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ADMINISTRATIVE GUIDELINE

Title:  Disposal of Surplus Furniture and Equipment

       Effective Date:  September 1, 2000
       Responsibility:  Superintendent of Business 
Rationale: 

The Near North District School Board uses public funds to purchase furniture and equipment. It is the Board's responsibility to dispose of surplus/used furniture and equipment and textbooks in a manner that will be cost effective.

Procedure:

1. On or before October 31 each year, the Purchasing Department will provide a worksheet to the schools and departments requesting it be completed listing equipment no longer needed in that location.

2. The list will describe items for disposal and items that are available for use in alternate locations.

3. The Purchasing Department will prepare a summary of listed items for review by the Manager of Finance.  A list will be sent to each school at the end of October and returned with any requests that a school has for the items listed.

4. Requested items will be distributed, if possible to the schools requesting the items.  When more than one school requests the same item(s), a decision will be made by the appropriate Program Superintendent as to which school receives the item.

5. Items not claimed will be disposed of by the appropriate means by the Supervisor of Purchasing.

6. Once all of the requested items have been distributed, items disposed of shall be removed from the Board's fixed asset inventory.
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