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Welcome

Welcome to the Department of Public Works and Services (PWS) Customer Service
Guide to Disposal of Improved Real Property. Improved real property means buildings,
structures and, in some cases, the land on which they are located, owned by the GNWT.
It does not include mobile trailers, equipment, materials or other goods. Disposal of
surplus goods guidelines are provided on the PWS webpage at
http://www.pws.gov.nt.ca/procurement/warehouse.htm

This guide is written in plain language. We use a question and answer format. It also

includes pronouns that represent the following people or agencies, unless we state

ot her wi se: AWed, fAUsoO6, and AOuro refer to the PV
PWS property management team contacts is provided in Appendix AT PWS Property

Disposal Contacts.

AYoud and Y tewitorial goverrfment depadment, board or agency (for

brevity, this guide wil!/l refer to these customer
i mproved real property disposal services. The de
executive and financial offic e r s managers and empl oyees. I n que
also refers to you because we assume you are asking the questions.

In addition to heading hyperlinks in the Table of Contents, the guide contains hyperlinks

throughout, to assist you in using the document. When you click on a hyperlink, the

linked text will appear. To return from the linked text to the hyperlink, click on the

APrevious Viewc‘:‘.ﬁommand icon ( ), that &

toolbar.

We hope you find this guide helpful. Should you have any questions or suggestions on
how to improve the guide, please contact:

Chris Morgan

Policy and Procedures Officer

Facility Management

Asset Management Division

Department of Public Works and Services
Phone: (867) 873-7931

E-mail: Christopher Morgan@gov.nt.ca
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Disposal Policy

The PWS Property Management Team is guided by GNWT Policy 32.05 Disposal of
Improved Real Property when disposing of most improved real property that a GNWT
agency no longer requires.

Priority Interests

Under the Disposal Policy, we offer surplus property to certain priority interests in the
following order:

First, we offer fs GNWTagendes.gdhesemgencteyinclude ot her
departments, boards and the NWT Housing Corporation. Properties are transferred at no

cost, however, there may be tangible capital asset accounting considerations (see the

section on Financial Administration in this guide).

If no GNWT agency wants the property, we offer it for sale to NWT public corporations
through a competitive bidding process.

If no GNWT public corporation decides to purchase the property, we offer it for sale to
the local community government at the appraised fair market value. However, a lower
price may be negotiated to take into account the proposed use of the property.

If the community government does not purchase the property, we offer it for sale to local
non-profit organizations at the appraised fair market value, through a competitive
purchase proposal process.

If the property is not sold to a non-profit organization, we offer it for sale to the general
public through a competitive bidding process. The property is sold to the offerer who
submits the highest acceptable bid.

Notice of Surplus

How do | identify properties as surplus?

Properties which may be identified as surplus to your needs include:

Property being replaced or displaced by new construction

Property no longer efficient to operate or repair

Property which is no longer suitable for its intended use

Property which is no longer needed

Property which has been repossessed by the GNWT from businesses for any reason
Property which has been condemned by authorities for health or safety reasons
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How do | tell PWS that | need to dispose of surplus property?

Fill out and send a Notice of Surplus Improved Real Property form to our regional office
for the location of the property. See Appendix A i List of PWS Property Disposal
Contacts.

The Notice of Surplus form contains:

e A description of the property

« Information about the present and past use of the property - i.e. occupants,
environmental contaminants, remediation that has taken place or is planned

e Reason(s) the property is surplus

o Personal property (goods) on-site and disposal instructions

« Disposal guidance such as, as-is-where-is, removal from site, land title,
recommended disposition, other instructions

e Agreement to accept disposal costs and authorization to proceed with disposal

A sample of this form is provided in Appendix B i Notice of Surplus of this guide.
However, you can also download a form template (MS Word format) from the PWS
Warehousing and Disposals web page.

A member of our Property Management Team can help you complete the form. If some
i nformation we need i s mditionally acaeptlyaubfdrnregndwok may st i |
with you to get that information.

Once | know | have surplus property, how soon do | have to report it to PWS?

