SUBJECT:	Notice of Process Change regarding the State Surplus Program at White Farm

Agencies will soon be utilizing the NH FIRST Inventory Control Module to enter information that was formerly entered on the P-11 paper form. The process of moving items to State Surplus will become an electronic process rather than a paper process therefore reducing paperwork.  This will NOT replace your current inventory system, it will only replace how the process in which you send items to State Surplus White Farm.

Statewide agency training will be conducted during January and February 2017. The training will be offered at various times to ensure that all those who need to attend are able to do so. It is crucial that those attending the training know the basics of NH FIRST. If you have employees who handle surplus functions within your organization who do not currently work in NH FIRST, please have another staff member with NH FIRST experience attend as well.  It is required that both the person doing the data entry AND a person at the agency level who has POA (Power of Attorney) authority attend.

All other rules and procedures regarding disposal of State Surplus Property remain in place. To review those, please visit the White Farm website at: https://das.nh.gov/purchasing/surplus/state_surplus.asp

Please share this memo with others within your organization who handles surplus property.

This will be mandatory training, and you will NOT be able to deliver any surplus items to State Surplus White Farm without this training.  There will need at minimum both a Data Entry and an Approver for the training and the implementation.  Additional personnel are recommended. The following dates and times are available for reservations:  Please respond with the names, dates, times and all of the personnel who will be attending.  All training will be completed at DOT Training Room – 7 Hazen Drive.  There will be 2 classes per day.


	Date
	Day of the Week
	Training Session #1
	Training Session #2

	January 18th
	Wednesday
	[bookmark: _GoBack]n/a
	1pm to 4pm

	January 19th
	Thursday
	9am to 12pm
	1pm to 4pm

	January 20th
	Friday
	9am to 12pm
	1pm to 4pm

	January 23rd
	Monday
	9am to 12pm
	1pm to 4pm

	January 27th
	Friday
	9am to 12pm
	1pm to 4pm

	January 30th
	Monday
	9am to 12pm
	n/a

	February 2nd
	Thursday
	9am to 12pm
	1pm to 4pm

	February 3rd
	Friday
	9am to 12pm
	1pm to 4pm

	February 6th
	Monday
	9am to 12pm
	1pm to 4pm

	February 10th
	Friday
	9am to 12pm
	1pm to 4pm

	February 13th
	Monday
	9am to 12pm
	1pm to 4pm

	February 15th
	Wednesday
	9am to 12pm
	1pm to 4pm

	February 16th
	Thursday
	9am to 12pm
	1pm to 4pm

	February 17th
	Friday
	9am to 12pm
	1pm to 4pm

	February 22nd
	Wednesday
	9am to 12pm
	1pm to 4pm

	February 23rd
	Thursday
	9am to 12pm
	1pm to 4pm

	February 24th
	Friday
	9am to 12pm
	1pm to 4pm



