Division of Accounts, Asset Management
Business Process, Edison Asset Module Equipment Retirements Due to Disposal or Loss

As a general rule, the initial determination as to who will be responsible for the retirement of an equipment asset record in the Edison Asset Module is based on whether the equipment is still in the possession of the owning state business unit.  
[bookmark: _GoBack]When a piece of equipment is still in the possession of a business unit, but is no longer considered useful (i.e. is considered surplus or excess, or is to be traded-in on a new purchase), the equipment is required to be declared surplus through the Department of General Services, Warehousing and Distribution Division. Refer to http://www.intranet.tn.gov/generalserv/warehouse/surplus.html for disposal guidelines. When the surplused equipment has been disposed of, the Warehousing and Distribution Division will retire the related tag numbers in the Edison Asset Module.  The retirement will be entered once the equipment has been sold or declared SCRAP.  Until the retirement has been entered into the Edison Asset Module, the asset will continue to be reported as In Service.
If for reasons outside the purview of the Warehousing and Distribution Division , a piece of equipment is no longer in (or will soon leave) the possession of the owning business unit, the retirement transaction must be processed directly through the Department of Finance and Administration, Division of Accounts, Asset Management Section (Asset Management). Examples of these type situations include:  
· When equipment has been lost or stolen, or has been destroyed by building demolition or in a fire or other casualty, 
· When a piece of equipment’s retirement is necessitated as a result of specific TCA authorized disposition methods, that are not required to be processed through the Department of General Services, Warehousing and Distribution Division, (for example, service weapon retiree awards), or
· When a piece of equipment has been disposed of by the owning business unit using an unauthorized method.  
The retirements requested through Asset Management will be processed after all required documentation has been attached to the asset record in the Edison Asset Module through FileNet by the owning business unit; and, a “Retirement Request Form” has been sent to Asset Management.  The required documentation to be attached to the asset record is detailed below, and must also include a copy of the “Retirement Request Form”.
The following outlines the processes to be followed when requesting equipment retirements directly through Asset Management:
A “Retirement Request Form” should be sent to Asset Management from the Departmental Property Officer, as an attachment to an email addressed to AGAsset.Management@tn.gov .  A separate “Retirement Request Form” must be submitted for each retirement method, and, the form must be signed by the Agency Property Officer and Fiscal Officer.
The Retirement Request Form must:
A) Identify the “Retirement Method”, and dependent on the denoted “Retirement Method”, carry as an attachment certain documentation supporting the retirement. This is the same documentation that must be attached to each of the respective asset records in the Edison Asset Module that are listed on the “Retirement Request Form”.  Allowed retirement methods and the required documentation are: 
· Missing/Lost – Comptroller report (required by TCA 8-19-501)
· Includes unauthorized disposal of equipment  
· Theft – Comptroller report (required by TCA 8-19-501); and, filed police report
· Casualty – Comptroller report (required by TCA 8-19-501); and, filed casualty loss report
· Donation of External Group - Explanatory memorandum signed by the Departmental Property Officer 
· Includes equipment retirements necessitated as a result of specific TCA authorized disposition methods, that are not required to be processed through the Department of General Services, Warehousing and Distribution Division 

B) Include a listing of the individual tag numbers, using the “Retirement Request Form, included in the retirement request with the following detailed information:
· BU
· Asset ID
· Tag number
· Description
· Manufacturer
· Model
· Serial ID
· Tag Value

C) Include as an attachment any relevant documentation pertaining to the retirement request, including but not limited to, documentation required by department specific policies pertaining to equipment retirements. 
Attached:
Template for the Retirement Request Form
Sample email template