Typically, you should report property at least 90 calendar days before the date you
expect the property to be vacated and ready for disposal. If 90 calendar days is not
possible, then as far in advance as you can.

Can | report property surplus if itds contaminat

Yes, but your Notice of Surplus Improved Real Property must tell us the extent of the
contamination, your plans for remediation, and the extent the property can still be used
in its current contaminated condition.

If there has been hazardous substance activity on the property, you must

e Tell us whether or not, during the time the GNWT owned the property, any
hazardous substance activity took place on the property.

« Tell us the type and quantity of hazardous substance, the time of storage, release, or
disposal.

« Tell us whether or not your agency took all remedial action necessary to protect
human health and the environment and indicate if there is any remaining hazardous
substance.

If remedial action has not been taken, you must tell us when you will complete any
remedial actions. If no hazardous substance activity occurred on the property, state that
in the Notice of Surplus.
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Where can | get help to complete an environmental site assessment?

PWS, in consultation with the Department of Environment and Natural Resources
(ENR), can help you with a preliminary environmental assessment of the property. If this
assessment shows there is contamination, normally you will need to hire a consultant to
perform more detailed assessments. ENR administers the Environmental Protection Act
and administrative guidelines concerning site contamination and remediation. Go to the
ENR environmental protection services webpage for further information.

Does my agency always have to remediate a contaminated property?

No, it depends on the degree of contamination and the existing threat to public health
and safety. If immediate remediation is not considered necessary, it can be made a
condition of the property sale. This means, that the purchaser is informed of the extent of
contamination and is made responsible for its remediation by a certain time.

Do | need to check whether the property is subject to transfer under a land claim
or self-government agreement before sending a Notice of Surplus?

Yes. Before sending a Notice of Surplus to PWS, you should check with the Director of
Negotiations at the Department of Aboriginal Affairs and Intergovernmental Relations
(AAIR) and the Department of Municipal of Community Affairs (MACA) to find out if the
property is subject to transfer under a self-government or land claim agreement. If the
property is subject to transfer under an agreement, do not send a Notice of Surplus to
PWS. Your agency should coordinate the property transfer with MACA and continues to
be responsible for the property until the transfer is complete.

If the property is not subject to transfer under an agreement, you must state this when
you complete the Notice Surplus.

What happens after | submit a Notice of Surplus to PWS?

A PWS property management specialist will promptly acknowledge receipt of the report
of surplus in writing. Your Notice of Surplus is reviewed to ensure that it contains all
required information. Within 15 calendar days, we will notify you if acceptable and we
are able to proceed with disposal actions. However, if we need more information, you
must be prepared to give us that information as soon as possible.

If your report is lacking so much information that we are unable to begin disposal action,
we will return it to you along with an explanation as to why we cannot
proceed.

Generally, PWS will review your Notice of Surplus and physically inspect your property.

Viewing the property helps us identify appropri

location, and spot any potential barriers to disposal.
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Does my agency remain responsible for surplus property until PWS disposes of
it?

Yes, you are responsible for its custody and are accountable until it is transferred.
We act as your broker or agent to dispose of the property quickly and our goal is to keep
expenses and liability low.

If you, rather than PWS, is responsible for operations and maintenance of the property,
you should ensure its protection and continue with a minimal operations and
maintenance, until the property is disposed. Appendix C i _Surplus Property
Protection and Maintenance of this guide contains suggestions for the protection and
maintenance of your surplus property pending its disposal.

Is my agency responsible for the disposal costs?

Yes, with the exception of PWS regular salary costs, you will be responsible for the
disposal costs incurred. These may include travel costs, appraisal costs, survey costs,
environmental site assessments, site remediation, tender advertising costs and
demolition costs. However, we will notify you of these costs before the disposal action. In
addition, you will be responsible for the property net book value write-off, if applicable.

Can I recommend who the property should be sold or transferred to?

Yes, you may make a recommendation when you send in the Notice of Surplus.
However, if your recommendation involves bypassing priority interests in the order
specified by the Disposal Policy, you will need to obtain Cabinet approval through a
Decision Paper jointly submitted with PWS.

