Standard Operating Procedure Template

	Identifier:


	Revision:

0
	Effective Date:
	

	Document Catalog Number:

	

	Author: 
	

	 

	Your Department 
Street Address
City, State Zip code
	Visit Our Website at www.website.org


Document History

Document Location

This is an on-line document. Paper copies are valid only on the day they are printed. Refer to the author if you are in any doubt about the accuracy of this document.

Revision History

	Date of this revision: 
	Date of next revision:

	
	


	Revision Number
	Revision Date
	Summary of Changes
	Author

	0
	
	Initial Document Creation
	


Approvals

This document requires following approvals: 

	Name
	Title

	
	


Distribution

This document has been distributed to

	Name
	Title

	
	


Table of Contents

41.
Introduction


41.1
Purpose


41.2
Scope


41.3
Training


41.4
Definitions


41.5
Exceptions


41.6
Responsibility


51.7
Equipment


62.
Procedure


73.
Reference Documents




1. Introduction 

1.1 Purpose
This Standard Operating Procedure (SOP) describes the process for Equipment Surplus Procedure for Your Department (IT). 

1.2 Scope
This SOP is a mandatory document and shall be implemented by all employees and contractors when engaging in the surplus of Your Department (IT) -owned equipment for this project.
1.3 Training
The Individual Responsible i.e., Technical Support Manager is responsible for ensuring that team members who follow this procedure understand the SOP’s objectives and other inter-related activities. 

Ensure that team members sign that they have read and understand this SOP.
1.4 Definitions
List definitions used in this document in alphabetical order. 

DOD Wipe – to securely eradicate data from a hard drive or other data storage device by using Department of Defense standard DOD 5220.22-M.
CMDB – Configuration Management Database; contains asset information

CI – Configuration Item – any item (equipment, data, etc) that can be defined as part of the CMDB
1.5 Exceptions
No deviations from this SOP are allowed
1.6 Responsibility

Identify the individuals responsible for activities identified in this procedure. 

· Individual Responsible i.e., SOP Author
· Individual Responsible i.e., Surplus Coordinator
· Individual Responsible i.e., Desktop Technicians
1.7 Equipment

Identify equipment and supplies that are required to perform this procedure. 

List equipment required to perform this procedure in alphabetic order. Identify advantages, restrictions, limitations, and precautions.
2. Procedure 

It is your responsibility to ensure that you understand this procedure before performing the following tasks. Contact the document author if you have any questions about this procedure. 

Note:  Deviations from this SOP are made in accordance with <identify relevant documents>. 
	Step
	Action

	1
	The goal of this procedure is to ensure that Your Department -owned equipment is securely transferred to Indiana University surplus for the purpose of safe disposal, maintaining security of any data that may be stored.

	1.1
	Out of lifecycle equipment will be transferred to location

	1.2
	Individual Responsible i.e., Desktop Technician will remove Your Department  Asset Tag from device and attach to asset tracking sheet to ensure device is removed from the CMDB.

	1.3
	Individual Responsible i.e., Desktop Technician will remove any internal hard drives or other data storage medium from the system. CI will then be transferred to secured storage cabinet in XE 080C for holding.

	1.3.1
	Individual Responsible i.e., Desktop Technician will DOD Wipe any data storage devices that will be re-used internally for further storage needs to ensure complete eradication of sensitive data.

	1.3.2
	On the last Thursday of each calendar month, Individual Responsible i.e., Surplus Coordinator will request pickup of items store in 1.3 by Indiana University Surplus.

	1.3.3
	Indiana University Surplus will physically, securely shred devices from 1.3

	1.4
	Individual Responsible i.e., Desktop Technician will move remaining equipment to location i.e., Surplus Storage Room for holding every day i.e., Friday.

	1.5
	When the location i.e., Surplus Storage Room becomes full (as determined by Individual Responsible i.e., Surplus Coordinator), Indiana University Surplus will be contacted to pick up surplus equipment for relocation to University Surplus.


3. Reference Documents
Individuals using this procedure should become familiar with the following documents:

IU IT Policy 12
The following documents are cited within this procedure.
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