responsibility of 
the GSA to Inform the MFDP along with the relevant proof so 
that the item can be taken off the asset ledger. 

 Only assets that have been duly written off due to their physical 
unavailability: missing, stolen, abandoned, burned, exploded, 
etc., do not require the above documents. In these 
circumstances, it is important for the individual MAC to 
inform, through their ADC, the MFDP and the GSA with a 
written explanation. 

 
4. Opening a File-Upon receipt of the appropriate notification from the MAC 
ADC to the GSA ADU, a Disposal File will be opened and numbered, for each 
MAC, in conformity with the case as applicable. All the documents are grouped 
segregated and checked, in accordance with the nature of the selected and 
approved disposal action. The items still pending for write-off action are 
allocated in a “temporary” Disposal File up to their approval by the NDC. The 
GSA/ADU however will assist the MAC in the preparation of Cases.  

 

5. Physical Check and Identification- The accuracy of the information provided, 
is always verified through physical check by ADU staff alone or with NDC and 
cross-referenced with MAC asset management responsible staff. This is important 
in order to avoid any kind of discrepancies (serial numbers or asset identification 
tags/numbers/Barcode) at the moment of the handover to a scrap contractor, 
successful bidder. 

6. Disposal Methods-As soon as the physical inspection is completed, all the 
approved written-off materiel is grouped for by the following categories: 

 Sale as is at residual value. 

 sale at nominal price*; 

 cannibalization and scrap**; 

 destruction and scrap**; 

 sale as scrap; 

 discard as scrap; 

 Donation. 
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*Sale at nominal price does not require commercial bidding and is 
rendered to an individual, an entity, pre-selected non-governmental 
organizations at a fixed/agreed price. 

 
** It should be noted that cannibalization and destruction eventually 
leads either to sale as scrap or discard as scrap. 
 

7. A preferred method for disposal- of GOL’s condemned and written off 
materiel is sale. The best sale option is to sell material at residual value to 
interested individuals, organizations or business entities. It is recommended 
that this type of sale (Group II assets) is dealt with upon receipt of 
ADU/GSA authorization directly by the MAC. MFDP should cut invoices 
for this materiel directly from asset database or IFMIS. GSA will forward 
the Bill of Sale to the relevant Individual/Interested party. After Bill of Sale 
is fully paid GSA hands over the materiel in question to the 
Individual/Entity and ensure signing of the Removal Certificate described 
below. 

 

8. Sensitive Materials-In certain cases material should not be sold either due 
to Environmental Protection Agency (EPA) regulations, due to its sensitive 
(security) nature or as deemed to be worthless for the local market. In cases 
when sale is not feasible the MAC and ADU may recommend sale of 
material as scrap with or without prior cannibalization or destruction.  Scrap 
generated by GOL may have a market value and/or constitute a logistics, 
environmental and legal burden to the GOL. ADU should make all 
reasonable efforts to establish with the assistance of the Public Procurement 
and Concession Commission (PPCC) contracts and/or Memorandums of 
Understanding for commercial disposal of GOL’s waste. Sale of such types 
of waste as scrapped metal, tires, used batteries, contaminated fuel, used 
cartridges etc., may generate revenue for the GOL while disposal of other 
waste: expired medicines, constructional debris, chemical products, etc. will 
require allocation of appropriate funds and handling by trained EPA 
personnel.  The establishment of waste disposal contracts should focus on 
timely and environmentally safe removal of this waste from GSA’s premises 
or its place of storage. Sample of Statement of Work for the removal of 
scrap metal is attached as Annex A.  

9. Vehicle Disposals 

1) The GSA Monitors will be tasked with getting a full report on all old or 
inoperable vehicles. 

2) When a procurement request is made for a new vehicle, an assessment 
will be made of the individual MACS fleet size based on need. 
Wherever possible an older or inoperable vehicle should be returned to 
the GSA before the new vehicle is issued. 

3) It is the responsibility of each individual MAC to return old vehicles, 
using their own budget to do so. 
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4) Each MAC should have an Asset Disposal Committee (ADC) which 
MACS the recommendations for Vehicle disposal. 

5) Once this action is approved the MAC ADC should inform the GSA 
Asset Disposal Unit (ADU) in writing that they have a vehicle to dispose 
of. 

6) On notice form the MAC of their intention to dispose, the GSA will start 
a file. 

7) The GSA will do a physical inspection of the vehicle. 

