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Disposal and Transfer of Data Storage Devices/Data Sanitization Flowchart

Department decides to Surplus, Scrap or
Transfer

Asset Management Information Technology

Email or Notice of Change in Movable Equipment Service Request
Form is Completed by the Department and sent to Request is created by the Department for IT
Asset Management. Emails can be sent to N.O. representative to sanitize data storage device. |[( E:'
Inventory noinv@Isuhsc.edu. -

v

On-gite Data Sanitization

Location of item is noted or changed in Asset Process to sanitize items are followed based on C
Management system during sanitization period. compliance with all University, State, and Federal
regulations.

http://doa.louisiana.gov/oit/Policies.htm

¢ Certificate

Certificate of Data Sanitization is completed and a <9
data sanitization label is placed on item(s). |

Asset Management schedules date and time
to pick up surplus and scrap items. No item Asset Recovery
that may have data storage capabilities will

be picked up unless a sanitization label is
attached.

IT or Department notifies Asset Management that

b items are ready for pickup if there is a surplus, scrap, L I
or transfer.

Location of item is noted or changed in Asset
Management as items are being moved for Surplus or
Scrap.

-

Asset Management requests for Louisiana Property
Assistance Agency (LPAA) approval to Surplus or
Scrap. Certificate of Data Sanitization is attached to all
transfer requests.

v

After approval from LPAA Transfer # is written on
Certificate of Data Sanitization. A copy is scanned and
emailed to LPAA and IT administrator.

\f\

Item(s) are scheduled for pickup by LPAA
for Surplus or disposed of if Scrapped. A
copy of the Certificate of Data Sanitization is
given to the LPAA driver during pickup.

Y

Item is noted for retirement/disposal after completion
of Surplus or Scrap.
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