
Requesting Retirement of a Vehicle Agreement Asset through the CD52 Form 
(NOAA only) 

 
The purpose of this document is to outline the steps for creating a request for retirement of a 
Vehicle Agreement Asset through the CD52 Form. 
 

1. Navigate to the CD50/52 Transaction Screen.  
2. Click on “to request retirement of asset” 

 

 

3. When the Final Event Request screen appears, choose AGREEEMENT ASSET from 
the Interest Type drop down menu. 
 

4. Choose LEASE TERMINATED from the Event Type drop down menu. 
 



 

5. The Final Event User Fields will appear once Event Type is selected. Fill these out with 
the appropriate information. The following fields are required:  
 

• Detailed Circumstance and Justification 
• Fields with a red asterisk (*) 
• Enter Lease/Contract Number/Termination Document 
• Shipping Costs - Enter “0” if no costs 
• Additional Costs - Enter “0” if no costs 
• Lease Expiration Date 

 

6. Click on the ATTACHMENT button to be taken to a new screen to add an attachment. 
The GSA TERMINIATION OF VEHICLE form is a required attachment for this 
request. This documentation should contain the following: Vehicle VIN, Tag, Make and 
Model, Mileage, signatures of the returnee (NOAA) and the receiver (GSA 
representative). 
 



 

7. Click Choose File, select the required scanned document GSA TERMINIATION OF 
VEHICLE form from your files, and hit ADD.  

 

8. Close screen. 
 

9. Enter Barcode # and hit the Tab key. 



 

10. Each leased vehicle must be submitted individually.  
 

11. Hit Save Draft and the results will appear at the bottom.  If the draft request was 
successfully saved, the results will say “Ok” and you will be warned to then “Submit” the 
request.  If not, the screen will indicate the error that must be resolved.  
 
Note: The most common error may be that the vehicle is lacking one or more of the 
Global User Defined Fields.  Simply add these through the CD50 “to maintain asset” 
screen, then re-submit the retirement request. 

 

12. Hit OK to acknowledge the warning message.  Make note of the Request Number, as needed. 
 

13. Hit Submit Request to officially submit the retirement request. 
 



 

 

 


