









Tracking Number _____________ 









        


(Assigned by Purchasing Dept.)

Brown University

Declaration and Recycling of Surplus Computer and Related Equipment

(includes:  computers, keyboards, monitors, televisions, scanners, fax machines, printers, and other peripheral devices)
______________________________________________________________________________
Department          Box #      
Contact Name         Phone #         Fax #      
Declared surplus by          Date:     



(Print name)
Requirements:

Send completed form to Brown University Purchasing Department Box 1845

· Equipment capable of storing data has been properly “sanitized” as required by Brown University and in accordance with government standard and regulations.  Refer to CIS Data Removal Recommendations for procedures.  Monitors have been labeled as Universal Waste.  

· Written explanation is required for any equipment that could not be properly sanitized.
· Spreadsheet indicating Asset Tag Number, Description, Serial Number, Sanitization Indicator, Universal Waste Label, Surplus Reason, and Donation or External Transfer, and Location is attached.

· Donations, transfers, or sales require additional documentation and approvals.  Please refer to the Purchasing Department web site for more information:  www.brown.edu/administration/finance_and_admin/purchasing
· This form and the spreadsheet must be complete.  Incomplete forms will be returned to department contact.
· This form (along with the attached spreadsheet) must be authorized by the appropriate department manager.  
I hereby approve the surplus declaration of the attached list of equipment and confirm that all equipment capable of storing data has been properly sanitized as required by Brown University and in accordance with government standards and regulations.

Dept. Manager approval _________________________________________   Date ______________________________________ 




(signature)

Print Name        Title      
Office use only:

Property System Review  (ORA)
         
 

.
Purchasing Department Approval (surplus coordinator)





         
 
.






          

.

                            stamp




.                                          stamp





          
 
. 






          

.








.





         

.

To be completed by Department, Facilities Management, and Recycler:
Brown University Policy and Federal Guidelines require a paper trail of equipment from purchase to disposal. 

Complete at transfer of equipment from department to Facilities Management:

Date Removed from the Department ____________   # of Pieces _____   Department Signature ____________________________
Date of Facilities Pick-Up _______________  # of Pieces: ______  Facilities Personnel Signature ___________________________
Complete at transfer of equipment from Facilities Management to Recycler:
Date Recycler Accepted Equipment ____________   # of Pieces _____   Recycler Signature _______________________________












Revised 12/23/2004
Brown University

Declaration and Recycling of Surplus Computer and Related Equipment
(includes:  computers, keyboards, monitors, televisions, scanners, fax machines, printers, and other peripheral devices)
______________________________________________________________________________








Surplus Reason     Donation

                                                                 REQUIRED                      
                        B = Broken      or External


Asset Tag 




   Sanitized Universal    O =Obsolete   Transfer
Number
       Description 
             Serial Number
   Y or N?    Waste Y/N   T =Trade-In     Y or N?


           
Location Room # Comments

	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     


*  Donations or  transfers require additional documentation and approvals.  Please refer to the Purchasing Department web site for more information:  www.brown.edu/administration/finance_and_admin/purchasing
The above mentioned items are approved for disposition:

Department approval ___________________________________________   Date ______________________________________  


Page ____ of ____



(signature)

Title _________________________________________________________








Revised 08/0