What if my agency decidesthat t he property is not surplus, af
reported it?

Generally speaking, PWS must approve withdrawal requests. However, usually as long
as the property has not been transferred to another GNWT agency or is not encumbered
by a legally binding agreement for disposal as surplus property, your agency may at any
time, completely or partially, withdraw a Notice of Surplus.

You must request withdrawal of the Notice of Surplus in writing to the PWS regional
office where you submitted the report. Also, the person (or designate) who signed the
original Notice of Surplus, should be the one to request a withdrawal.

If the withdrawal is for part of the property, a legal description (of the part to
be withdrawn) should be sent with the withdrawal request.
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Reallocation to Another GNWT Agency

How do | acquire surplus property?

We screen surplus property for 30 days with GNWT agencies. Your agency will receive
a written notice (usually by e-mail) describing the property. If you are interested in
possibly acquiring a surplus property, you must send an Expression of Interest to the
applicable PWS Regional Office. We will then assist you to evaluate the feasibility of
reallocating the property to you.

Who can approve the property reallocation?

If the property is to be left in its current location and no new funding (for renovation,
upgrading, site remediation or operations and maintenance) is required, the Deputy
Minister of PWS, or a designate, may approve the reallocation.

FMB approval is required when:

o The property is being replaced by new construction and operations and maintenance
funding is required

e Funding is required to either relocate, upgrade or renovate the property

« Funding is required for remediation of the property

What happens when more than one agency expresses an interest in a property?

If more than one Expression of Interest is received, the Deputy Minister of PWS makes
the reallocation decision based on feasibility studies and according to the principle of
Ahi ghest and brepertyi iwe.ghe possibie use df @ prgperty that would
produce the greatest benefit. However, the Deputy Minister of PWS may also
recommend that the reallocation decision be referred to the FMB.
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Disposal of Property Surplus to GNWT Requirements

Appraisal Report

When is a property appraisal required and what does it usually cost?

All property that is surplus to the GNWT needs will require a real estate appraisal to set
a Afair market valueo. PWS wi-lhouse gne othierahamm
possible travel expenses to inspect the property, there are no additional costs. If the
preliminary appraisal indicates the property value is greater than $50,000, an accredited
real estate appraiser will be contracted to carry out an independent appraisal of the
property. Depending on the type of property, fee appraisals are usually between $250
and $500 plus expenses.

What is AFY¥aludMapPket

Fair market value is the amount that would be agreed upon in an open and unrestricted market by
informed parties dealing at arms length and under no duress. We estimate fair market value by these
appraisal methods:

e Comparable sales (prices paid recently for comparable properties), and/or

o Depreciated replacement cost approach (current cost to replace, depreciated for age, function and
condition)

Report of Surplus

When does PWS begin disposing of a property that the GNWT no longer requires?
Once the value and marketability of a property has been determined, we complete a
Report of Surplus. This provides authority for PWS to dispose of the property, either
through offer for sale or demolition, depending on the marketability of the property.

Sale to NWT Corporation

How are surplus properties sold to NWT Corporations?

We invite NWT Corporations to submit bids and sell the property to the Corporation that
submits the highest acceptable bid.

Sale to Community Government

How does my agency have a surplus property sold to a community government?

You should provide the community government with a letter supporting the sale of the
property at less than the appraised value. Sponsoring the sale at a value less than
appraised value will have a financial impact on your department. See the section on
Financial Administration for more information.
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Who approves sale of surplus property to community governments?

It depends on whether the community government is tax-based or non-tax-based, the
grant-in-kind created and the appraised value of the property. See the section on
Financial Administration for more information.

Sale to Non-Profit Organization

How does my agency have a surplus property sold to a non-profit organization?

You should provide the non-profit organization with a letter supporting the sale of the
property at less than the appraised value. Sponsoring the sale at a value less than
appraised value will have a financial impact on your department. See the section on
Financial Administration for more information.

Who approves sale of surplus property to non-profit organizations?

It depends on whether a grant-in-kind is created and the appraised value of the property.
See the section on Financial Administration for more information.

