UW Sale/Transfer Procedures for Equipment

Purchased with Sponsored Program Funds

The UW Equipment Sale/Transfer Request Approval Form located on the web at http://www.uwyo.edu/Research/_files/docs/Spon-Prog-Tran-Apprv-Form2.doc should be completed by the person/PI requesting permission to buy/transfer equipment.  A list of equipment, including description, UW tag number, manufacturer, serial number, UW funding budget and sale price approved by the Property Office should be attached.

Equipment purchases funded with sponsored program funds require the form to be forwarded to:

1.  Department Head for approval

2.  College Dean for approval

3.  Office of Sponsored Programs for review of Agency Compliance

Any special deposit requirements will be noted on form.

4.  Office of V.P. Research for approval

5.  If all approvals are granted, the original letter and attachments will be sent to the Property Office with copies sent to Office of Sponsored Programs and the originating department. The Property Office will provide any invoices needed. Checks received should be made out to University of Wyoming. Money from surplus sales will be receipted and deposited by the Property Office into the appropriate equipment exchange and sales tax accounts. Inventory records will be adjusted.

B.
Equipment purchases funded with non-sponsored project funds will be treated per standard UW Surplus Property procedures.

1.  After a completed Property Disposal Request Form is received by the Property Office, the equipment will be advertised to UW departments for IDR purchase for two weeks. After two weeks any remaining items will be available for public purchase by the departing faculty/staff member.

2.  The Property Office will provide any invoices needed. Checks received should be made out to University of Wyoming. Money from surplus sales will be receipted and deposited by the Property Office into the appropriate equipment exchange and sales tax accounts. Inventory records will be adjusted.
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UW EQUIPMENT SALE/TRANSFER REQUEST APPROVAL FORM

This is a request to sell/transfer the attached list of equipment, including description, 

UW tag number, manufacturer, serial number and UW funding budget to:

	New Institution:
	

	Address:
	

	□ Principal Investigator’s Name:
	

	        Principal Investigator’s Signature:
	

	        Date:
	


Please forward this form and attachments for the following approvals:

	□ 
	Approved by
	Department Head Name:
	

	
	Signature:
	

	
	Date:
	
	


	□
	Approved by
	Dean’s Name:
	

	
	Signature:
	

	
	Date:
	
	


	□
	Reviewed by
	Office of Sponsored Programs for Agency Compliance:
	

	
	
	Signature:
	

	
	
	Date:
	

	
	
	
	

	
	
	Deposit Proceeds to Chartfield:
	


	□
	Approved by
	VP Research Name:
	

	
	
	Signature:
	

	
	
	Date:
	


	□
	After All Approvals Forward Original Documents To: Property Office
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