Module iII: End of Life Management Guidelines

Department Needs Assessment

	Guidelines
	Not generally Practiced
	Generally practiced
	Written department Standard
	Don’t know
	Other

	Consider internal reuse.
	
	
	
	
	

	Submit a completed Property Survey Report (Form 152) for approval by DGS before managing equipment in any way.
	
	
	
	
	

	Refer to the State Administrative Manual (SAM), specifically Section 3520, for procedures on how to dispose of surplus property.
	
	
	
	
	

	If equipment is recyclable, choose recycler carefully or make sure that the company taking back the equipment emphasizes environmentally sound procedures and that it will provide documentation of the materials handled.
	
	
	
	
	

	Recycle CRTs.
	
	
	
	
	

	Remove tags from electronic equipment before transferring, recycling or donating.
	
	
	
	
	

	Remove data from hard drives overwriting to U.S. Department of Defense standards before transferring, recycling or donating. 
	
	
	
	
	

	Deactivate cell phones before transferring to DGS or a third party.
	
	
	
	
	

	Arrange for pick-up or delivery (DGS will not pick-up).
	
	
	
	
	