8) In consultation with the MAC a disposal method will be agreed. 
Vehicles should not be left in Private Garages for more than four weeks 
awaiting repair. If the MAC cannot afford the repair then the vehicle 
should be returned to the GSA.  

9) In the case of donated vehicles, at the end of a specific project, these 
should be returned to the GSA for either disposal or reassignment. 

10) One of the following disposal will be use: 

 
i) Sale as at residual value. 
ii) Sale at a nominal price. 
iii) Cannibalization and scrap. 
iv) Sale as scrap. 
v) Discard as scrap. 
vi) Donation. 
vii) For vehicles, a part exchange arrangement with a dealer 

could be considered, but basically it would follow the same 
methodology as a sale at residual value. 
 

1) Residual Value is the preferred method with the highest likely 
value of return achieved through a Commercial Sale or tender with 
the objective of extracting any Residual Value that may exist, back 
to the GOL. The GSA would arrange this sale and follow the 
process as laid out in the GSA Property Disposal Guidelines. 
 

2) Sale at Nominal Price. This is an estimated price of a vehicle that 
may, bear little or no relation to its ‘market price’, which is quoted 
to initiate a negotiation or transaction. This method of sale could be 
used in the circumstances where for example, an employee is 
retiring and as a reward, the vehicle he has been using is sold to 
him at a nominal price.  It might be calculated on the outstanding 
‘Book Value’. Such transactions would need approval from the 
National Disposal Committee (NDC) and the process as laid in the 
GSA Disposal Guidelines would need to be followed. 
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3) Cannibalization and Scrap. This method would be used in the 
circumstances where you have several vehicles of the same make 
or model still in use and the spare parts for this particular type of 
vehicle are either scarce or prohibitively expensive. It may also be 
an economically prudent approach to cannibalize a vehicle that has 
for example been in a ‘right off accident’ but with many good 
working spare parts on it. It must also be remembered that when all 
the good working spare parts have been removed, there may be no 
value left in say the chassis and it may cost you to have what is left 
removed and scrapped. This method should be carefully weighed 
up against any likely residual value that might be achieved in a 
commercial sale. Prior approval from the GSA will be required. 

 
4) Destruction and scrap. This method is normally used by order of a 

court and in the circumstance of a vehicle that has been confiscated 
after having been involved in some criminal activity. 

 
5) Sale as scrap. It might be possible to sell a vehicle that is in a poor 

rusted condition and has for example been cannibalized, for a 
nominal price. This may be an economic method if the purchaser 
agrees to take the vehicle away at their expense.  

 
6) Discard as Scrap. This method is when no buyers can be found 

and the GSA may decide to pay to have it removed and dumped at 
an official location. 

 
7) Donation. This method is the decision of Cabinet or the NDC who 

may decide to support a worthy cause. 

 

10. IT- Hardware and Hard drive data Disposal 

 
• Access control mechanisms must also be utilized to ensure that 

only authorized users can access data to which they have been 
granted explicit access rights during the disposal process.  

• All computer systems, electronic devices and electronic media 
must be properly cleaned of sensitive data and software before 
being transferred outside the government. Having a strategy for 
reliably erasing data files is a critical component of managing data 
securely. 

• For hard drives and other storage devices, which are magnetic 
storage devices, simply deleting does not erase a file on most 
systems, but only removes a reference to the file. It takes little 
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effort to restore files deleted in this way. Files need to be 
repeatedly overwritten to ensure they are effectively erased.  

• Specialized software is available for the secure erasing of files 
from hard discs and other storage devices, meeting recognized 
standards of overwriting to adequately erase sensitive files. This 
software must be used. 

• The Chief ICT Officer (CIO) Office at the MOPT can provide the 
software. 

• The most reliable way to dispose of data is physical destruction. 
Risk-adverse approaches for all drives are to encrypt devices when 
installing the operating software and before first use; and 
physically destroy the drive using a secure destruction facility 
approved by the government when data needs to be destroyed.  

• Shredders certified to an appropriate security level should be used 
for destroying paper and CD/DVD discs.  

• This is the responsibility of the individual MACS that their hard 
drives are clean before disposal. 

