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Equipment Retirements for Reasons Other Than Disposal or Loss 

Certain retirement transactions must be processed within the Edison Asset Module that are not related to the actual disposal of equipment.  These retirement transactions must be processed directly through the Department of Finance and Administration, Division of Accounts, Asset Management Section (Asset Management) and include the following types of  situations.  

· When a piece of equipment has been tagged by a business unit at its own discretion (meaning it was not required to be tagged under current tagging requirements), and the business unit requests the subsequent retirement of that asset tag number because they no longer want to voluntarily keep track of this item.    (Note that current or future disposal of the equipment is required to be processed through TDGS as a non-tagged item.),
· When a piece of equipment has been  tagged in error, for example, when multiple tags were issued for a piece of equipment that should be carrying one tag    (Note that current or future disposal of the equipment is required to be processed through TDGS as a non-tagged item.), 
· When a piece of equipment has been returned to the supplying vendor, for example, through a warranty replacement program.

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, and, the form must be signed by the Agency Property Officer and Fiscal Officer.

The Retirement Request Form must:

A) Identify the “Retirement Method” as SCRAPPED and carry as an attachment an explanatory memorandum signed by the Departmental Property Officer. Additionally, for returns to the supplying vendor, the attachments must include return shipping documentation and an acknowledgement of receipt from the vendor.

B) Include a listing of the individual tag numbers included in the retirement request, using the “Retirement Request Form” to provide all required information on the asset.

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

