RECYCLING MOBILE PHONES

Ensure phone data has been wiped by IT and phone restored to factory reset. Remove SIM card and store or

destroy confidentially
P

Check first to see if phone can be reallocated for work purposes within SGUL and transfer wiped phone
and contract costs to new user
**Transfer must comply with SGUL’s Voice and Data Devices Policy and be approved by the relevant
manager**

Check various recycling websites for a quote to get the best price e.g. Atlantic Computing Services,
Mazuma, Envirofone, SHP Ltd. & Cashmyfone

**Check for free postage**
See next page for contact information

If phone cannot be reallocated
internally, use best website and
select payment by cheque
option

If phone can be reallocated
internally, payment of current
price should be made by journal
transfer between the relevant
sub-project codes
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Cheque should be made out to
‘St George’s Hospital Medical
School’ —fill this in ‘Company’
section to ensure cheque is
made out to this name

**The phone’s IMEI may also
be required**
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When cheque arrives, write
appropriate sub-project code on
the back and hand it into the

Search for ‘Journal Transfer
Form’ on Portal. Should come up
as a PDF. Hand in completed
form to Finance.

Cash Office.
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Obtain a receipt from the Cash
Office for your records.
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Notify budgetholders of the price
the phone has been sold for and
the sub-project codes and
departments that have been
debited/credited. THE END.
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MOBILE PHONE RECYCLING WEBSITES AND CONTACTS

Mazuma
http://www.mazumamobile.com/

Envirofone
http://www.envirofone.com/en-gb

SHP Limited
http://shplimited.co.uk/

Cashmyfone
http://www.cashmyfone.co.uk/

Atlantic Computing Services
David Baxter

07749 373 513
email@atlanticcomputing.co.uk
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