• Computer equipment contains toxins that can cause great damage 
to the environment.  It should not be disposed with other trash, but 
instead at a special facility designed for safe disposal. The EPA 
should be consulted 

11. Commercial Sale- The most complex and time-consuming method of 
disposal is through commercial sale. ADU is responsible for physically 
arranging items recommended for commercial disposal, in “Single Item” or 
in “Sale Lots” created in relation to the category of the items as well as the 
“Approved Method of Disposal”. A zone is defined to receive all the items 
being disposed of in an orderly manner. For example, each item or lot 
should comprise of containers only, vehicles or generators etc.. Each lot is 
subsequently marked with a label indicating a sequential number. This 
number will allow, at any time, the exact identification, composition and 
correct location of a particular lot. The materials stored into sea containers 
are packed on pallets and wrapped with transparent film, in order to allow 
the bidders, during the site visit phase, to walk inside the containers and to 
easily check or control the related items.   

 

12. Electronic Data Base- The necessity to maintain an accurate overview of 
the complete Sale Process implies the creation of an electronic database, 
which will be used through all phases to obtain operational reports detailing 
the status of any activities under inquiry at a certain moment. In particular, 
this register will facilitate the treatment of the involved financial and 
administrative aspects characterizing the process. Descriptions, serial 
numbers, barcodes/tag numbers, quantities, write-off references (Approved 
Case file No., BOS number, Reason for write-off, Approval date and 
Approved Method of Disposal, Lot number), Inventory Value and Residual 
Value are to be imported directly from automated database where applicable 
to promote International Public Sector Accounting Standard (IPSAS) and 
international best practises. It should be noted that expendable items do not 
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have residual value. The database should be able, therefore, at the end, to 
provide operational and management overviews in respect of the status of 
write-off and disposal activities.   

 

13. Sale Report- As soon as the “ Written Off Materials “ have been allocated 
with proper “ Sale lots “, a “ Sale Report” is created, extracting all the 
detailed information from the above-mentioned Disposal Register. A copy 
of this report is provided to the NDC. The report is also made available to 
the responsible MAC. Upon NDCs instructions, a “Request for Expression 
of Interest” is published in national/local dailies, radios and sometimes, if 
appropriate, nearest neighbouring countries’ newspapers and public service 
announcement on radios station (State Owned is mostly preferred) and other 
electronic media. This is to advertise the proposed sale of items by the GoL; 
here also a brief description of the items is outlined. All interested parties or 
potential buyers are requested to visit the Disposal site or GSA to facilitate 
the Bidders in the collection of all the information related to the sale and 
that will result in the possibility to place their Bids in a more quick and 
organized manner. A potential buyer should be able to have in a short time 
all the instructions related to the sale, Invitation to Bid, Site Visit, Bid 
closing, Bid format and Deposit, Bid price, Payment terms etc. whereas the 
final use and destination of the items purchased is also indicated. As soon as 
all of the ITB’s are back, a list is drawn up and a date for a “Site Visit” is 
arranged where all of the participants will physically inspect all Item/Sale 
Lots which are included in the sale.   

 

14. Documentation for Prospective buyers- During the site visit all of the 
prospective buyers are provided with the following documentation, in order 
that they are completely informed of the items for sale and the procedures 
for the actual bidding exercise.   

 

a. A map of Sale Lots. This will allow each individual/Entity to 
easily identify the physical location of the “Sale Lots” they are 
interested in.   

 

b. Summary report of items for Sale. This will allow each bidder 
to set an offer for each specific lot they are interested in. This 
bid will be expressed in the currency as recommended by MoF 
and the Central Bank of Liberia (CBL). A global price for more 
than one lot will not be accepted unless it is broken down into 
individual lots. The award will be made, on the basis of each 
specific lot, and not in relation to the highest price for a 
combination of lots. All efforts should be made to avoid mixing 
up non-expendable and expendable materiel in the same lot. If 
a lot consists of different categories of non-expendable assets, 
for example, generators and air conditioners, bidders should 
indicate price for each category of assets within the same lot. 
This will allow GSA/MoF to objectively calculate the 
individual “sold at” price for each asset in automated Asset 
Management database/IFMIS.  The assistance of one GoL staff 
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member from GSA/MoF who has material in the sale is made 
available during the site visit to answer any questions that may 
arise from any potential buyer.  

 

15. The bid papers must be submitted as per instructions on the ITB, offering a 
price for each “Sale Item or Lot” if so desired, the bid should also include a 
10% or the specified % deposit issued in the form of a bank cheque, this will 
be returned to the bidder if the bid is unsuccessful.   

