Procedure

Procedure 9.0316

Computer Delivery and Surplus Procedure

All new computers are delivered to Building 6 (Shipping and Receiving), where they are
inventoried and labeled with an “804xxxxxx” asset tag by the Equipment Coordinator.
Computers are then delivered to Building 1, Room 109/100 for either storage or
imaging.

On Boarding

Upon supervisors submitting an on-boarding ticket to Human Resources via the
ServiceNow portal, new employees will receive a workstation if requested. Whether the
computer received is a desktop or laptop will be determined by the needs of the
employee’s position’s duties. In most cases, part-time employees will not receive
laptops due to limited supply.

Computers are named based on their expected physical location (for example, 01-109-
LO1 would be in Building 1, Room 109) and is the responsibility of the employee
assigned to that office. IT will configure the computer and hold it until the employee’s
first day present on campus. Supervisors will coordinate a time for the employee to
meet IT at the physical location where the employee will sign a receipt for the computer.
IT will keep the original and give a copy to the employee. IT will maintain a database
with the employee and supervisor's name, location of the computer, and asset tag
number. IT will provide an inventory list to each supervisor at the beginning of the
annual inventory process.

Office Moves

If a computer needs to be relocated permanently due to an office move or similar
circumstance, please notify IT via a ServiceNow ticket in order to rename it accordingly
and assist with the move. This does not apply to employees who take their laptop
around campus or to their home. Whenever a computer is replaced or permanently
moved, IT will notify the Equipment Coordinator of the asset tag number, previous
location, and new location for asset tracking purposes.

Off Boarding

When an employee resigns, the supervisor will submit an off-boarding ticket to Human
Resources via the ServiceNow portal. The employee will turn the laptop in to IT in
Building 1 Room 109. IT will provide the employee a copy of the original receipt and
indicate on the form the computer was received by IT. If the employee cannot/does not
turn the laptop in to IT, it should be given to the position’s supervisor, who will then turn
the laptop in to IT as soon as possible. If the employee used a desktop PC, the PC will
be left in its current location and cleaned by IT before the computer is reassigned. This
does not apply to laptops purchased by department heads as those will be the
responsibility of the department, however IT will assist in the setup and upkeep of these
devices.
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Surplus

If a computer needs to be sent to surplus, please notify IT and arrangements will be
made to retrieve the computer either by maintenance or IT.

When a surplus delivery is sent by IT to Building 6 for processing, IT will provide a list of
items and their asset tags to the Equipment Coordinator to ensure all items are
accounted for upon receipt.

References

Legal References: Enter legal references here

Cross References: Enter cross references here

History

Leadership Council Review/Approval Dates: 2/13/2026

Senior Staff Review/Approval Dates: 11/20/2025

Board of Trustees Review/Approval Dates: Enter date(s) here

Implementation Dates: Enter date(s) here
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