Eight Easy Steps to Recycle Electronic Scrap*

This document is intended to guide NMED staff on procedures for recycling obsolete computer components, including CPUs, CRTs (monitors), and peripherals (keyboards, printers, mouse units, external drives, scanners, etc.), as well as selected other electronic items including copiers, scanners, plotters, servers, telecommunication equipment, VCRs, fax machines, desk phones, and cell phones.  It is not meant for TVs, microwaves, or adding machines.  

PLEASE NOTE - IT TAKES A MINIMUM OF 45 DAYS TO PROPERLY DISPOSE OF E-SCRAP BELONGING TO NMED.   
Step 1:   Read NMED Policy and Procedure 03-06, Internal Policies and Procedures for Fixed Assets.   This document will guide you on the Department’s procedures for disposing of any type of fixed asset.
Step 2:  Contact IT to have all hard drives of CPUs you are disposing of wiped of data and certified as “Cleaned.”  

Step 3:  Offer the equipment to other NMED bureaus.  Do this via a global email distributed through NMED’s Communications Director.  (If another bureau wants the equipment, use the inventory control form found at the back of NMED Policy and Procedure 03-06.)
Step 4:   If no one from NMED takes the equipment, you MUST email the General Services Department’s (GSD) Surplus Property Bureau, attention Chris Barela (Christopher.Barela@state.nm.us), with a list of the equipment and location.  Per Sections 13-6-1 and 13-6-2 NMSA, GSD has the “right of first refusal” for all surplus items.  If GSD wants the e-scrap, fill out the inventory control form and attach the “Cleaned” certificate if the equipment is a CPU.   Send the original form to ASD, give GSD a copy, and your bureau retains a copy, as well.  Should GSD state they do not want the equipment, you must obtain the denial in writing (email is acceptable).  
Step 5:  If GSD does not take the e-scrap, send an email to NMED’s Administrative Services Division (ASD), Fixed Asset Coordinator (Angie Alire at angie.alire@state.nm.us) with the following information:
· List of all e-scrap items to be disposed

· Copy of the NMED internal email memo (see Step 3)

· Copy of email from GSD refusing e-scrap
· If e-scrap includes a CPU, original “Cleaned” certificate from IT 
Step 6:  The ASD Fixed Asset Coordinator sends a letter to the State Auditor’s Office requesting approval for the disposition of the equipment.  The State Auditor’s Office has 30 calendar days to reply.
Step 7:   Once ASD secures approval from the State Auditor, you have two choices:

· If the e-scrap is in working condition, you may consider donating it                              to a 501(C)(3) organization such as a non-profit group, school, etc, or
· Recycle the e-scrap through an e-scrap vendor

               Regardless of the option, you must fill out the inventory control form!  

Step 8:   Bureaus may procure any local available e-scrap vendor to recycle the equipment.  For convenience, the New Mexico Environment Department has made special arrangements with the local transfer station in Santa Fe that accepts e-scrap for reuse and recycling.  Known as BuRRT (Buckman Road Recycling and Transfer Station), the facility will accept all e-scrap, Monday-Friday, from 8 a.m.– 4 p.m.  The procedures for using BuRRT are:
· Contact Angie Alire and request use of the BuRRT card (Hazardous Waste, Ground Water, Air Quality, and ASD have cards assigned to particular vehicles) and the map to BuRRT

· If using a pickup truck to transport the e-scrap, items should be secured.  This means if you’re taking just a few CPUs and monitors – and no other items in the bed of the pick-up – that’s OK.  However, if you’re hauling e-scrap that goes to or above the sidewalls – or other less dense items that may move/fly about – you’ll need to secure the load with rope or a tarp.  Should you not secure such loads, you will either be fined or denied entry to BuRRT.  (Obviously, if you use an automobile, van, SUV, or pick-up with a camper shell, these requirements do not apply.) 
· When you arrive at the BuRRT facility scale house, show them your BuRRT-issued card, tell them you have e-scrap, unload your e-scrap where directed, and make certain to get a copy of the scale ticket before exiting
· Return the scale ticket and/or the BuRRT card to the ASD Fixed Asset Coordinator (Angie Alire), and make certain the ticket includes the name/phone of the person that took the equipment to BuRRT, the bureau name, the Department code, sub account number, and/or project name/# to which the disposal cost is to be charged
· Use of BuRRT is not free.  While ASD will reimburse the agency that operates BuRRT, each bureau will be invoiced by ASD for the amount of e-scrap taken to the facility.  BuRRT charges $35/ton (1.75 cents per pound) for all e-scrap.  The average monitor, CPU, and keyboard weigh approximately 71 pounds.  It would cost approximately $1.25 to recycle a desktop PC system.  To facilitate the billing steps/requirements, each bureau will have a $200 encumbrance/adjustment per fiscal year for disposal of e-scrap.  Any unspent money will be returned to the bureau.  For bureaus that have over $200 in disposal costs, ASD will work with you individually to handle necessary budget adjustments.
For ASD-related questions, please contact Angie Alire at 476-371, angie.alire@state.nm.us . 
For general questions on e-scrap disposal, please contact E. Gifford Stack, Solid Waste Bureau, 
827-2653, e.gifford.stack@state.nm.us. 
*Electronic scrap (e-scrap) is sometimes referred to as electronic waste (e-waste).
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