MUSM Policies and Procedures Regarding Equipment Leaving Campus

Equipment is defined as tangible nonexpendable personal property having a useful life of more than one year.  This would include equipment value under the $3,000 capital threshold as long as the equipment has a useful life of more than one year.  

Equipment as defined above will include property purchased with Mercer University funds to include grant, contract, incentive and donated funds.  

In order to take equipment off campus property, a request must be submitted to the appropriate Department Chair and the Associate Dean for Research.  The request will then need final approval from the Dean of the Medical School along with the signature of the requestor on the “Agreement for use of Mercer University Property Off-Campus.”  Please see attached form.

Under the Agreement, the requestor will be responsible for and must adhere to the following:

· An annual review which includes the requestor reviewing a list of equipment he/she is responsible for.  As part of this review, the requestor will have to validate that all equipment is in good condition and verify the location of the equipment.

· If the requestor leaves Mercer University or is out for an extended period of time, all equipment must be returned to MUSM within three business days.  Extended period of time would be defined as away from Mercer for more than a consecutive two week period.

· Requestor must comply with Mercer University’s property polices and procedures which include but are not limited to:

· Tagging - All assets must be tagged or approved by the Associate Dean for Research as an item that cannot be tagged due to the sensitive nature of the equipment.

· Disposals – Disposal procedures as defined in the Fixed Asset Accounting Procedures Manual to include completing the appropriate form “Request for Disposition of Assets” and securing the proper approvals.

· If equipment is purchased with federal funds, the requestor agrees to comply with federal guidelines to include 2 CFR Part 215 (formerly OMB Circular A-110) and any agency specific guidelines.

· Equipment must be available for inspection at anytime.

· The requestor agrees to safeguard and protect Mercer University owned property and agrees to reimburse Mercer University the fair market value if equipment is damaged, impaired, lost or stolen.

· Depending on the use of the equipment, an annual report may be required.

Agreement for use of Mercer University Property Off-Campus

I hereby understand and accept the following requirements for the privilege of taking and using Mercer University owned property off campus.  I agree to:

· An annual review which includes reviewing a list of equipment, validating that all equipment is in good condition, and verifying the location of the equipment.

· Return all equipment to MUSM if I leave Mercer University or am out for an extended period of time as defined as a consecutive two week period.

· Comply with Mercer University’s property polices and procedures which include but are not limited to:

· Tagging - All assets must be tagged or approved by the Associate Dean for Research as an item that cannot be tagged due to the sensitive nature of the equipment.

· Disposals – Disposal procedures as defined in the Fixed Asset Accounting Procedures Manual to include completing the appropriate form “Request for Disposition of Assets” and securing the proper approvals.

· Comply with all federal guidelines for equipment purchased with federal funds, to include 2 CFR Part 215 (formerly OMB Circular A-110) and any agency specific guidelines.

· Make equipment available for inspection at anytime.

· Safeguard and protect Mercer University owned property.  I agree to be held responsible and reimburse Mercer University if equipment is damaged, impaired, lost, or stolen.

· Provide an annual report if required.

If I fail to abide by the terms of this agreement, I forfeit this privilege and agree to return all equipment to MUSM immediately.

________________________________________________________________________

Signature






Date

___________________________



________________________

Department Chair





Associate Dean for Research

                       ______________________________________

                       Dean of the Mercer University Medical School

Effective:  May 23, 2006