 

13.  Tender Opening, Bid Summary and Payment- All of the bids are 
reviewed by a TOC (Tender Opening Committee) organized by the GSA as 
soon as the closing date for the bids has been passed; they are checked and 
evaluated as per MFDP/PPCC Financial Rules and Regulations. A Bid 
Summary sheet is prepared with data from the individual bids and a bid 
Abstract is formed, this will help the GSA/MFDP to identify the individual 
winners for each item or lot. The GSA will notify the winners of the 
item(s)/lot(s) within five (5) working days of the closing date of receipt of 
bids. Once the successful bidders have given written confirmation of their 
intention to take their item(s), they can pay the balance of the purchase price 
to the MFDP either by bank deposit (preferably), by bank transfer or 
cheque. GSA will then submit notification of sale to the successful bidders 
and to Local Customs Authorities, in the case they are shipping the item out 
of Liberia, detailing the lots(s) sold.   

 
 

14. Purchase Certification and Removal- It’s extremely important to 
underline that assets cannot be released for removal from the storage site 
until all formalities are completed and documents submitted to the 
GSA/MFDP. It is also important to note that goods bought in the sale are to 
be removed subject to a removal deadline fixed by GSA/MFDP; this date is 
started from the date of acceptance of the bid. A storage fee is established, 
for each item/lot that may remain at the Storage Site beyond the Removal 
Date. Once all of the documents are complete and all fees are paid to the 
GOL, the transfer of title regarding ownership will now take place from the 
GOL to the buyer.   

 

15. Environmental Protection Agency Inspections. The EPA authorities may 
perform an inspection of all assets sold. Therefore it’s of the utmost 
importance that all information included in the “Report for Sale” match with 
actual details of items sold to the buyer, in order to prevent any 
discrepancies, with documents already prepared.   

 
 

16.  Photographs For Audit- Once EPA Authorities have completed their 
inspection and before the removal of items, the ADU will take pictures of 
each Sale Item(s)/Lot(s) for archive purposes and audit review. ADU is then 
able to document in both hard copy and electronic format including pictures 
the whole sale.   
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17. Removal Certificate- The removal of goods is organized between the buyer 
and the GSA. Upon removal of items sold, and when all other 
documentation and formalities have been completed, a Removal Certificate 
is issued for the removal of the goods from the storage site, this is done in 
order that both buyer, GSA and MFDP are satisfied with the removal of the 
goods are in accordance with the actual lot(s) sold. This Removal Certificate 
will indicate the following:   

• Bill of Sale No. 

• Removal Certificate No. 

• Date of Removal. 

• Bidder name and address. 

• General information related to the awarded lot (Disposal Lots, 
description, quantity and weight). 

• Statement exempting GoL from any liability related to the sold 
material (sample attached as Annex B)  

• Original signatures of the buyer and of the Staff Member that 
witnessed the removal. 

• The Removal Certificate is issued in double copy; one remains with 
the bidder and the other to the GSA and copied to MFDP for 
completion of records and files.  

 

19. Notifications- Once the removal of items or goods is completed, the 
Disposal Office informs, the relevant MAC, the NDC and the MFDP, that 
the items have been removed and disposed of with due regard to all safety 
precautions and in compliance with the most stringent rules for 
environmental protections. A copy of “Removal Certificate” is always 
attached to the letter for the completion of each file. It’s important to 
underline that with this last step a “Written-Off” Case File can be 
considered “Closed” or “Complete”. All these information, are finally 
updated in the Disposal Register for completion of records and files. 

 

20. Donations- With regard to donation of materiel to another institution, 
community or Government as a disposal method it should be emphasized 
that such action cannot be executed the GSA and the NDC Approval is 
obtained. Until then all materiel earmarked for donation can be placed under 
GSA custody only under temporary possession authority. Copy of a sample 
of Temporary Possession Handover Certificate is attached as Annex C. 

 

21. Temporary Possession Handover Certificates- Normally all assets 
approved for donation are issued to GSA in advance, therefore it is the 
MAC’s responsibility to ensure that Temporary Possession Handover 
Certificates are timely replaced by Donation Handover Certificates (attached 
as Annex D) after the Cabinet and Legislative’s approval is obtained. 
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22. Donation Authority- Materiel that has been submitted for GSA and the 
NDC approval as donation but not yet issued to donatees should stay in 
GSA/ADU custody until the approval is obtained. Such materiel should be 
organized in “Donation Lots” and kept in a special storage zone. Each lot is 
subsequently marked with label indicating a sequential number and a name 
of donatees. Details of material in each lot ( description, serial and 
barcode/tag numbers, quantities, write off references, inventory and residual 
values are to be imported directly from asset management automated 
database and IFMIS and kept in PDU data base in an electronic format. 

