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Written Plan 
 

Maintaining Equipment and Replacing or Disposing of Obsolete Equipment 
 

The institution provides relevant and up-to-date equipment that is available to support the 
instructional programs. 

The maintaining, replacing and disposing of obsolete equipment plan provides guidance for the 
maintenance and replacement of instructional equipment. Program administration is responsible 
for maintaining and determining obsolescence of equipment. All programs are required to submit 
an annual inventory of all instructional equipment as part of the program inventory per board 
policy.  

The IT department staff assists faculty in maintaining computer and electronic equipment.  
Replacement of equipment is accomplished on a short-term basis by borrowing backup 
equipment that the IT department has on hand. Purchase of replacement equipment is made 
through the enhancement grant funding process and/or by using general program funds.  

Broken equipment is reported to the IT department or the maintenance department and a work 
order is directed to the appropriate person for repair. The building custodian helps with the 
process of broken equipment.  If a necessary repair is to be made by an outside vendor, the 
Director or Assistant Director works with the Director of Maintenance and follows the 
appropriate bid procedure if necessary, and a purchase order is submitted to the district office.   
 
Disposal of equipment deemed to be obsolete by the faculty, IT Department, maintenance 
department and administration is determined based on its functionality and condition. Outdated 
equipment may get recycled elsewhere in the school district if it is able to be serviced and 
utilized to fulfill the need of another department. If equipment is no longer serviceable, the IT 
Department and/or administration requests the building custodian arrange for the equipment to 
be picked up for disposal or to be put in the school auction. The district has a warehouse 
dedicated to storing items (computers, monitors, batteries, etc.) for disposal or sale by auction. 
Once the Facilities department has enough materials, the Assistant Superintendent for Business 
arranges for a district auction and a decision to sell or dispose of items is made at that time.   

** All instructional equipment meets appropriate and required safety standards. ** 

Board Policy P 3390 Sale/Lease of Personal Property 

Whenever the District has personal property (i.e., desks, file cabinets, materials, equipment) 
which the District no longer needs, a majority of the Board may vote to sell or lease such surplus 
property. Surplus personal property may be sold or leased to a city, state agency, municipal 
corporation, or other governmental subdivision of the state which is located within the 
boundaries of the District for public purposes at a mutually agreed price and upon notice to the 
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public. In the alternative, the District may sell or lease such surplus personal property to the 
highest bidder. Public notice of the sale or auction of surplus personal property will be published 
once a week for two consecutive weeks in a general circulation newspaper published within the 
county in which the District is located. The sale itself will occur as scheduled by the Board at 
least seven (7) days after the final published notice. The proceeds from the sale or lease of 
surplus personal property will be placed in the capital projects fund. 

 


