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PROPERTY ASSET RETIREMENT FORM

	 FORMCHECKBOX 

	ABANDONMENT OF PROPERTY
	 FORMCHECKBOX 

	ASSET CREATION ERROR
	 FORMCHECKBOX 

	DISMANTLED/

CANNIBALIZED
	 FORMCHECKBOX 

	DONATION

	 FORMCHECKBOX 

	EXCESS DISPOSAL
	 FORMCHECKBOX 

	INCORPORATED INTO LARGER SYSTEM
	 FORMCHECKBOX 

	RETURNED TO VENDOR
	 FORMCHECKBOX 

	STOLEN

	 FORMCHECKBOX 

	TRADE-IN
	 FORMCHECKBOX 

	TRANSFER
	 FORMCHECKBOX 

	UNACCOUNTED FOR AFTER INVENTORY
	 FORMCHECKBOX 

	LOST

	 FORMCHECKBOX 

	RETURN 

PROPERTY OF OTHER
	 FORMCHECKBOX 

	RELATED REAL PROPERTY


(Check the appropriate box - Must check one)

	Submitted by:

Property Representative
	
	
	
	Date:
	


	Property Number: 
	
	Description:
	

	Original Acquisition Value:
	
	Last Known Location:
	

	Manufacturer:
	
	Serial #:
	

	Acquisition Date:
	
	Custodian:
	

	Division:
	
	
	

	NOTE: A copy of the Asset Management System History Report must be attached (ASMN6060 Inventory Asset History), plus any other supporting documentation, i.e., Shipping Document, memo, email etc.


Justification for Retirement:

(Include personnel involved, actions taken, dates, and locations examined.)

	


	
	
	
	
	

	Property Custodian


	
	Supervisor
	
	Division Director

Required for Inventory Write Off or Unlocated only

	
	
	
	
	

	Property Manager Approval
	
	Date
	
	


cc: Property Accounting
AMS FINAL EVENTS 

Classifications and Areas of Responsibility
April 23, 2008

	FINAL EVENT TYPE
	APPLICATION

	
	

	Abandonment of Property
(Division Initiates)
	Assets may be abandoned when it is determined that property off-site has no commercial value, or the value of the asset is so low that the cost of its care and handling would exceed the estimated proceeds from its sale.

	Asset Creation Error
(Property Group Initiates)
	Correcting an error taking place during the initial event or subsequent in the process.

	Dismantled/Cannibalized
(Division Initiates in advance of dismantlement/cannibalization)
	Assets that have been taken apart or “cannibalized” and some of the parts will be used as components for other active assets.

	Donation
(Excess Group Initiates)
	To retire an asset that was donated to educational institutions or non-profit organizations. 

	Excess Disposal
(Excess Group Initiates)
	Disposal of assets through the Excess process.

	Incorporated into Larger System
(Division Initiates prior to incorporating one asset into another)
	When individual assets lose their unique identity and become part of a larger assembly, the value of the unique asset is added to the value of the larger assembly.

	Returned to Vendor
(Custodian Initiates)
	Assets returned to the vendor for either credit and/or replacement. 

	Stolen

(Custodian/Division Initiates)
	Assets reported stolen to a Law Enforcement organization are retired once the police report is submitted to the Laboratory’s Security Office which then forwards an Incident Report to Property Management.

	Trade-In

(Property Group Initiates)
	Assets turned over to a vendor to obtain a reduction in the list price to purchase a similar or “like” asset.

	Transfer

(Property Group Initiates)
	Primarily used for non-reconciling Transfers of assets between DOE M&O contractors.

	Unaccounted For During Inventory

(Division Initiates)


	Assets that are part of an inventory campaign but are not inventoried are retired at the conclusion of the inventory.

	Lost

(Division Initiates)
	Used to retire assets that are not part of an inventory campaign but documentation verifies that the asset cannot be located.

	Related Real Property

(Custodian)
	Assets that are affixed to or an integral part of real

property and is related to, designed for, or specially adapted to the functional or productive capacity

of the real property.





INSTRUCTIONS


for Completing the


Property Asset Retirement Form








The Property Asset Retirement Form is used to request and document removal of a controlled asset from active to retired status in the Asset Management System (Sunflower). Such action terminates further responsibility for the asset with the assigned custodian and steward. All retirement actions must be thoroughly and objectively documented. The form is initiated by the Division making the request or the Core Property Group, depending on the type of final event (See Attachment I-Final Event type). If the Division is initiating the action, the form is prepared by the Property Representative or Custodian, reviewed by the Custodian’s supervisor and, in the case where the asset in question was Unaccounted For During Inventory, must be approved by the Division Director. It is the responsibility of the Division Property Representative to initiate the Request for Retirement form in a timely manner once sufficient knowledge exists that such a request is warranted.





Select one of the 14 events displayed as the basis for requesting a retirement action.


                       


Complete the table describing the specific asset.  





In the section, Justification for Retirement,  provide factual, objective data that supports the request, including





A detailed description of the circumstances involved, and any supporting documentation (e.g., third party e-mails);





-	A thorough description of the search that was conducted for a lost asset and a statement as to whether continued searching is cost effective or not;  





Key names, dates and locations. 





Attach a copy of the History Report from the Asset Management System.





Submit the form and History Report to Property Management.





Upon receipt of the Property Asset Retirement form, the Property Management office will review the data submitted. The Property Representative will be notified with a copy to the Business Manager if (a) the request has been approved or (b)  the rationale for denying the request if the justification was insufficiently supported. If the request is approved, the asset in question will be retired from the Asset Management System (Sunflower) and will drop off of the appropriate Steward’s population of controlled assets.                


        . 


A copy of all approved Property Asset Retirement forms will be provided to Property Accounting. A copy of all approved retirements resulting from assets Unaccounted For During Inventory and Unlocated are provided to the Security Office.
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