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	Title

	
	Change Status



	
	Description


	
	An asset’s status has changed indicating the asset is to be disposed and is no longer of any use.
The asset must be disposed of properly following the laws by which the organization or business units are governed. It is imperative this process produce evidence of the disposal.


	Inputs

	None



	Outputs

	None
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	Title

	
	Data Removal

Application Harvesting



	
	Description


	
	Software and / or data are removed from those assets that have a storage device, for example, laptops.  All of the organization’s data is backed up and removed from the system’s storage.  All software is removed from the system’s storage and the licenses associated with the software are recovered for later use as long as the license for the software permits redeployment. For example, software that came with the unit and is under OEM licensing agreement cannot be redeployed.

The system’s storage device is wiped clean using a variety of methods including but not limited to the use of disk wiping software, degaussing, incineration and shredding. 

If the asset is leased then the terms and conditions of the lease must be followed.  For example, the terms and conditions may indicate the asset must be returned in the same condition it was received.


	Inputs

	None



	Outputs

	The date, time and IT Asset Manager performing the destruction are logged for the asset.
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	Title

	
	Notify Fix Asset, Accounting, Security, and Disaster Recovery Groups



	
	Description


	
	All interested parties are formally notified of the asset’s destruction.  This assures the asset’s disposition is well known by these groups and adjustments are made for accounting purposes, security purposes and disaster recovery purposes.


	Inputs

	List of assets and, if applicable, their asset IDs being disposed.


	Outputs

	The appropriate groups are notified of the asset’s destruction.  The appropriate groups are dependent on the organization’s structure and thus cannot be specified here. The IT Asset Manager must identify these groups when creating the disposal process as well as monitoring any changes that may occur over time in the organization’s structure.  The method must be formal and leave an audit trail.
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	Title

	
	Remove Tag



	
	Description


	
	If an asset tag is applied to the asset, then the tag is removed from the asset and destroyed, or kept, dependent upon organizational policy.


	Inputs

	None



	Outputs

	None
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	Title

	
	Physical Inventory Shipment



	
	Description


	
	The assets are inventoried by the organization and stored in a secure location for shipping to the disposal vendor.



	Inputs

	None



	Outputs

	Assets are marked as ready for shipping to the disposal vendor.
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	Title

	
	Reconcile With Disposal Company Inventory Records



	
	Description


	
	The disposal vendor is notified of the shipment and the items in the shipment are itemized.  Each item being disposed of must appear as a separate line item.  Each line item should have the manufacturer’s serial number and a description of the asset.



	Inputs

	None



	Outputs

	An itemized list of assets that are being disposed.
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	Title

	
	Pick Up Sign Off



	
	Description


	
	The assets are picked up by the disposal vendor for transport to their facility.  Once again the vendor’s list is reconciled against the physical assets. Any discrepancies are noted and the vendor is immediately informed.  Once complete, the IT Asset Manager signs off on the shipment as well as the disposal vendor.


	Inputs

	Itemized list of assets from the disposal vendor.


	Outputs

	A signed copy of the assets given to the disposal vendor.
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	Title

	
	Vendor Reconcile



	
	Description


	
	The assets have been received at the disposal vendor’s facility. The vendor reconciles the items received against the items in the disposal order. Any discrepancies are noted and the organization is informed of the discrepancy immediately.


	Inputs

	The itemized list of assets provided to the vendor by the organization.


	Outputs

	The organization is immediately notified if there is a discrepancy between what was ordered and what was delivered. 
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	Title

	
	Get Transfer of Ownership and Certificate of Disposal



	
	Description


	
	The disposal vendor delivers the Transfer of Ownership documents and the Certificates of Disposal to the organization.  ments received from the disposal vendor are reconciled against the itemized list of assets that were shipped to the disposal vendor.



	Inputs

	The organization receives the Transfer of Ownership records and the Certificates of Disposal.


	Outputs

	None
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	Title

	
	Update Records



	
	Description


	
	The ownership repository is updated to reference Transfer of Ownership documents and Certificates of Disposal. 

The documents are electronically scanned into a document management system.  The originals are stored in a secure, accessible location.


	Inputs

	The documents from the disposal vendor including but not limited to the Transfer of Ownership and the Certificate of Disposal.


	Outputs

	The documents from the disposal vendor are electronically captured and made accessible in the ownership repository.  The originals are stored in a secure location where they may be accessed within a reasonable amount of time.
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