Asset Management [image: ]











[bookmark: _xup5tez7j7bj]
[bookmark: _gmt7tks4j1md]Asset Management 
[image: ]
















[bookmark: _gaj5kuawzzg5]1. Purpose
To provide a clear procedure for the management of assets within the MSP infrastructure, ensuring that assets are accurately accounted for, effectively utilized, and adequately protected throughout their lifecycle.

[bookmark: _njmncbaj1oev]2. Scope
This SOP covers the acquisition, recording, maintenance, and disposal of all tangible and intangible assets used in the MSP infrastructure.

[bookmark: _fe8ofjfi3ql9]3. Definitions
· Asset: Any tangible or intangible item that the MSP owns or controls with the expectation that it will provide future benefit.
· Lifecycle: The stages an asset goes through, from acquisition to disposal.
[bookmark: _704epesalla4]4. Procedure
[bookmark: _dtho7dwfc3s1]4.1 Acquisition
· Assess the necessity of the asset.
· Ensure budgetary provisions are in place.
· Obtain management approval.
· Document all purchase details.
[bookmark: _suhbuki5ttr]4.2 Recording
· Register each asset in the Asset Management System (AMS) upon acquisition.
· Assign a unique Asset Identification Number (AIN).
· Attach barcodes or RFID tags if applicable.
· Record the asset’s:
· Description
· Location
· Purchase date
· Warranty information
· Supplier details
· Cost
· Expected lifecycle
· Assigned user (if applicable)
[bookmark: _p07eta8r4drq]4.3 Maintenance and Monitoring
· Schedule regular maintenance based on the asset type.
· Track asset utilization and performance.
· Update the AMS for any:
· Change in location.
· Change in asset condition.
· Maintenance activities performed.
· User reassignments.
· Review the asset lifecycle yearly and adjust as needed.
[bookmark: _fipv8z7gi236]4.4 Disposal
· Identify assets that are obsolete, no longer functional, or not cost-effective to maintain.
· Backup and erase any sensitive data from asset storage devices.
· Follow environmental guidelines for the disposal of hardware assets.
· Update the AMS to reflect the disposal status.
· Document the method and date of disposal.
[bookmark: _d9oadh9jslqs]5. Roles and Responsibilities
· Asset Manager: Oversee the asset management process, ensure compliance with this SOP, and coordinate with other departments for smooth operations.
· IT Department: Support the Asset Manager in the implementation of the AMS, provide technical expertise, and manage the lifecycle of IT assets.
· Finance Department: Validate and approve asset acquisition, ensure budgetary compliance, and assist in asset valuation.
[bookmark: _f34dq4xt80dz]6. Audit and Review
· Conduct semi-annual audits to ensure that all assets are correctly logged in the AMS.
· Review this SOP annually for any necessary updates or improvements.
[bookmark: _t8h2di9h5pdq]7. Associated Documents
· Asset Acquisition Request Form
· Asset Disposal Form
· Annual Asset Report
· Asset Maintenance Log
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