 

23. Donation Distribution- After the receipt of DSA and NDC approval ADU 
will organize the distribution of the lots containing donated material and 
ensure that relevant Donation Handover Certificate are signed and submitted 
to the requisite MAC and MFDP.    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                                                                                                            
 ANNEX A 
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Scrap Authorization 
DISPOSAL CONTROL NUMBER:  DATE:  
 DESTRUCTION AND SCRAP   CONTRACTED DISPOSAL 

Entity 
 CANNIBALIZATION AND SCRAP    
 SCRAP “AS IS”    
    
DESCRIPTION including serial No. QTY UNIT WRITE OFF REFERENCE/DATE 
    
    
    
    
    
    
    
    
    
CERTIFICATION: “THE ASSETS AND/OR MATERIALS LISTED ABOVE HAVE BEEN 
DULY AUTHORIZED FOR WRITE OFF BY THE National Disposal Board, PER THE CASE 
NUMBER(S) IDENTIFIED. THE APPROVED DISPOSAL METHODOLOGY IN RESPECT OF 
THESE ASSETS AND/OR MATERIALS IS AS ABOVE.” 
 

                                                                                                              
_______________________________      ________________________________ 

    GSA/ADU REPRESENTATIVE                                  DATED 
          
 ________________________________                                    ________________________________ 

MAC  REPRESENTATIVE                                                  MFDP’S REPRESENTATIVE 
 
REMARKS 
 

 
 
 
DISTRIBUTION: 
 
ORIGINAL:                       MAC ASSET MANAGER 
COPY2:                              ASSET DISPOSAL UNIT 
COPY 3:                              NATIONAL DISPOSAL BOARD 
 
 
 
 
 
                                                                                                                                ANNEX B 
                           CERTIFICATE OF HANDOVER OF DONATED  
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                                   EQUIPMENT AND MATERIALS 
 
 WHEREAS, representatives of the Donatees (hereinafter referred as “Receiver“) have 
requested the donation of certain Government Properties/Assets; 
 
 WHEREAS, pursuant to the Receiver’s request, the Legislative Branch of 
Government has authorized the Central Asset Manager (hereinafter referred as “GSA”) to 
hand-over to the Receiver Properties listed on Appendix “A” hereto (hereinafter referred to as 
“The Property”); 
 
 WHEREAS, the receiving entity has expressed desire to receive such Property; 
 
 NOW THEREFORE, GoL and the receiving county/entity agree as follows: 
 
1. Upon signing this Certificate, GSA will hand-over the Property to the Ministry of 
Transport and Foreign Affairs and consequently, the GSA/GoL will transfer its entire right 
and interest in and to the Property, including, if any, accessories, ancillary equipment or 
stocks of parts necessary for the operation of use of the Property. In this regard, GOL shall 
revoke any license or registration record in which the GOL  is the registered owner or 
operator and shall cancel any insurance still in force. 
 
2. Transfer of ownership of the Property is on an “AS IS, WHERE IS” basis and GSA 
makes no representations or warranties on the condition of the Property or fitness for its 
purpose. If repair or servicing is required, the Receiver will bear, solely, the costs of such 
repair or servicing. 
 
3. The Receiver representative will erase all remaining GoL Logos and identification 
markings on the Property. 
 
4. With effect from the signing of this Certificate, the Receiver assumes full possession, 
control and responsibility for the Property and related facilities and shall indemnify, hold and 
save harmless and defend, at its own expense, the GoL and its officials, agents, servants and 
employees, from and against all suits, claims, demands and liability of any nature or kind 
which may arise from or in connection with use or operation of the Property and related 
facilities after the transfer of ownership. 
 
5. Nothing in this Certificate shall be deemed a waiver, expressed or implied, of any 
privileges or immunities enjoyed by GoL. 
 
6. This Certificate shall become effective from the date of signing. 
 
 
IN WITNESS WHEREOF, we the duly authorized representative of the Parties, have affixed 
our signatures on this _____________ day of  ______________ 2003, at Monrovia, Liberia. 
 
 
For Receiver:                                 For the Government of LIBERIA:  
 
 
_______________________                                                   ______________________ 
              Position                                                                             Position 
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_______________________                            ______________________ 
 Signature                              Signature 
 
 
_______________________                              ______________________ 
Print Name and ID Number                              Print Name and ID Number 
   
 
 
                                                                                                                                  ANNEX C 
 
 
 
Scope of Work (SOW)  
 
Sale of Scrap Metal  
 
It is the intention of GoL to establish a contract for the sale of Scrap Metal. For the purpose 
of smelting, compression or resale as is.  
 
