
 

Is the Property a 
Sensitive Item, a 

Firearm or Valued at 
$5,000 or Higher?

Yes

Is it in IRIS?

Yes

Transfer to 
another SOA 
Department

Media Disposal 
Form 

(If Needed)

Complete ETAR & 
Submit for 
Approval

Complete FT 
With From & To in 

Description

Submit for 
Approval

SOA Property 
Manager has Final 

Approval

Turn in as 
Surplus

Media Disposal 
Form

(If Needed)

Complete ETAR & 
Submit for 
Approval

Complete FT

Contact Surplus 
Warehouse to 

Make a Delivery 
Appointment

Delivery To 
Surplus 

Warehouse.

Surplus 
Warehouse will list 

items for 7 
business days on 

Govdeals for 
reutilization within 

the SOA

Surplus 
Warehouse will 

Sell Item via 
Govdeals & 

Complete FD to 
remove from IRIS 

when Sold 

SOA Property 
Manager has Final 
Approval and will 
match all Surplus 

created FDs to 
Govdeals sales 

records.

Direct Disposal

Direct Disposal is 
only to be used in 
cases where it is 

economically 
unfeasible for the 

SOA to sell. 

Media Disposal 
Form (If Needed)

Create FD 
Reason for requst 
needs to be fully 
explained in the 

Description block 
of the FD

SOA Property 
Manager has Final 

Approval.

Note: SPM may 
Submit Questions via 

Email before 
Approval

Trade In
(Dell Asset or 

Other)

Media Disposal 
Form 

(If Needed)

All Firearms MUST 
be recorded in IRIS 
Prior to transfer to 
DPS for turn in or 

exchange. 
Additionally, DPS 
procedures need 
to be followed. 

Complete FD
(FD MUST have  

Method of Trade In 
in the Description 
Block and a full list 

of Items being 
Traded in attached)

SOA Property 
Manager has Final 

Approval

Loss of Property

Property owner 
will create FD. 

Reason for request 
needs to be fully 
explained in the 

Description block 
of the FD. IE. theft, 

lost, destroyed

Attach any 
supporting 

documentation to 
include the last 

inventory that the 
items was 
accounted.

No

STOP
Department that 

owns the 
property will add 

Item to IRIS

No

Is it in IRIS?

Yes

Transfer to 
another SOA 
Department

Complete ETAR & 
Submit for 
Approval

Complete FT.
With From & To in 

the Description.

Submit for 
Approval

SOA Property 
Manager Has Final 

Approval

Turn in as 
Surplus

Complete ETAR & 
Submit for 
Approval

Complete FT

Contact Surplus 
Warehouse to 

Make a Delivery 
Appointment

Delivery To 
Surplus 

Warehouse.

Surplus 
Warehouse will list 

items for 7 
business days on 

Govdeals for 
reutilization within 

the SOA

Surplus 
Warehouse will 

Sell Item via 
Govdeals & 

Complete FD to 
remove from IRIS 

when Sold 

SOA Property 
Manager has Final 

Approval

Direct Disposal

Direct Disposal is 
only to be used in 
cases where it is 

economically 
unfeasible for the 

SOA to sell. 

Create FD 
Reason for requst 
needs to be fully 
explained in the 

Description block 
of the FD

SOA Property 
Manager has Final 

Approval.

Note: SPM may 
Submit Questions 
via Email before 

Approval

Trade In 
(Dell Asset or 

Other)

Complete FD
(FD MUST have  

Method of Trade 
In in the 

Description Block 
and a full list of 

Items being 
Traded in 
attached)

SOA Property 
Manager has Final 

Approval

No

Transfer to 
another SOA 
Department

Complete ETAR & 
Submit for 
Approval 

Turn in as 
Surplus

Complete ETAR & 
Submit for 
Approval

(These Items can 
be added to other 
ETARs and turned 

in.)

Contact Surplus 
Warehouse to 

Make a Delivery 
Appointment

Delivery To 
Surplus 

Warehouse.

Surplus 
Warehouse will list 

items for 7 
business days on 

Govdeals for 
reutilization with 

in the SOA 

Surplus 
Warehouse will 

Sell Item via 
Govdeals

Direct Disposal

Direct Disposal is 
only to be used in 
cases where it is 

economically 
unfeasible for the 

SOA to sell. 

Complete ETAR & 
Submit for 
Approval

Trade In 
(Dell Asset or 

Other)

Complete ETAR & 
Submit for 
Approval

Note: The Property Control Manual will be updated to reflect any changes this 
Flow Chart incorporates shortly. This Flow Chart will be revised to include links to 
the proper sections of the Property Control Manual once revisions are completed.  

If you have any questions or suggestions, please contact 
the SOA Property Manager directly at 907-754-3404 or at 
Jonathon.harshfield@alaska.gov  

KEY 

ETAR – Electronic Transaction Request 
(Electronic Property Form, AKA JOT Form) 

FD – IRIS Fixed Asset Disposition Form 

FT – IRIS Fixed Asset Transfer Form 

SPM – State Property Manager 

SOA – State of Alaska 

https://www.jotform.com/70934998395174
mailto:Jonathon.harshfield@alaska.gov

