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I. Purpose

The purpose of these procedures is to outline for University supervisory and administrative personnel, principal investigators, subcontractors and University departments the specific policies, responsibilities and procedures for acquisition, control, use, care maintenance, disposition, and reporting of personal property held by the University which was Government furnished or procured by the University with state funds, local funds or Federal funds.

II.
General

Policy

The Government requires the University to procure, use and control property in accordance with Federal laws, executive orders, instructions from the Federal sponsoring agency and any special instructions contained in the specific sponsored program.  It is Government policy, however, to rely upon the University’s internal written procedures, subject to evaluation and approval.

Authority and Applicability

The applicable policies and procedures outlined in this manual apply to the University and its subcontractors and are intended to ensure compliance with general Government requirements.

Special Conditions and Procedures

Specific agencies and specific sponsored programs may impose special conditions beyond general agency requirements.  In such cases, the special conditions and procedures so prescribed supersede procedures outlined in this manual.

Responsibilities

The University is totally responsible and accountable for all Government property in accordance with the provisions of the sponsored program, including property provided under contract, which may be in possession or control of a subcontractor.  This responsibility is shared by numerous University personnel, and is specifically delegated as follows:

1. The Office of Sponsored Programs is responsible for notifying the University Property Office of all Government title equipment that is transferred to the University.

2. The University Property Office maintains inventory records for Federal government title equipment and University owned equipment secured totally or in part, with Federal funds but with title vested in the University.  The University Property Office is also responsible for affixing property tags to equipment for performing inventories, in cooperation with the departments, and for providing reports and information from equipment inventory records.

3. The principal investigator is the person authorized to initiate requests for purchase of equipment or to request restricted or Government excess property for his/her project.  The principal investigator is also responsible for proper use, maintenance and security of all assigned property, and for notifying the University Property Office and the Office of Sponsored Programs of any property received direct and/or any shortage, damage, loss or theft of property.

4. The Procurement Services Office will make procurements approved by the principal investigator and appropriate University officers.  Procurements will be made in compliance with University procedures and any special procedures required by the sponsor agency or specific contract.

III.
Definitions

Accessory Item

An item which facilitates or enhances the operation of plant equipment but which is not essential for its operation.

Auxiliary Item

An item without which plant equipment cannot operate.

Contracting Officer

The duly authorized individual delegated by appropriate authority to enter into a sponsored program and thereafter administer the sponsored program on behalf of the Federal government.

Custodial Department

The University department or unit having physical control of material.

Government Equipment

All property owned or leased by the Federal government.  Such property acquired under sponsored programs with the University include:

1. Government Furnished Equipment

a. Property in the possession of or acquired by the Government and subsequently delivered to or otherwise made available to the University for use under specified sponsored programs.

b. Excess Government Property.  Property that is no longer required by the Federal agency and is available to other Federal agencies or Federal contractors such as the University.  This does not apply to property acquired from Wyoming Surplus Property Office.

c. Transferred Property.  Property purchased by the University or furnished by the Federal government to which the Government retains title is considered Government furnished equipment (GFE) when it is transferred to an on-going federally sponsored program.

2. Contractor Acquired Property

Property purchased or otherwise provided by the University for the performance of a contract, title to such property is vested in the Government or the University by virtue of its procurement with Government funds.

Government Property Administrator

The individual designated as an authorized representative of the contracting officer to administer the requirements and obligations relative to Government property.  He/she is an authorized representative of the contracting officer.  

Industrial Plant Equipment (IPE)

Equipment used for machining or otherwise altering the properties of materials, etc., and having an acquisition cost of $15,000 or more.

Inventory Equipment

1. University Inventorial Equipment

Personal property with an acquisition value of $5,000 or more and a useful life of more than one year.  Data processing, laboratory, medical, and research equipment with an acquisition value between $1,000 and $4,999.99 are considered to be of a sensitive nature.

