
BP/AR  3270
Sale and Disposal of Books, 

Equipment and Supplies
(see attached)

Identify 
obsolete items

(worksheet attached)

Business
Equipment and 

Supplies

Curriculum
Books & related 

instructional mat’ls

Master inventory 
name, description, 
quantity, tag#, and 

value (if any) 

Master inventory 
title, description, 

quantity, ISBN#, and 
resale value (if 

known) 

Board Consent Item
is prepared by the Purchasing Department

following the timelines  outlined below

Curriculum
Instructional 

Materials

Business
Equipment & 

Supplies

Disposal of Items 
Purchasing Office will 

coordinate disposal of items 
utilizing one of the methods 

outlined in the 
Administrative Regulation 3270 

Disposal of Items
Items may be disposed of 

through any of the methods 
outlined in the Administrative 

Regulation 3270 

Funds Received
from sale shall be deposited in 
the general or reserve fund or 

the original fund where the 
purchase was made

Funds Received
Proceeds from sale shall be used 
to acquire instructional materials 
or technology based-materials.

Obsolete Usable 
Materials

60 days prior to selling or donating 
notify the public through the 

newspaper process in  A/R 3270

Obsolete Unusable 
Materials

30 days after the district has given 
notice to all persons who have filed a 

request for notification 

Sold or 
donated

Sold for 
Scrap or 
Recycled

Funds Received
Proceeds from sale shall be used 
to acquire instructional materials 
or technology based-materials.

Oct:   Gather items at sites
Nov:  Master Inventory prepared
Dec:  Board Item Presented
Jan/Feb:    Discard Items

Apr:   Gather items at sites
May:  Master Inventory prepared
Jun:    Board Item Presented
Jul/Aug:   Discard Items
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