
Submit work 
order to pick up 

property

Items checked 
against form 

submitted and 
removed if listed

Transported to appropriated 
site or location

Site Administration 
identifies property no 

longer needed

The property is 
usable by other schools 

or departments
No

Complete 
property discard 

form with all 
information

Complete 
property surplus 

form with all 
information

Items to be 
picked up were not 

on original 
list 

Yes

No

Surplus or Discard Property Process

Audited forms with 
pick up of items sent 

to finance

Yes

Form 
submitted to F & P 
attention Property 

Manager

Yes

No


