Gregory-Portland ISD

. .y - Print Form
Property Disposition Request
Date:
Campus: Department and Room #:
Ilherebyrequestpermissiontodispose ofthe followingitem(s) forthe reasonsindicated:
[] wWornout []Obsolete  Other Reason:
Requestedby: Approved by:
Principal/Administrator/Supervisor
*Bar Code Description *Serial # Quantity Unit Cost Total Cost
Total

Comments:

*These columns must be completed prior to submitting the request to the

Technology Dept.

| certify the item(s) listed above were disposed of in the following manner:

Signed: Date:

Instructions:
*This form is initiated by a principal/administrator/supervisor. Should a teacher or other employee property for which

they recommend disposal, this recommendation must be made to the principal/administrator/supervisor. This form

should be attached to a Maintenance Work Order
GPISD Revised 9/7/2022



To: All Concerned

From: Andrew Guerra
Technology Director

Subject: Property Disposal
The current procedure for disposal of surplus property from a campus or directorate is:

1. Tofill out a Property Disposal Form, as specified by the Technology Office.

2. Attach the form or photo copy to the item or the prominent item in a group, displayed
so that it can easily be seen.

3. Once Disposal Form is done, submit Work Order to have item(s) removed.

4. My instructions to the crews are not to move any items off campus for disposal that
do not have a Disposition Form listing the items and signed by the principal.

Additional Instruction for Computers:

1. After completion of steps one of the three above Operations Department will contact
the IT Department to coordinate bringing items in for processing.

2. The Operations Department will move the equipment to the IT Department and write
the Work Order number on the Disposal Form and leave the form with the equipment.

3. Once the IT Department has completed processed equipment the Operations
Department will be asked to come move Work Order number XxXXxx.

4. Once the Operations Department moves the items to designated surplus storage area
the Disposal Form will be signed by the designed Operations person and forwarded
to the Technology Dept, Lillian Castillo- Inventory/Fixed Assets Specialist.
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