§101-25.102

§101-25.102 Exchange or sale of per-
sonal property for replacement pur-
poses.

Policies and methods governing exec-
utive agencies in exercising the author-
ity granted under section 201(c) of the
Federal Property and Administrative
Services Act of 1949, as amended (40
U.S.C. 481(c)), are prescribed in part
101-46.

[31 FR 4997, Mar. 26, 1966]

§101-25.103 Promotional materials,
trading stamps, or bonus goods.

§101-25.103-1 General.

Federal agencies in a position to re-
ceive promotional materials, trading
stamps, or bonus goods shall establish
internal procedures for the receipt and
disposition of these gratuities in ac-
cordance with §101-25.103. The proce-
dures shall provide for a minimum of
administrative and accounting con-
trols.

[48 FR 48232, Oct. 18, 1983]
§101-25.103-2 [Reserved]

§101-25.103-3 Trading stamps or
bonus goods received from contrac-
tors.

When contracts contain a price re-
duction clause, any method (such as
trading stamps or bonus goods) by
which the price of a commodity or
service is effectively reduced shall con-
stitute a price reduction. Temporary or
promotional price reductions are to be
made available to contracting officers
under the same terms and conditions
as to other customers. Procuring ac-
tivities, however, rather than accept
trading stamps and bonus goods, shall
attempt to deduct the cost of such
items from the contract price. If ob-
taining such a price reduction is not
possible, the contracting officer shall
document the contract file to that ef-
fect and dispose of the items as pro-
vided in §101-25.103.4.

[48 FR 48232, Oct. 18, 1983]
§101-25.103—4 Disposition of  pro-

motional materials, trading stamps,
or bonus goods.

(a) Agencies shall, through the low-
est appropriate activity, arrange for
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transfer of promotional materials,
trading stamps, or bonus goods, with-
out reimbursement in accordance with
internal agency procedures to a nearby
Federal hospital or similar institution
operated, managed, or supervised by
the Department of Defense (DOD) or
the Veterans Administration (VA)
when:

(1) The contract does not contain a
price reduction clause, or

(2) The contractor refuses to grant a
price reduction, and

(3) It is deemed practical and in the
best interest of the Government to ac-
cept such promotional items as a price
reduction, and

(4) The procuring or receiving agency
has no practical use for the pro-
motional items.

(b) Before transferring promotional
materials, trading stamps, or bonus
goods to the above Federal institu-
tions, it must be determined that the
proposed recipient is prepared to re-
ceive and use such items. If these items
cannot be used by the receiving agency
or a medical facility, they should be
disposed of in accordance with 41 CFR
101-43, 44 and 45.

[48 FR 48232, Oct. 18, 1983]

§101-25.104 Acquisition of office fur-
niture and office machines.

Each executive agency shall make a
determination as to whether the re-
quirements of the agency can be met
through the utilization of already
owned items prior to the acquisition of
new furniture or office machines. The
acquisition of new items shall be lim-
ited to those requirements which are
considered absolutely essential and
shall not include upgrading to improve
appearance, office decor, or status, or
to satisfy the desire for the latest de-
sign or more expensive lines.

(a) Generally acquisition of addi-

tional furniture or office machines
from any source will be authorized
only under the following cir-

cumstances, limited to the least expen-
sive lines which will meet the require-
ment (see §101-26.408 of this chapter
with respect to items such as type-
writers under Federal Supply Schedule
contracts), and the justification for the
action shall be fully documented in the
agency file:
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(1) For essential requirements arising
from quantitative increases in onboard
employment which constitute the total
requirement of any agency or major
component thereof (e.g. bureau, serv-
ice, office).

(2) For essential requirements arising
from a need not related to onboard em-
ployment increases but which are de-
termined necessary to avoid impair-
ment of program efficiency.

(b) Each agency shall restrict re-
placement of furniture or office ma-
chines either to usable excess, rehabili-
tated, or the least expensive new lines
available which will meet the require-
ment under the following cir-
cumstances, authority for which will
meet the requirement under the fol-
lowing circumstances, authority for
which shall be fully documented in the
agency file:

(1) Where the agency determines that
the item is not economically repair-
able.

(2) Where reductions in office space
occupancy are accomplished through
use of more convenient or smaller size
furniture and the space economies thus
achieved offset the cost of the fur-
niture to be acquired.

[30 FR 5479, Apr. 16, 1965, as amended at 42
FR 1031, Jan. 5, 1977]

§101-25.104-1 Redistribution,
or rehabilitation.

Prior to the purchase of new office
furniture and office machines, agencies
shall fulfill needs insofar as practicable
through redistribution, repair, or reha-
bilitation of already owned furniture
and office machines. In furtherance of
the use of rehabilitated furniture and
office machines, agencies shall review
inventories on a continuing basis to as-
certain those items which can be eco-
nomically rehabilitated and institute
programs for their orderly repair and
rehabilitation. All such items which
are not required for immediate needs
shall be reported as excess.

[42 FR 1031, Jan. 5, 1977]
§101-25.105 [Reserved]

§101-25.106 Servicing of office ma-
chines.

(a) The determination as to whether
office machines are to be serviced by

repair,
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use of annual maintenance contracts or
per-call arrangements shall be made in
each case after comparison of the rel-
ative cost affecting specific types of
equipment in a particular location and
consideration of the factors set forth in
paragraph (b) of this section.

(b) Prior to making the determina-
tion required by paragraph (a) of this
section, consideration shall be given
to:

(1) Standard of performance required;

(2) Degree of reliability needed,;

(3) Environmental factors; i.e., dusty
surroundings or other unfavorable con-
ditions;

(4) Proximity to available repair fa-
cilities;

(5) Past experience with service facil-
ity; i.e., reputation, performance
record, quality of work, etc.;

(6) Daily use (heavy or light) and op-
erator’s care of machine;

(7) Age and performance record of
machine;

(8) Machine inventory in relation to
operating needs; i.e., availability of re-
serve machine in case of breakdown;

(9) Number of machines; including
overall frequency of repairs required;

(10) Security restrictions, if any; and

(11) Other pertinent factors.

[31 FR 14260, Nov. 4, 1966]

§101-25.107 Guidelines for requisi-
tioning and proper wuse of
consumable or low cost items.

Consumable and low value items in
inventory (cupboard stocks are not
considered inventory) are subject to ac-
counting and inventory record controls
in accordance with applicable provi-
sions of law and the principles and
standards prescribed by the General
Accounting Office, 2 GAO 12.5. Nor-
mally, however, the systems of control
for such property cease at the time of
issuance from a warehouse or store-
room to the consumer.

(a) The guidelines set forth in this
§101-25.107 are considered minimum to
assure proper use of consumable or low
cost items by individuals, subsequent
to issue from accountable records and
termination of formal accountability.
Consumable items, for the purpose of
this section, are considered to include
those items actually consumed in use
(e.g., pads and pencils) and those items