2. Government Inventorial Equipment

Personal property with an acquisition value of $5,000 or more and a useful life of more than one year.  Data processing, laboratory, medical, and research equipment with an acquisition value between $1,000 and $4,999.99 are considered to be of a sensitive nature.  The Principal Investigator will notify the Office of Sponsored Programs of all government-owned property that is not inventoriable as described above.  The Office of Sponsored Programs will then report to the Property Office this property, and it will be manually added to the asset management system.  Government equipment does not lose its identity as personal property by reason of affixation to any real property.  

Material

Property which may be incorporated into or attached to an end item to be delivered under a contract or which may be consumed in the performance of a contract.  It includes, but is not limited to, raw and processed material, parts, components, assemblies, and small tools and supplies.

Personal Property

Property of any kind except real property.

Plant Property

Personal property of a capital nature (consisting of equipment, machine tools, test equipment, furniture, vehicles, and accessory and auxiliary items, but excluding special tooling and special test equipment) used or capable of use in the manufacture of supplies or in the performance of services or for any administrative or general plant purpose.  It has an acquisition value of $5,000 or more and a useful life of more than one year (other than IPE).

Real Property

For purposes of accounting classification means:  (1) land and rights therein; (2) land improvements; (3) utility distribution systems; (4) buildings; and (5) structures.  It excludes foundations and other work necessary for the installation of special tooling, special test equipment and plant equipment.

Special Test Equipment

Electrical, electronic, hydraulic, pneumatic, mechanical, or other items or assemblies of equipment that are interconnected so as to become a new functional entity, causing the individual item or items to become interdependent and essential in the performance or special purpose testing in the development or production of particular supplies or services.  The term does not include consumable property, special tooling, buildings and non-severable structures (except foundations and similar improvements necessary for the installation of special test equipment), or plant equipment items used for plant testing purposes.

Special Tooling

Jigs, dies, fixtures, molds, patterns, taps, gauges, other equipment and manufacturing aids of such a specialized nature, that without substantial modification or alteration, their use is limited to the development or production of particular supplies or parts thereof, or the performance of particular services.  The term encompasses all components of such items and includes foundations and similar improvements necessary for installation.  It does not include consumable property, special test equipment, general machine tools or similar capital items, or buildings and non-severable structures.

IV.
Vesting of Title

Title to property furnished by the federal government remains with the government until relinquished.  

Title to property purchased or fabricated by the university using federal award funds vests according to provisions of the award.  Under contracts, property costing under $5,000 normally vests with the university, and equipment costing $5,000 and over may be titled to the university, possibly with the government retaining the right to take the title for a period of time.  Under grants, title usually vests with the university, although the government may retain the right to redirect ownership.  

If title to equipment is vested in the University, depreciation, amortization, or use charges are not allowable with respect to that equipment under any existing or future Government contract or subcontract.

The Office of Sponsored Programs will take action to determine, for all equipment received, whether title vests in the University, the Federal government, or an industrial entity or other agency, and in turn advises the Property Office so that the equipment can be properly tagged and recorded.  This applies to all equipment purchased in whole or part with Federal funds or otherwise acquired from the Federal government.

If the University acquires title to the equipment subsequent to purchase and assignment of a Government property tag, then the Government property tag is removed.  The tag is replaced with a University property number and the change recorded in the property records.

V.
Acquisition and Screening

General

The University’s normal control is for department heads to evaluate each purchase and to process a purchase order only when the items are necessary.

Federal agencies have the authority to disallow payment for new equipment when suitable equipment is already available for conducting externally supported research.  It is therefore essential that, prior to requesting the purchase of new equipment with state funds, local funds or Federal funds, the principal investigator is responsible for determining if the University owns suitable equipment available and acceptable.   

Direct purchases by the University of property paid for in whole or in part from a sponsoring agency’s funds, including Federal funds, and for which reimbursement as a direct item of cost is to be requested, are made by use of a University on-line purchase order form.  The purchase order is initiated by the principal investigator and, following department head on-line approval, is forwarded to the Property Office for asset coding on-line approval and finally to the University procurement Office for approval and ordering.


Excess Government Property

Excess Government property is material, used or new, is owned by the Federal government, is no longer needed by the holding Federal agency, but has additional useful life.  Items are usually allocated on a first-come, first-served basis.  The University may be authorized to receive such excess property by a contracting agency when the property directly furthers an active contract.  Such authorization is dependent upon the terms of the contract and the regulations of the specific agency involved.  The Office of Sponsored Programs is responsible for approving all dispositions of all Government property, and notifying the University Property Office.  The Property Office is responsible for accounting for all excess equipment.

1. Cost

Excess Government property is usually obtained without cost.  However, the University specifies the method of shipping and pays all expenses of packing, transportation and subsequent installation, rehabilitation and maintenance.  Sponsored program funds may be used for these expenses.

2. Ordering

Standard Form 122 or DD Form 1348, with a letter of justification of use, is forwarded to the sponsoring Federal agency for approval.  The sponsoring agency forwards the SF-122 on to the General Services Administration office concerned, who will then order the item to be shipped to the University.

VI. Receiving

Receipt of Equipment

When delivery is made to the University Shipping and Receiving Office, the receiving office determines that the number of packages corresponds to the bill of lading and that there is no visible damage.  The department purchasing the equipment, upon its receipt, will make a thorough inspection to determine that it is as ordered and that there is no concealed damage.  If the shipment is not in order, discrepancies are noted and the Shipping and Receiving and Procurement Services offices are promptly informed.  All actions necessary to obtain adjustment of shortages, overages or damages in shipment from the vendor, supplier or carrier, as appropriate, are taken.

After an item of equipment is physically received in the department, the department does receiving on-line. After the Accounts Payable Office receives the original invoice from the vendor, a voucher for payment is created. After those two steps are completed the Property Office runs processes in the accounting system to create an asset in the asset management system. After payment, the Property Office contacts the department to make arrangements for a property tag to be affixed on the equipment, if feasible.

If damaged shipments are received on Government bills of lading, the section “The Report of Loss, Damage, Shrinkage” must be completed on the back of the Government bill of lading.  A statement of the condition and the apparent causes is then furnished to the Government.

The Government agency notifies the Office of Sponsored Programs when shipment of Government furnished equipment is made, the Office of Sponsored Programs notifies the University Property Office so that the property can be properly tagged and recorded.

VII.
Property Records

General

The Government requires that the University maintain an asset management system providing adequate identification, recording, location, utilization, and physical inventory of Government property and property acquired with state, local or Government sponsored program funds.  The University’s asset management system is subject to periodic review and evaluation by Government contracting and property personnel.  The University asset management system records all equipment meeting the capitalization requirements regardless of funding source.  

The Property Office maintains records of inventorial equipment in the asset management system.  All Government property, in the care and custody of the University, meeting the definition of inventorial equipment is recorded in the same manner and under the same rules as those used for recording University owned inventorial equipment.  The University’s asset management system provides the following information:


Asset Identification number


Tag number (either University or Federal)


Department Code (See FERC Code)


Profile Identification


Description


Purchase or acquisition date


Location Code


Serial number/ model number/ manufacturer’s name (if available)


Cost (Acquisition)


Condition (See Financing Code)


Acquisition document reference number


Title Code (See Agency ID in License Info on Asset Record) 


Utilization (See Asset Status)


Award Number (See Project Chartfield – Contract #)


Disposition (See Asset Retirement Disposal Code)

Federal Participation percentage in cost of equipment (Cost History Page in asset management system)

Non-capitalized, non-expendable equipment, with an original cost between $1,000 and $4,999.99 will be maintained on the University’s asset management system when the equipment is considered to be of a sensitive nature (data processing equipment and laboratory, medical and research equipment).

Government Furnished Equipment-Include Excess Property Received

The unit acquisition cost of Government furnished equipment shall be determined by the Government and furnished to the University.  Transportation and installation costs will normally not be considered as part of the unit price for this purpose.  Normally, the unit price of Government furnished equipment will be provided on the transfer document included with the shipment of the property to the University.  In the event the unit price is not provided on the document, action will be taken through the University Property Office to obtain the information.

University Purchased Equipment

The acquisition cost of a University purchased item of non-expendable personal property should be recorded as the net invoice unit price of the property including cost of modifications, attachments, accessories, or auxiliary apparatus necessary to make the equipment usable for the purpose for which it was acquired.  Other charges, such as cost of installation, transportation, taxes, in-transit insurance, etc., shall be included in the unit acquisition cost in line with the University’s regular accounting practice.  

Identification of Government Property

All inventorial Government equipment is identified, tagged with a Government property number and recorded in the University asset management system promptly upon receipt.  This equipment shall remain so identified as long as it is in the custody, possession or control of the University.  Such markings and identification are removed or obliterated from the equipment only when sold, scrapped or otherwise disposed of.

The affixing of the property tag number to the equipment is the responsibility of Property Office; however, this function may be delegated to the custodial department when deemed appropriate.  The property tag number should be affixed to the equipment in an appropriate visible area.

In the event an item of equipment under warranty has been tagged with a property tag and is replaced by the manufacturer or supplier, the custodial department must promptly notify the University Property Office of the replacement so the equipment can be re-tagged and the property records updated to reflect any change in information.  Should the property tag be accidentally or mistakenly obliterated, defaced or removed, the equipment shall be marked again with the original number.

Department Originated Assets

Department-originated assets (DOA) are defined as specialized equipment designed and built for research and educational purposes with an estimated completion cost of $5,000 or more.  When a DOA is started the department should contact the University Property Office for a tag number.  The tag number is to be put on all purchase orders, IDR’s, Field Purchase Orders and P-card logs related to the DOA.  The department will notify the Property Office when a DOA is completed and placed in service.  The department will report to the Property Office the complete description of the item, location, and name of the department to have custodial responsibility, and the value of equipment (detail of payment information).  The Property Office tracks the cost of the DOA (based upon tag number and account code) and will inquire if there are differences in the value from the department and the Property Office records.   The DOA will be physically tagged, manually added to the asset management system and included on the department’s inventory.  

VIII.
Storage and Movement

Temporarily idle equipment must be stored in accordance with sound practices with adequate protection to sensitive parts.  Equipment must be adequately protected while being moved.  When authorized Government equipment is transferred from the University with prior approval of the Property Office and/or the Office of Sponsored Programs, a shipping document, sale/transfer form, or Government furnished equipment Federal form must be obtained.

Location of Equipment

The location of each item of inventorial equipment shall be noted in the University asset management system.  Current records as to movement of equipment shall be maintained in such a manner that any item of equipment can be located for inspection or inventory purposes within a reasonable time.  The custodial department shall notify the Property Office of any changes in location of inventorial equipment to include permanent change of room location or temporary off campus location.  If equipment is to be located temporarily off campus, the department needs to complete a departmental check-out list (Department Equipment Check Out Form located on the web page http:/wyoweb.uwyo.edu/cp/home/displaylogin. (A valid UW username and password are required to access the form.) The Department Head and Appointing Authority must approve removal of property.  The form should be forwarded to the Property Office, with a copy retained in the Department’s main office.

Physical Security

The head of the custodial department and the principal investigator, if a sponsored program is involved, shall make adequate provision for the physical security of the material in their custody.  Areas containing equipment shall normally be kept locked after business hours or at other times when not in use.  Special precautions shall be taken in the case of high value, portable equipment.

IX.
Consumption

Only supplies, materials and equipment necessary for performance of sponsored projects shall be acquired and used.

X.
Utilization

Government Equipment on Contracts

The head of the custodial department and the principal investigator shall restrict the utilization of property acquired for use under a specific sponsored program to the purpose authorized in the contract.  

Current equipment needs shall be periodically reviewed so that excess items may be identified.  The principal investigator shall advise the Property Office who will then report to the contracting officer, equipment for which retention is not justified.  When it is desirable to use the equipment on another sponsored program, the principal investigator shall secure prior written approval from the contracting officer for such use.  

Shared Use on Grants

During the time that non-expendable personal property is held for use on the project or program for which it was acquired, the recipient shall make it available for use on other projects or programs if such other use will not interfere with the work on the project or program for which the property was originally acquired.  First preference for such other use shall be given to other projects or programs sponsored by the Federal agency that financed the property; second preference shall be given to projects or programs sponsored by other Federal agencies.  In order for property owned by the Federal government to be used on other activities not sponsored by the Federal government, the use must be authorized by the Federal agency.  User charges should be considered appropriate.

