Request for Approval to Dispose of Surplus Equipment

Disposal of surplus equipment must receive prior approval by the Business Manager.
Please complete this form in its entirety and forward it to the Business Office. Do not
dispose of the equipment until the request is approved and a copy is returned to the

requestor.

A. Description of Equipment

Description of equipment:

Laptops, iPads, Chromebooks, and other damaged
or outdated units.

Asset tag number(s):

See attached

Reason for disposal:

These items are being recycled/disposed because
of their condition of not functioning or being
outdated.

B. Proposed Method of Disposal

o In-district transfer to:

o Donate to:

o Use for parts

described as:

Junk: Recycle or use for parts

Sell or trade-in: Sell off

Business Office Only

Trade-in or sale information:

If sold, dollar amount:

TBD




C. Approval

Requested by: Maria Stavropoulos at Administration Building

Building Administrator Approval: - Date: 130 -2.02(

Business Office Approval: S Date: Y-R0 - 30\

Submit to the Business Office
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