Sale to General Public

Can GNWT employees purchase surplus property offered for sale to the public?
Yes, a GNWT employee can submit an offer to purchase with the following exception:
GNWT employees who are directly involved in the disposal of surplus property and their
immediate family or agents are excluded from bidding on or acquiring surplus property

offered for sale.

All sales of surplus property to GNWT employees are subject to the approval of the
Commissioner of the NWT.

Demolition

When does PWS decide to demolish a surplus property?

We demolish surplus property when the property cannot be sold or the site is required
for construction of a new building and the surplus property cannot be moved.
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What happens to materials and equipment from the demolished property?

We promote figreen demolitiono practices

is minimized and any hazardous materials are disposed of properly. Depending on the

time available, the size, type, condition and location of the property, we do this by:

« Requiring demolition contractors to complete deconstruction plans

« Giving salvage and recycling rights to demolition contractors (this also lowers
demolition contract costs)

« Selling or donating salvageable and recyclable materials and equipment

What is deconstruction?

Deconstruction involves removing hazardous materials, salvaging reusable structural and/or non-
structural building materials and recycling demolition materials. As a result, only a small percentage of
demolition waste typically ends up in the landfill.

Financial Administration
Notice of Surplus

What accounting is required when my agency decides a property is surplus?
No fixed asset accounting is required until PWS notifies you that the property has been

disposed. Until then, the property is considered to be in-service and continues to be
amortized in your fixed asset records.

Reallocation to Another GNWT Department

What value is used when reallocating a property between GNWT departments?

Transfers of tangible capital assets from one department to another must occur at net
book value to ensure gains/losses are not recorded.

How does my agency account for the transfer of our surplus property to another
GNWT department?

Transfer the property acquisition cost and accumulated amortization from your fixed
asset records to the other department.

How does my agency account for the addition of a property that is being
reallocated from another GNWT department?

Record the asset acquisition cost and accumulated amortization in your fixed asset
records.
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Sale to NWT Corporation

What value is used when a property is sold to a NWT public corporation?

Use fair market value of the property when there is:

« An independent appraisal of the property; and

e A genuine business reason for the transfer; and

e Anintended, productive use of the property; i.e. not just holding for resale

The disposing GNWT department must record any gains/losses on the sale.

Use net book value of the property if the sale does not meet the above conditions.

How is GST on the sale handled?

GST applies on the sale or donation of all property, except residential property (such as
staff housing and group homes). The amount of GST payable is based on the fair market

value of the property. If GST applies to the sale, it must be paid by the NWT
Corporation.

Sale to Community Government

What value is used when a property is sold to a community government?

Use fair market value, as determined by a real estate appraisal, to account for sales to
community governments.

What if the sale price is less than the fair market value?

If the fair market value is $5,000 or more than the sale price, the sponsor department
must record a grant-in-kind.

If the fair market value is $50,000 or more than the sale price or you require funding for
the grant-in-kind, you must obtain Financial Management Board approval to sell the

property.

As the sponsor department, once the property is transferred, you will need to record the
gain/loss on the sale.

How is GST on the sale handled?

GST applies on the sale or donation of all property, except residential property (such as
staff housing and group homes). The amount of GST payable is based on the fair market
value of the property. Either the community government or the sponsor department must
pay the GST. In most cases, the GST payable is included in the grant-in-kind recorded
by the sponsor department.

Customer Service Guide
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Sale to Non-Profit Organization

What value is used when a property is sold to a non-profit organization?

Fair market value, as determined by a real estate appraisal, is the value used to account
for sales to non-profit organizations.

What if the sale price is less than the fair market value?

If the fair market value is $5,000 or more than the sale price, the sponsor department
must record a grant-in-kind.

If the fair market value is $50,000 or more than the sale price or you require funding for
the grant-in-kind, you must obtain Financial Management Board approval to sell the

property.

As the sponsor department, once the property is transferred, you will need to record the
gain/loss on the sale.

How is GST on the sale handled?

GST applies on the sale or donation of all property, except residential property (such as
staff housing and group homes). The amount of GST payable is based on the fair market
value of the property. Either the non-profit organization or the sponsor department must
pay the GST. In most cases, the GST payable is included in the grant-in-kind recorded
by the sponsor department.

Sale to General Public

What value is used when a property is sold to the general public?

Fair market value, as determined by the highest acceptable bid offered, is used to
account for sales to the public. Depending on the appraised value and marketability of
the property, PWS may apply a minimum reserve bid to promote reasonable offers.

What is a minimum reserve bid?

A fimini mum reserve bido is tWessetthisamowmtbefaewe effertthe b |
property for sale. To be considered, bids must be greater than the reserve bid. If no acceptable bids are
received, we may consider lowering the reserve bid and re-offering the property for sale.

Any gains/l osses on the sale are recorded in
records. PWS will notify you of the final sale price and other details for your asset
accounting.

Customer Service Guide
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How is GST on the sale handled?
GST applies on the sale or donation of all property except residential property (such as

staff housing and group homes). The amount of GST payable is based on the price paid
for the property. The purchaser must pay the GST.

Demolition

If a property is demolished, are the salvageable building materials and equipment
sold?

Yes, if there is marketable salvage from the demolition, it may be offered for sale or used
to offset the demolition contract cost. You will be notified of the salvage value, if any, for
your asset accounting.

Does my agency pay for the cost of demolishing a surplus property?

Yes. However, we will attempt to minimize your costs by tendering the demolition

contract and giving salvage rights to the successful contractor to offset the demolition
cost.

Disposal Process Responsibilities Table

An overview of the information described in this guide is provided in Appendix D i
Disposal Process Responsibilities Table.

Customer Service Guide
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References

For more information, you can read these documents:

GNWT Policy 32.05 1 Disposal of Improved Real Property

The Policy is available on the GNWT Policies web page at:
http://www.gov.nt.ca/publications/policies/index.htm

FAM Directive 401-5 1 Grants-in-Kind

FAM Directive 602-4 i Tangible Capital Assets Control and Disposal

FAM Directive 602-6 i Tangible Capital Assets i Sales and Transfers
FAM Directive 704-3 7 Accounting for Assets i Disposal of Public Property
FAM Directive 704-4 i Deletion or Write-Off

The FAM directives are available on the FMBS document library at:
http://www.gov.nt.ca/FMBS/documents/FAMWeb/index.html

Environmental Protection Act and Guidelines

The Department of Environment and Natural Resources administers the
Environmental Protection Act and administrative guidelines. These are available at:
http://www.enr.gov.nt.ca/eps/leg.htm
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Appendix AT List of PWS Property Disposal Contacts

Region/Area

North Slave Region | Fort Smith Region | Deh Cho Area | Inuvik Region
Communities Served
Dettah Enterprise Fort Liard Aklavik
Edzo Fort Providence Fort Simpson Colville Lake
Gameti Fort Resolution Jean Marie River Deline
Ndilo Fort Smith Nahanni Butte Fort Good Hope
Rae Hay River Trout Lake Fort McPherson
Snare Lake Hay River Reserve | Wrigley Holman
Wha Ti Kakisa Inuvik
Yellowknife Lut sel Ko e Norman Wells
Paulatuk
Sachs Harbour
Tsiigehtchic
Tuktoyaktuk
Tulita
Contacts
Jim Pagonis Glenn Bourke Ron McCagg Todd Moran
Property Officer Property Officer Area Manager Project & Property
Yellowknife Fort Smith Fort Simpson Officer
(867) 920-6944 (867) 872-7403 (867) 695-7285 Inuvik
(867) 777-7211

PWS Headquarters Technical Support Contacts:

SERVICE: General disposal advice and assistance
Mike Oram

Sr. Property Manager

Facility Management

Asset Management Division

(867) 873-7507

SERVICE: Disposal policy and procedures advice and assistance
Chris Morgan

Policy and Procedures Officer

Facility Management

Asset Management Division

(867) 873-7931

SERVICE: Asset accounting advice and assistance
Ranald Matheson

Financial Analyst

Corporate Services Division

(867) 873-7077
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Appendix B T Notice of Surplus Form
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