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�x �&�H�Q�W�U�D�O���U�H�F�H�L�Y�L�Q�J���V�H�Q�G�V���D���Q�R�W�L�I�L�F�D�W�L�R�Q���W�R���W�K�H

�S�U�R�S�H�U�W�\���R�I�I�L�F�H���U�H�J�D�U�G�L�Q�J���D�O�O���F�R�P�S�X�W�H�U

�W�H�F�K�Q�R�O�R�J�\���V�K�L�S�P�H�Q�W�V�����$���U�H�S�U�H�V�H�Q�W�D�W�L�Y�H

�I�U�R�P���W�K�H���S�U�R�S�H�U�W�\���R�I�I�L�F�H���D�U�U�L�Y�H�V���D�W���F�H�Q�W�U�D�O

�U�H�F�H�L�Y�L�Q�J���W�R���S�O�D�F�H���D�Q���D�V�V�H�W���W�D�J���R�Q���Q�R�Q��

�F�R�Q�I�L�J�X�U�H�G���8�1�)���F�R�P�S�X�W�H�U�V���D�Q�G���R�W�K�H�U

�F�R�P�S�X�W�H�U���G�H�Y�L�F�H�V�����$�O�O���F�R�P�S�X�W�H�U���W�H�F�K�Q�R�O�R�J�\

�L�V���V�H�Q�W���W�R���W�K�H���G�H�S�D�U�W�P�H�Q�W�
�V���,�7���F�R�R�U�G�L�Q�D�W�R�U

�I�R�U���V�H�W���X�S��

�x �1�R�Q���W�H�F�K�Q�R�O�R�J�\���D�W�W�U�D�F�W�L�Y�H���D�V�V�H�W�V���W�K�D�W���D�U�U�L�Y�H

�D�W���F�H�Q�W�U�D�O���U�H�F�H�L�Y�L�Q�J���E�\�S�D�V�V���W�K�H���W�D�J�J�L�Q�J

�S�U�R�F�H�V�V�����&�R�P�S�X�W�H�U���W�H�F�K�Q�R�O�R�J�\���L�V���W�K�H���R�Q�O�\

�D�W�W�U�D�F�W�L�Y�H���D�V�V�H�W���W�K�D�W���Z�L�O�O���U�H�T�X�L�U�H���D�Q���D�V�V�H�W���W�D�J��

�x �)�R�U���D�O�O���F�R�P�S�X�W�H�U���W�H�F�K�Q�R�O�R�J�\�����W�K�H���S�U�R�S�H�U�W�\���V�W�D�I�I



�v �:�K�H�Q���F�D�S�L�W�D�O���D�V�V�H�W�V���D�U�H���W�D�J�J�H�G����

�L�Q�I�R�U�P�D�W�L�R�Q���L�V���H�Q�W�H�U�H�G���L�Q�W�R���W�K�H���D�V�V�H�W����

�G�D�W�D�E�D�V�H�����7�K�L�V���G�D�W�D�E�D�V�H���L�V���F�R�P�S�U�L�V�H�G���R�I��

�F�D�S�L�W�D�O���D�V�V�H�W���L�Q�I�R�U�P�D�W�L�R�Q���I�R�U���W�U�D�F�N�L�Q�J��

�S�X�U�S�R�V�H�V��

�x �&�R�P�S�X�W�H�U���W�H�F�K�Q�R�O�R�J�\���O�H�V�V���W�K�D�Q���������������� �L�V���Q�R�W��

�D�G�G�H�G���W�R���W�K�H�����G�D�W�D�E�D�V�H�����V�L�Q�F�H���W�K�H�\���D�U�H���Q�R�W��

�W�U�D�F�N�H�G���E�\���W�K�H���S�U�R�S�H�U�W�\���R�I�I�L�F�H�����7�K�L�V���W�H�F�K�Q�R�O�R�J�\��

�L�V���D�G�G�H�G���W�R���W�K�H���S�U�R�S�H�U�W�\ �P�D�V�W�H�U���I�L�O�H��

�v �&�D�S�L�W�D�O���D�V�V�H�W�V �D�U�H���H�Q�W�H�U�H�G���L�Q�W�R���W�K�H���S�U�R�S�H�U�W�\��

�P�D�V�W�H�U���I�L�O�H���R�Q�F�H���W�K�H���L�Q�Y�R�L�F�H���K�D�V���E�H�H�Q���S�D�L�G�����$��

�Q�R�W�L�I�L�F�D�W�L�R�Q���R�Q���W�K�H���I�L�[�H�G���D�V�V�H�W���R�U�L�J�L�Q�D�W�L�R�Q���W�D�J��

�H�[�W�U�D�F�W�L�R�Q���U�H�S�R�U�W���Z�L�O�O���L�Q�G�L�F�D�W�H���L�I �D�Q���D�V�V�H�W���K�D�V��

�E�H�H�Q���S�D�L�G�����&�D�S�L�W�D�O �D�V�V�H�W�V���D�U�H���D�V�V�L�J�Q�H�G��

�G�H�S�U�H�F�L�D�W�L�R�Q���D�Q�G �D���X�V�H�I�X�O���O�L�I�H��
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�v �)�R�U���W�D�J�J�H�G �F�R�P�S�X�W�H�U���W�H�F�K�Q�R�O�R�J�\���D�V�V�H�W�V�� �D�Q���H�P�D�L�O �L�V��
�V�H�Q�W���W�R �W�K�H���G�H�S�D�U�W�P�H�Q�W���L�Q�I�R�U�P�L�Q�J���W�K�H�P���W�K�D�W �W�K�H��
�D�V�V�H�W���L�V���R�Q���W�K�H �S�U�R�S�H�U�W�\���P�D�V�W�H�U���I�L�O�H �D�Q�G���I�R�U���D�Q��
�R�Q�O�L�Q�H���F�K�H�F�N�R�X�W���I�R�U�P���W�R �E�H���S�U�R�F�H�V�V�H�G���L�I���W�K�H���G�H�Y�L�F�H��
�Z�L�O�O���E�H���X�V�H�G���R�I�I���F�D�P�S�X�V���I�R�U �X�Q�L�Y�H�U�V�L�W�\���E�X�V�L�Q�H�V�V�� �7�K�H��
�U�H�T�X�H�V�W�R�U���R�I���W�K�H���F�K�H�F�N�R�X�W���I�R�U�P �L�V���D�G�Y�L�V�H�G �W�R �X�V�H���Q�R��
�P�R�U�H���W�K�D�Q�������\�H�D�U�V���R�X�W���I�R�U �W�K�H���F�K�H�F�N���L�Q���G�D�W�H�� �)�R�U��
�Q�R�Q���W�D�J�J�H�G���D�V�V�H�W�V�����G�H�S�D�U�W�P�H�Q�W�V �D�U�H���D�G�Y�L�V�H�G �W�R��
�F�R�Q�W�D�F�W���W�K�H �S�U�R�S�H�U�W�\���R�I�I�L�F�H��

�x The decision to dispose of or retire �W�H�F�K�Q�R�O�R�J�\��

assets is handled by the IT coordinator. No�Q��

�Wechnolog y �L�V handled by the department���� �$�Q��

�R�Q�O�L�Q�H���V�X�U�Y�H�\ �I�R�U�P �Z�L�O�O���Q�H�H�G���W�R���E�H���S�U�R�F�H�V�V�H�G���D�Q�G��

�V�X�E�P�L�W�W�H�G �I�R�U���D�S�S�U�R�Y�D�O�����7�K�H���G�L�V�S�R�V�D�O���R�I���Q�R�Q��

�W�H�F�K�Q�R�O�R�J�\���D�Q�G �Q�R�Q���W�D�J�J�H�G���D�V�V�H�W�V���Z�L�O�O���U�H�T�X�L�U�H��

�S�U�L�R�U �D�X�W�K�R�U�L�]�D�W�L�R�Q���I�U�R�P���W�K�H���S�U�R�S�H�U�W�\���R�I�I�L�F�H��

�x All computer �W�H�F�K�Q�R�O�R�J�\ �L�V wiped of all ��

information. I f the �G�H�Y�L�F�H cannot be wiped due to ��

power issue�V, the hard drive is removed. ��

�7�H�F�K�Q�R�O�R�J�\���D�V�V�H�W�V �O�H�V�V �W�K�D�Q�������\�H�D�U�V���R�O�G���D�Q�G��

�U�H�W�L�U�H�G���I�U�R�P �W�K�H �S�U�R�S�H�U�W�\ �P�D�V�W�H�U���I�L�O�H���Z�L�O�O���E�H��

�I�O�D�J�J�H�G���E�\���W�K�H �S�U�R�S�H�U�W�\���R�I�I�L�F�H�� �-�X�V�W�L�I�L�F�D�W�L�R�Q���I�U�R�P��

�W�K�H���,�7 �F�R�R�U�G�L�Q�D�W�R�U���L�V �U�H�T�X�H�V�W�H�G�� �&�R�P�S�X�W�H�U��

�W�H�F�K�Q�R�O�R�J�\ �W�K�D�W���K�D�Y�H���S�R�Z�H�U �L�V�V�X�H�V���D�Q�G���F�D�Q�Q�R�W���E�H��

�Z�L�S�H�G���D�Q�G �W�K�H���K�D�U�G���G�U�L�Y�H �F�D�Q�Q�R�W���E�H���U�H�P�R�Y�H�G�����D�U�H��

�U�H�F�\�F�O�H�G �W�K�U�R�X�J�K���R�X�U �U�H�F�\�F�O�L�Q�J���Y�H�Q�G�R�U����



�x Once the survey form is processed and approved

by all parties, a work order is submitted by the

departm ent to have the worn and obsolete asset s

mov ed to property surplus, building 8 room 1205.

On occasion, if worn and obsolete assets, (no n

te chnology assets) serve no purpose to UNF, t he

departm ent is instructed by the property office t o

dispos e of the asset through the recycl e

department.

�x Upon arrival of surplus assets, a decision is m ade

by the property office on whether the asset wil l

be slated for auction or set aside to be recycle d

thr ough UNF’s authorized recycler. Under no

circumst ances are computers dis posed �R�I��on

campus . �:�K�H�Q��computer �W�H�F�K�Q�R�O�R�J�\�� �L�V recycled,

a certificate of destruction is provided �E�\�� �W�K�H

�U�H�F�\�F�O�H���Y�H�Q�G�R�U��




