
IT Asset Disposal Process


Objectives

· Simplify client involvement in disposal process to a single contact point
· Make IT asset disposal an institutional, commodity service

· Assign oversight and management of disposal function of IT Asset lifecycle to the IT organization

· Establish a foundation for creating service level agreements and communicable turn-around times

· Establish a foundation for process that will integrate in Altiris lifecycle management when appropriate

Process Outline
1. Requestor contacts the Support Desk to have IT Asset discarded

2. An appointment is scheduled at the convenience of the requestor

2.1. If requestor is a TSR listed on the TSR web page, the request is completed with no further verification.

2.2. If the requester is not a TSR listed on the TSR web page, a technician will be dispatched on the first appointment to collect asset data:
2.2.1. An email is sent to the appropriate TSR(s), as listed on the TSR webpage for the department of the requestor. This message will detail the assets being discarded and specifically request that any objections be voiced within 3 business days.

2.2.2. A second appointment will be made with the requestor no sooner than 3 days in the future

2.2.3. If no objections are raised, a technician will be dispatched on the second appointment to prepare the assets for disposal
3. The assets are prepared for disposal by a technician

3.1. Type/Manufacturer/Model/Serial #/ Inventory # detailed on “IT Asset Disposal Acknowledgement” form

3.2. Hard drives are removed from relevant assets

3.3. Hard drive removal recorded on the “IT Asset Disposal Acknowledge” form

3.4. Client signature and date is applied to “IT Asset Disposal Acknowledgement” form

3.5. “Asset ready for disposal” sticker with date is adhered to assets that are ready to be picked-up by PFD Trucking
4. Hard drives are transported to Robertson Hall

4.1. Hard drives are counted, verified with the “IT Asset Disposal Acknowledgement” form,  and stored in secure location

5. The Support Desk electronically records asset information
6. The Support Desk contacts Inventory Control (Deb Armstrong) with the asset information

7. The Support Desk contacts trucking to have the assets removed from specified location(s)
8. Trucking palletizes and physically secures the assets until there is enough to transport to Technology Recycling Group (TRG)

9. Trucking delivers assets to TRG

9.1. Trucking picks up any hard drives stored in Robertson Hall

9.2. IT Services Support Desk pays transportation costs

10. TRG accepts ownership transfer of the assets
10.1. Hard drives are shredded

10.1.1. Miami University employee witnesses their destruction

10.1.2. TRG provides Miami University with confirmation of the serial numbers of the drives that are destroyed

10.1.3. IT Services Support Desk pays for cost of hard drive shredding

10.2. Other assets broken down for raw materials or re-use

10.2.1. TRG provides confirmation of these assets to Miami University

� The regional campuses maintain oversight and ownership of this process on their respective campuses in the near term.


� The Support Desk will utilize student technicians except for extreme circumstances where the TSR requests such an exception.


� The hard drives in laptops/notebooks are often difficult to retrieve. In these cases, the entire asset will be taken to 103 Robertson and stored in the same manner as the individual hard drives. The “IT Asset Disposal Acknowledgement” form will clearly indicate when this situation occurs
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