
Does computer meet 
Digital Divide minimum 
specs and is in "good" 

condition?

NO

YES 

                   Surplusing site fowards 
3290A forms signed by Principal/
Director and by MTS/ DD at time of 
pick-up to ETS, Attn.:  Digital Divide

Digital Divide Director 
signs the "Tansfer 

Received By" section of 
the  3290A

 forms for equipment 
picked-up by Digital 

Divide. 

B-Stock forwards DD records to 
Capital Assets for surplussing of 

equipment picked up by DD

MTS/DD  "checks"  serial #s against 
3290A form(s) at time of equipment  

pick-up and signs 3290A form 
--"Transfer Delivered By"

Capital Assets delivers list of 
items surplussed to School 
Board Meeting (FLA statute) 
for equipment deleted from 

School Board inventory.

Surplused

PROCEDURE TO SURPLUS COMPUTERS TO  
DIGITAL DIVIDE 

Digital Divide 
Procedures 

Revised 6/30/10

Surplus to 
B-Stock

Surplus to 
Digital Divide

Digital Divide works with site to 
correct any discrepancies found on 

3290A form

Complete Form 3290A to "surplus" 
equipment to Digital Divide

 (location # XDDP) then
email it to "Digital 

Divide"

Digital Divide contacts MTS/DD so 
MTS/DD  may schedule pick-up of 
equipment surplussed to Digital 

Divide.

Step 1.

Step 2.

Step 5.

Step 4.

Digital Divide forwards original
3290A form(s)  to B-Stock
(Copy to surplussing site.)

Step 3

Step 6
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