Scope of Services. 
 
Scrap Metal will include but it is not limited to:  
Destroyed sea containers and prefabricated containers and their parts, 
Vehicle Shells,  
Vehicle Parts,  
Metal Furniture,  
Construction metal elements (frames, pipes, etc),  
Metal Drums,  
Household metallic appliances 
Please note that this is a provisional initial list and is subject to change as other metal items 
become available for disposal. 
 
The contractor will be responsible for and shall manage the collection, removal and disposal 
of scrap material generated by mission from its collection yards.  
The hazardous scrap elements (parts of diesel generators, etc) must be safely removed by the 
Contractor from the above-mentioned areas and smelted or compacted at approved sites or 
facilities in accordance with international standards and safety measures and following the 
procedures required by local and EU rules and regulations. 
 
All liabilities for the services performed under this contract rest with the Contractor. 
GoL/GSA is not liable for any services performed by the Contractor, or its sub-contractors or 
individual employees, which have not been requested or do not conform to the contractual 
specifications. 
 
 
 
 Estimated Quantities of Scrap Metal  
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The quantities will be measured by weight. GSA needs to dispose an approximate amount of 
_______________________________(Eg.: 200,000 kg of crap metal) during the 
contractual period. The quantities will vary from month to month and depend on the GOL 
needs for disposal. 
 
No guarantee is made on the quantities. 
 
Sale Basis. The Scrap Metal are sold in an “as is, where is” basis.  
 
Prices 
 
The contractor is expected to provide individual/separate prices for: 
.  
Ferrous Scrap Metal per ton. 
Other Non-Ferrous Scrap Metal per kilogram. 
 
GSA should not be charged for any part of the collection, removal and smelting/compacting 
or disposal of the Scrap Metal. 
 
Contract Period.  
 
The contract period shall be for a period starting _____________ (Eg.: 1 October 200x and 
ending 30 June 200x), with a unilateral option for GSA to extend the contract on the same 
terms and conditions for three additional months. 
 
Procedures regarding collection, recycling and disposal of Scrap Metal 
 
The weight of Scrap Metal to be removed will be certified by the designated GSA’s Assets 
Disposal Unit representative at the time of collection. 
 
The Contractor shall remove the Scrap Metal on a monthly basis, from the storage facilities.  
 
Designated GSA Assets Disposal Representative will certify the weight of Scrap Metal to be 
removed, at the time of collection by means of a weight that must be provided by the 
Contractor to this end. 
 
GSA shall provide no assistance, either mechanical or manpower, for the removal of the 
scrap metal. 
 
Special Conditions 
 
The official language for communication and documentation is English. Therefore, all 
documentation for services under this contract if provided in any other language must be 
accompanied by a certified translation into English. The Contractor is also required to 
provide a fluent English-speaking representative while performing a task. 
 
Technical Proposals. The Proposals must contain as a minimum the following requirements: 
 
Proposers must provide a detailed description of the treatment of the Scrap Metal and 
smelting or compacting procedures for all metal scrap, and the relevant supporting 
documentation authorizing/licensing the proposer to do so. 
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Proposers must declare, if applicable, third party smelting or compacting sites or facilities 
they intend to use and the relevant supporting documentation authorizing/licensing with 
respect to standard of technology and pollution control. 
 
Proposers are required to provide a sufficiently detailed technical proposal to fully 
demonstrate a thorough knowledge and understanding of the requirements, a plan for 
managing all aspects of the proposal and the mobilization time from the date of signature of 
the contract to the first removal. 
 
Proposers must provide sufficiently detailed information to demonstrate fully the necessary 
capability, financial strength and expertise to satisfactorily execute the contract. As a 
minimum the proposal must clearly provide the following: 
 
A description of the company’s experience and capabilities and those of any subcontractors, 
including recent operations managed by the company that clearly illustrate at least three years 
of experience. 
 
Details of a current contract of similar nature, location and complexity, three references 
(name and address of client, name and title of contract, telephone and fax numbers) to whom 
the proposer has rendered similar services during the past twelve months. 
 