Alteration of Government Equipment

Prior approval for altering an item of government equipment shall be obtained from the sponsor’s contracting officer.  This approval will be coordinated through the University Property Office.

XI.
Maintenance

The custodial department shall provide the care necessary to maintain the equipment in the condition received or better, normal wear expected, in order that the most useful life is secured.  The maintenance program shall be preventative in nature, providing lubrication, cleaning, calibration and inspection on a regular schedule.  Records of the maintenance program shall provide the description and date of maintenance actions performed, details of inspection and deficiencies discovered or corrected.

The principal investigator is also responsible for proper use, maintenance and security of all assigned property, and for notifying the University Property Office and the Office of Sponsored Programs of any property received direct and/or any shortage, damage, loss or theft of property.  The Office of Sponsored Programs will report the loss to the Property Administrator, along with the status of any investigation.

Maintenance should be in accordance with manufacturer’s guidelines and recommendations.

XII.
Physical Inventories

Scope

This section establishes minimum requirements for the physical inventory of Government and University owned property.

Departmental Responsibilities

The custodial department shall take a physical inventory at least once every two years when it receives its Department Inventory report from the University Property Office.  The report includes both Government and University owned equipment.  The department shall, in connection with the inventory, verify the existence, current utilization, condition, continued need of the property and note any discrepancies or corrections.  The completed Department Inventory report is to be signed by the department head and returned to the University Property Office within thirty days.

Property Office Responsibilities

The University Property Office will verify on a sampling basis the department inventory results verifying existence.  The results of the physical inventory of property are reconciled with the property records at least once every two years.  Any difference between quantities determined by the physical inspection and those shown in the Property Office records shall be re-inventoried by the University Property Office.  

Office of Sponsored Programs Responsibilities

The Office of Sponsored Programs will notify the University Property Office when a physical inventory is required at the completion of the sponsored program.  The University Property Office in cooperation with the custodial department will then complete a physical inventory.  

Inventories Upon Termination or Completion of a Sponsored Program

Upon termination or completion of a Government sponsored program, in cooperation with the custodial department and the principal investigator, the University Property Office may perform a physical inventory, if necessary, for disposal purposes of all Government property applicable to the terminated or completed sponsored program.  Disposition instructions will be requested from the agency.  In submitting a terminal inventory to the agency, the University certifies that all materials, supplies and equipment which were furnished to the University by the Government for use on the sponsored program, or for which the University has been or will be reimbursed by the Government under the terms of the sponsored program, if not specifically included in the inventory, were expended in performance of the work called for by the sponsored program.

1. Waiver of Inventory

The property administrator may waive the requirement of a physical inventory of Government property at the completion of a sponsored program when the property applicable to the completed sponsored program is authorized for use on a follow-up sponsored program.

2. Listing for Disposal Purposes

Standard items that have been modified may be described on listings for disposal purposes as standard items with a general description of the modifications.  Items that have been fabricated, such as test equipment, are described in sufficient detail to permit a potential user to determine whether they are of sufficient interest to warrant further inspection.

The Office of Sponsored Programs will submit to the Property Administrator a listing which properly identifies all discrepancies disclosed by the physical inventory and a signed statement that a physical inventory of all or certain classes of Government property was completed on a given date and that the official property records were found to be in agreement with the physical inventory, except for discrepancies reported.  The listing and signed statement will be furnished with a minimum delay at the completion of the physical inventory.

XIII.
Subcontract Control

The appropriate flow down provisions from the prime Federal sponsored program or other procurement requirements are incorporated into subcontracts for property administration and disposition.  The Office of Sponsored Programs will monitor any government-owned property accountable to the prime contract that is controlled by subcontractors and will monitor the subcontractor’s property control system.

XIV.
Precious Metals and Sensitive Items

Every precaution must be taken to assure the safekeeping of precious metals and sensitive items.

