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Standard Operating Procedure (SOP) – Removal of Equipment
Dr. Reinhold Penner

Dr. Andrea Fleig

Queen’s Medical Center (QMC)

Queen’s Center for Biomedical Research (QCBR)

1. Purpose
This SOP describes the procedure for removing equipment that is broken or out-dated.  
2. Scope
This SOP will be used by research associates.   
3. Definitions

4. Procedure

· Fill out the Property Management Equipment Information form as completely as possible.  

· Remove the Asset Tag (blue and white Queens sticker) and place it on the form.

· Complete one form for each piece of equipment.  On the form, check the box next to ‘Delete Tag.’ (This form is also used for requesting and replacing new tags, updating equipment information, and transferring equipment.)

· Turn in completed forms to the lab manager for finance and inventory records.

· Call housekeeping (x4331) to pick up the equipment for disposal.