Evaluation. Evaluation will be based, inter alia, on the following criteria: 
 
Corporate Capability.............................................. 10% 
Background of the company……………2,5% 
Experience with similar projects………..2,5% 
License to perform required services……5% 
 
Technical Proposal.................................................. 20% 
Overall plan……………………………..5% 
Mobilization plan……………………….5% 
Methods of smelting, facilities…………...5% 
Collection schedule……………………..5% 
 
Staffing...................................................................... 10% 
Experience of project manager………….5% 
Experience of staff………………………5% 
 
Price........................................................................... 60% 
 
Additional Provisions. If not provided for already, Part B of the contract should cover for 
the following: 
 
Contractor’s Personnel. All personnel, full time and/or part time, required for 
performance of services stipulated hereinabove, shall be employed and paid by the 
Contractor. The Contractor shall cease to employ and may be required to replace at 
time some of his personnel, should he be requested to do so by GoL contracting 
authorities for valid reasons of behaviour or on other disciplinary grounds. GoL bears 
no obligation or responsibility for the staff employed by the Contractor.  The 
Contractor shall be solely responsible for workmen’s/employee’s insurance, etc., as may 
be required by law and/or the international policies/guidelines. 
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Insurance. Any claims for personal damages or injuries arising from faulty recycling or 
disposal of used bullet casings and/or other scrap metal are the responsibility of the 
Contractor. Proposers are required to carry liability insurance to cover for any potential claim 
in connection with this contract and to hold the GoL harmless in the event of any claims 
against the Contractor for work executed under this contract. 
 
 
                                                                                                                                ANNEX D 
 
Transfer of Ownership  
 
“With effect from the signing of this Certificate, the Contractor/Government assumes full 
possession, control and responsibility for the Property and related facilities and shall 
indemnify, hold and save harmless and defend, at its own expense, the GoL and the GSA, 
their officials, agents, servants and employees, from and against all suits, claims, demands 
and liability of any nature or kind which may arise from or in connection with use or 
operation of the Property and related facilities after the transfer of ownership.” 
 
 
                                                                                                                                ANNEX E 
 
 

CERTIFICATE OF HANDOVER OF DONATED 
EQUIPMENT AND MATERIALS 

 
  
 
 WHEREAS, representatives of the Receiving Entity (hereinafter referred as 
“Receiver“) has requested the donation of certain GoL Properties/Assets; 
 
 WHEREAS, pursuant to the Receiver’s request, the Legislative Branch of 
Government has authorized the GoL/GSA (hereinafter referred as “GoL”) to hand-over to the 
Receiver the GoL Properties listed on Appendix “A” hereto (hereinafter referred to as 
“Property”); 
 
 WHEREAS, the Receiver has expressed desire to receive such Property; 
 
 NOW THEREFORE, GoL and the Receiver agree as follows: 
 
1. Upon signing this Certificate, GoL/GSA will hand-over the Property to the Receiver 
and consequently, the GoL will transfer its entire right and interest in and to the Property, 
including, if any, accessories, ancillary equipment or stocks of parts necessary for the 
operation of use of the Property. In this regard, GoL/GSA shall revoke any license or 
registration record in which the GoL is the registered owner or operator and shall cancel any 
insurance still in force. 
 
2. Transfer of ownership of the Property is on an “AS IS, WHERE IS” basis and 
GoL/GSA makes no representations or warranties on the condition of the Property or fitness 
for its purpose. If repair or servicing is required, the Receiver will bear, solely, the costs of 
such repair or servicing. 
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3. The Receiver representative will erase all remaining GoL/GSA Logos and 
identification markings on the Property. 
 
4. With effect from the signing of this Certificate, the Receiver assumes full possession, 
control and responsibility for the Property and related facilities and shall indemnify, hold and 
save harmless and defend, at its own expense, the GoL/GSA, their officials, agents, servants 
and employees, from and against all suits, claims, demands and liability of any nature or kind 
which may arise from or in connection with use or operation of the Property and related 
facilities after the transfer of ownership. 
 
5. Nothing in this Certificate shall be deemed a waiver, expressed or implied, of any 
privileges or immunities enjoyed by GoL/GSA. 
 
6. This Certificate shall become effective from the date of signing. 
 
 
IN WITNESS WHEREOF, we the duly authorized representative of the Parties, have affixed 
our signatures on this _____________ day of  ______________ 20______, at Monrovia, 
Liberia. 
 
