
 

 

Timeline for End of Year (EOY) Chromebook Closeout 
 
Organize EOY Chromebook closeout for your school site using the links within Step 1. We 
understand that every school’s closeout will look differently; however, the templates provided can 
aid in your closeout process.  
 
Step 1: Communicate the closeout process with all classroom teachers that have devices and/or 
internet hotspots.  

Please ask classroom teachers to assist with inventorying device damages, submitting 
helpdesk tickets, etc. You are there for guidance and support.  

This communication includes a review of the EOY check in procedures with school staff prior to 
inventorying Chromebooks.  

1. Device Inspection and Chromebook Parts  
2. Additional Chromebook Procedures (Optional) 
3. Submitting Help Desk tickets 

a. How to Submit Help Desk Ticket  
b. School Site Help Desk Ticket Tracker  

4. Summer Storage Recommendation & Tips 
5. Parent Communication Letter (Optional) 

 
Step 2: Develop and organize your school’s EOY Chromebook Management Team. This team can 
be composed of any available staff members. The purpose of this team is to assist with the 
collection, inventory, and inspection of all Chromebook devices. This team will not complete the 
duties in step one. They will serve as overall managers of completion and support.  
 
All Chromebooks must be checked into DRM and helpdesk tickets submitted by May 20th. 
Due to the large number of damaged devices, the IT department will need ample time to repair. 
To ensure that your school’s devices are ready for the new school year, please submit all help desk 
tickets by the provided deadline. The tickets will be completed on a first come, first serve basis. 
 
Please Note: This is the district’s “Refresh Year”. Grades 3, 4, 10, 11, and 12 will receive new devices to 

https://drive.google.com/file/d/1rlPfXGOFChhJlE8Z5PBkexrdgwv2iqmT/view?usp=sharing


 

 

refresh and replace their current 1st Generation Acer devices. By submitting all of your help desk 
tickets in a timely manner, this will assist with new device deployment and support. 


