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	To:
	NASA HQ IT POCs.   Please review and distribute ONLY as appropriate.

	Subject:
	Procedure for Excessing IT Government Furnished Equipment (GFE)

	What’s Happening:
	The way excess IT Government Furnished Equipment (GFE) is handled at NASA Headquarters has changed.  This procedure covers non-ACES managed equipment (e.g. printers, scanners, etc.) which needs to be removed from service due to obsolescence, un-repairable damage, etc.  
Requests are now handled through the HQ Facilities Help Desk System.  Instructions can be found below.

	Excessing Government Furnished Equipment (GFE):
	To excess GFE:
1. Access the HQ Facilities Help Desk System : https://fhds.hq.nasa.gov
2. Click “Trouble Call,” then click “Create New”
3. In the Problem Type drop down list, select “Move Services”
4. In the Problem Location field, select the correct floor from the drop down list, and type the exact room location in the text box
5. In the Problem Description text box, type “Please pick up printer (tag # ____) from ____ [enter your location] and deliver to Receiving and Inspection in 1P54”
6. In the Desired Completion Date text field, type the date you would like the device picked up
7. Click “Submit”
Move Services staff will come to the location of the device and retrieve it to deliver to Receiving and Inspection for excess equipment processing.

	Important Note:
	This procedure does NOT cover ACES-owned/managed equipment.  To excess ACES equipment, contact the Enterprise Service Desk (ESD).

	Learn More:
	Government Furnished Equipment (GFE) Web Page:
http://itcd.hq.nasa.gov/GFE.html 

	Questions:
	Jeff Anderson, IT Asset Manager, 358-1348

	Support:
	Enterprise Service Desk (ESD):  
· Web site (submit ticket online): https://esd.nasa.gov
· E-Mail: nasa-esd@mail.nasa.gov
· Phone: 358-HELP (4357) or 1-866-4NASAHQ (462-7247)

	This notice was sent by the HQ Information Technology & Communications Division (ITCD).
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