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DISPOSA  OF ASSETS PROCEDURES 

The di po al of a  et  from individual  ite  will be  cheduled on a quarterly ba i   

on the third Wedne day of the following month :  

July 

October 

January 

April 

The Request for Authorization to Dispose of Equipment Form and a li t of 

item need to be  ent by inter-di trict mail to the Purcha ing Department at lea t 

ten (10) day prior to  cheduled pick-up date. 

Purcha ing Department will  can the required form  igned by the principal and e-

mail to IT Department.  

IT Department will take the form  to the  ite and verify which item  can be re-

u ed and which item  can be  cheduled for di po al.  

When item are gathered in one location and ready for pick-up, e-mail Daryl at 

the Warehou e at dben e@qcu d.org. 

ITEMS NOT READY AT TIME OF PICK-UP WI   BE RESCHEDU ED  FOR  

THE  NEXT SCHEDU ED  PICK-UP  DATE.  

Item  will be brought to the Con-Ex container behind the Warehou e for  torage.  

Purcha ing Department will  chedule for hard drive  and a  et tag  to be  

removed from the equipment.  

Purcha ing Department will call recycling company for pick-up.   

mailto:dbense@qcusd.org