Precious metals must be locked in a safe when not in use.  Changes in configuration must be in accordance with contractual provisions including extraction from the original product.  Disposal instructions must come from the contracting officer.

The Government defines sensitive items as “those items of property which are susceptible to being appropriated for personal use or which can be readily converted to cash.”

Sensitive items must remain in a secure area when not in use.

XV.
Hazardous Materials

If hazardous or dangerous materials are to be acquired in the course of conducting Government or other research, or to be sold after use, the University Environmental Health and Safety office must first be consulted.  University guidelines are set forth in UNIREG 650.
XVI.
Disposition

 Relief of stewardship responsibility - Unless the contract provides otherwise, the Contractor shall be relieved of stewardship responsibility for Government property when such property is— 

(A) Consumed or expended, reasonably and properly, or otherwise accounted for, in the performance of the contract, including reasonable inventory adjustments of material as determined by the Property Administrator; or a Property Administrator granted relief of responsibility for loss, damage, destruction or theft of Government property; 

(B) Delivered or shipped from the Contractor’s plant, under Government instructions, except when shipment is to a subcontractor or other location of the Contractor; or 

(C) Disposed of in accordance with University of Wyoming disposal procedures. 

University of Wyoming  inventory disposal -  Except as otherwise provided for in a contract, the University of Wyoming shall not dispose of  UW inventory until authorized to do so by the UW Property Office. 

When Government owned property is no longer needed for research purposes, disposition instructions will be requested from the contract or grant-contracting officer or Government property administrator.  The property shall be disposed of in accordance with the U.S. Government instructions.

Disposals of all types of University equipment, whether capitalized or non-capitalized, must be handled through the University Property Office, including those purchases involving University, Federal and State funds. Disposals of equipment with other than UW title require prior approval by the Office of Sponsored Programs on the Property Disposal Request form.
Sales procedures are established to assure competition to obtain highest practical sales price.

Disposition data, including date of disposal and sales price or the method used to determine current fair market value, will be maintained.

All U.S. Government markings and identification shall be removed or obliterated from equipment that is sold, scrapped, or title transferred to the University.

XVII.
Reports

The Office of Sponsored Programs submits to the Property Administrator reports of government property accountable to specific awards.

Final Property Reports

Inventories of government-owned property are submitted for disposition instructions or to report disposal of previously reported government-owned property.


DoD – Negative reports only required for contracts (if previously reported on DD Form 1662.


NASA – Negative reports are required (use NF 1018 for contracts).

Annual reports

Report property as of September 30.

DoD – Reports are due October 30.  Submit a list of government-owned property for grants.  For contracts use DD Form 1662 (a negative report is only needed when property was previously reported).

NASA – Reports are due October 15.  Submit a list of government-owned property for grants.  For contracts use NF 1018 (negative reports are required).

APPENDIX


A.  Source of Federal Guidelines


B.  DOD Property Record (DD Form 1342)


C.  DOD Single Item Release/Receipts Document (DD Form 1348-1)


D.  DOD Property in the Custody of Contractors (DD Form 1662)


E.  Transfer Order Excess Personal Property (SF122)


F.  NASA Property in the Custody of Contractors (NASA 1018)


G.   Semi-Annual Summary Report of DOE Owned Plant and Capital Equipment (DOE Form
     4300.3)

SOURCE OF FEDERAL GUIDELINES (not all inclusive)

Subject Source

General Federal Acquisition Regulations (FAR) Part 45, DFARS, NASA FARS, DOE FARS

Screening – OMB Circular A-110, Subpart C, Section.44

· NASA NFARS 1845.502-70

Title Vesting - FAR 35.014


OMB Circular A-110, Subpart C, Sections .33, .34, .35

Shared Use - OMB Circular A-110, Subpart C, Section .34

Physical Inventories – OMB Circulars A-21 and A-110


FAR 45

Property Reports

· DoD DFARS 245.505-14 and DoDGRS 32.22

· NASA NFARS 1845.71 and NASA Grant Handbook (14 CFR 1260.27)

· DOE FAR Supplement 945.505-14

· FAR 52.245-1

· DoD 3210.6-R Part 32.30-32.37
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