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Workstation Refresh Program – Decomissioning and Disposing of Workstations and Servers
Intended Audience:  Campus Technicians
Process Initiator: Campus Technicians

Start (Department 
has devices that 

need to be 
decomissioned)

Department 
transitions user or 

existing services off 
of device

Can the device 
be reused within 
the department?

Ye

No

Yes

No

Yes

Does the 
department 

have the ability 
to DOD wipe the 

device?

Department DOD 
wipes drive and 

records the wipe in 
their records

Department delivers 
Hard Drive(s) to IT 

Services, Computing 
Systems (Computer 

Center) and 
requests DOD wipe.

NOC staff wipes 
drive(s) and notifies 

Department

Department 
retrieves drives, 

records the wipe in 
their records,  and 
re-installs in device

Can the device 
be reused 

elsewhere on 
campus?

Does the  
department 

have the ability 
to re-image the 

device?

Department re-
images the device 
and prepares for 

deployment

Department delivers 
device to ISDS

IT Services re-
images the device 
and prepares for 

deployment

Finish (Device is 
deployed by 
department 

technicians, and 
inventory updated)

Department delivers 
device and inventory 

records to IT 
Services, Identity, 

Security, and 
Desktop (ISDS)

ISDS Stores and 
Advertises 

Equipment Available

If new owner is 
found, ISDS 

transfers 
ownership and 

inventory 
records to 
receiving 

department

DOD Wipe Process
Department informs 

ISDS of 
decomissioning

ISDS Updates 
University 

Information Asset 
Inventory

Department 
completes 

Equipment Return 
Form and Property 

Survey Report

Department 
Contacts University 

Property Office

Finish (Property Office and Facilities 
Development and Operations Completes 

Survey/Recycle Process)