 
          For Receiver:                        For the Government of LIBERIA:
  
 
 
_______________________                                                   ______________________ 
              Position                                                                             Position 
 
 
_______________________                            ______________________ 
 Signature                              Signature 
 
 
_______________________                              ______________________ 
Print Name and ID Number                              Print Name and ID Number 
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ANNEX F 
 

CERTIFICATE OF TEMPORARY POSSESSION PENDING DONATION 
(For Example Buildings to an Organisation such as the UN) 

 
 WHEREAS, the Requestor (hereinafter referred to as “Requestor”) has requested the 
donation of certain GoL/GSA Properties/assets: 
 
 WHEREAS, pursuant to the Requestor’s request, the Donatees (hereinafter referred 
to as “GoL/GSA”) have authorized the ( For Example) United Nations Mission in Liberia 
(hereinafter referred to as “UNMIL”) to hand-over to the Government the United Nations 
Properties listed on Appendix “A” hereto (hereinafter referred to as “Property”) for safe-
keeping and use pending the approval by the United Nations General Assembly of the 
Government’s request for donation of these properties: 
 
 WHEREAS, the Government has agreed to receive and secure in safe custody the 
United Nations Properties pending approval of its request for their donation to the 
Government: 
 
 NOW THEREFORE, UNMIL and the Government agree as follows: 
 

1. UNMIL hereby hands over to the Government and divests custody, control and 
possession of the Properties on an “AS IS, WHERE IS” basis, for the use and 
operational requirements of the Government pending the approval by the United 
Nations General Assembly of the request for their donation to the Government: 

 

2. The Government hereby acknowledges and agrees that: 
 

a. Pending approval of the request for donation, title to the properties shall at all 
times remain with the United Nations. 

 

b. The Government will be responsible and accountable, fair wear excepted, for 
the maintenance of the Properties and related equipment including, but not 
limited to, observation towers, containers, water and fuel ????, aggregates, 
and defensive positions: 

 

c. The Government is hereby granted uninterrupted use and access to the 
Properties, without interference from the United Nations, its servants and or 
agents harmless against any claim arising from the use of the Properties. 

 

d. The Government. 
 

e. Any disposal, conveyance, transfer and assignment of the Property to any 
third party, shall be at the sole discretion of the United Nations. 

 

f. If and when the General Assembly of the United Nations approves the 
request for the donation of the properties, the United Nations will duly notify 
the Government of the approval.  The and upon such notification will be duly 
informed and, the. 
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IN WITNESS WHEREOF, we the duly authorized representatives of the Parties, have affixed 
our signatures in the presence of witnesses on this _______day of______2000X 
 
For UNMIL:      For the Trustee: 
 
 
______________________    ____________________ 
Print Name and ID Number    Print Name and Title 
 
 
 
Witness:      Witness:  
 
______________________    ____________________ 
Print Name and ID Number    Print Name and Title 
 
 
 WHEREAS the Ministry has expressed desire to receive such Property: 
 
 NOW THEREFORE, Mission and the Ministry agree as follows: 
 

1. Upon signing this Memorandum of Understanding (MOU), UNMIL will hand-over the 
Property to the Ministry and, consequently, the United Nations will transfer its entire 
right and interest in and to the Property, including, if any, accessories, ancillary 
equipment or stocks of parts necessary for the operation or use of the Property.  In 
this regard, United Nations shall revoke any license or registration record in which 
the United Nations is the registered owner or operator and shall cancel any insurance 
still in force. 

 

2. Transfer of ownership of the Property is on an “AS IS, WHERE IS” basis and UNMIL 
makes no representation or warranties on the condition of the Property or fitness for 
its purpose.  If repair or servicing is required, The Ministry will bear, solely, the costs 
of such repair or servicing. 

 

3. The Ministry will erase all United Nations Logos and identification marking on the 
Property. 

 

4. With effect from the signing of the MOU, the Ministry assumes full possessions, 
control, and responsibility for the Property and related facilities and shall indemnify, 
hold and save harmless and defend at its own expense, the United Nations and 
UNMIL, their officials, agents, servants, and employees, from and against all suits, 
claims, demands and liability of any nature of kind which may arise or in connection 
with the use or operation of the Property and related facilities after the transfer of 
ownership. 

 

5. Nothing in this MOU shall be deemed a waiver, expressed or implied, of any 
privileges or immunities enjoyed by the United Nations and UNMIL. 

 

6. The MOU shall become effective from the date of signing. 
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IN WITNESS WHEREOF, we the duly authorized representatives of the Parties, have affixed 
our signatures in the presence of witnesses on this _______day of______2000X 
 
For UNMIL:      For the Trustee: 
 
 
______________________    ____________________ 
Print Name and ID Number    Print Name and Title 
 
 
 
Witness:      Witness:  
 
______________________    ____________________ 
Print Name and ID Number    Print Name and Title 
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