
��� *HQHUDO�(TXLSPHQW�'HILQLWLRQ�
��� 6SHFLDO�3XUSRVH�(TXLSPHQW�
��� *HQHUDO�3XUSRVH�(TXLSPHQW�
��� *RYHUQPHQW�0DWHULDO�
���
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�

B. Purpose .

C. Equipment Definitions . 

�
 

�
 

&DSLWDO�(TXLSPHQW�6WDQGDUG�3URFHGXUH�
�

�

7R�RXWOLQH�WKH�SROLFLHV�DQG�SURFHGXUHV�FRYHULQJ�DSSURYDO��DFTXLVLWLRQ��UHFRQFLOLDWLRQ�DQG�UHFRUGLQJ�RI�
WUDQVDFWLRQV�IRU�FDSLWDO�HTXLSPHQW�LQ�RUGHU�WR�PHHW�WKH�UHTXLUHPHQWV�RI�WKH�)HGHUDO�5HJXODWRU\�
DJHQFLHV��RWKHU�VSRQVRUHG�JXLGHOLQHV��LQVXUDQFH�DQG�DXGLWLQJ�RUJDQL]DWLRQV���20%�&LUFXODU�$������

�

�

1. General Equipment Definition 
 

1RQ�H[SHQGDEOH�WDQJLEOH�SHUVRQDO�SURSHUW\��LQFOXGLQJ�IXUQLWXUH�RU�IL[WXUHV��ZLWK�DQ�DFTXLVLWLRQ�FRVW�RI�
�������RU�PRUH�SHU�XQLW�DQG�D�XVHIXO�OLIH�RI�JUHDWHU�WKDQ�RQH�\HDU�LV�FRQVLGHUHG�FDSLWDO�HTXLSPHQW��
KHUHLQ�DIWHU�FDOOHG��HTXLSPHQW���DQG�LV�VXEMHFW�WR�WKH�SURYLVLRQV�RI�WKLV�6WDQGDUG�3URFHGXUH��7KLV�
GHILQLWLRQ�LV�GHWDLOHG�LQ�WKH�8QLYHUVLW\¶V�LQGLUHFW�FRVW�DJUHHPHQW��

�
2. Special Purpose Equipment 

 

(TXLSPHQW�XVHG�RQO\�IRU�UHVHDUFK��PHGLFDO��VFLHQWLILF��RU�RWKHU�WHFKQLFDO�DFWLYLWLHV��

��General Purpose Equipment 

(TXLSPHQW��WKH�XVH�RI�ZKLFK�LV�QRW�OLPLWHG�RQO\�WR�UHVHDUFK��PHGLFDO��VFLHQWLILF�RU�RWKHU�WHFKQLFDO�
DFWLYLWLHV��([DPSOHV�RI�JHQHUDO�SXUSRVH�HTXLSPHQW�LQFOXGH�RIILFH�HTXLSPHQW�DQG�IXUQLVKLQJV��DLU�
FRQGLWLRQLQJ�HTXLSPHQW��UHSURGXFWLRQ�DQG�SULQWLQJ�HTXLSPHQW��PRWRU�YHKLFOHV��DQG�DXWRPDWLF�GDWD�
SURFHVVLQJ�HTXLSPHQW��

�
4. Government Material 

 

3URSHUW\�ZKLFK�PD\�EH�LQFRUSRUDWHG�LQWR�RU�DWWDFKHG�WR�DQ�HQG�LWHP�WR�EH�GHOLYHUHG�XQGHU�D�FRQWUDFW�
RU�WKDW�PD\�EH�FRQVXPHG�LQ�WKH�SHUIRUPDQFH�RI�D�FRQWUDFW��,W�LQFOXGHV��EXW�LV�QRW�OLPLWHG�WR��UDZ�DQG�
SURFHVVHG�PDWHULDO��SDUWV��FRPSRQHQWV��DVVHPEOLHV��DQG�VPDOO�WRROV�DQG�VXSSOLHV���)$5���������

�
5. Special Tooling 

 

$OO�MLJV��GLHV��IL[WXUHV��PROGV��SDWWHUQV��WDSV��JDXJHV��RWKHU�HTXLSPHQW�DQG�PDQXIDFWXULQJ�DLGV��DQG�
UHSODFHPHQW�WKHUHRI��ZKLFK�DUH�RI�VXFK�D�VSHFLDOL]HG�QDWXUH�WKDW��ZLWKRXW�VXEVWDQWLDO�PRGLILFDWLRQ�RU�
DOWHUDWLRQ��WKHLU�XVH�LV�OLPLWHG�WR�WKH�GHYHORSPHQW�RU�SURGXFWLRQ�RI�SDUWLFXODU�VXSSOLHV�RU�SDUWV�WKHUHRI��
RU�WKH�SHUIRUPDQFH�RI�SDUWLFXODU�VHUYLFHV��7KH�WHUP�LQFOXGHV�DOO�FRPSRQHQWV�RI�VXFK�LWHPV��EXW�GRHV�
QRW�LQFOXGH�FRQVXPDEOH�SURSHUW\��VSHFLDO�WHVW�HTXLSPHQW�RU�EXLOGLQJV�DQG�RU�QRQ�VHYHUDEOH�
VWUXFWXUHV���)$5���������

�
6. Government Property 

 

$OO�SURSHUW\�RZQHG�E\�RU�OHDVHG�WR�WKH�*RYHUQPHQW�RU�DFTXLUHG�E\�WKH�*RYHUQPHQW�XQGHU�WKH�WHUPV�
RI�D�FRQWUDFW��*RYHUQPHQW�SURSHUW\�LQFOXGHV�ERWK�*RYHUQPHQW�)XUQLVKHG�3URSHUW\��*)3��DQG�
FRQWUDFWRU�DFTXLUHG�SURSHUW\�DV�GHILQHG�EHORZ���)$5���������

A. Subject . 

SECTION I - PROPERTY MANAGEMENT AND ACCOUNTABILITY 
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DQG�SURYLGH�DQ�DQQXDO�GROODU�YDOLGDWLRQ�RI�FDSLWDO�HTXLSPHQW�IRU�ILQDQFLDO�SXUSRVHV��20%�&LUFXODU�$��
�����$WWDFKPHQW�1��SUHVFULEHV�XQLIRUP�VWDQGDUGV�JRYHUQLQJ�WKH�PDQDJHPHQW�RI�SURSHUW\��7KH�20%�
&LUFXODU�$�����HVWDEOLVKHV�DXGLW�UHTXLUHPHQWV�DQG�GHILQHV�UHVSRQVLELOLWLHV�IRU�LPSOHPHQWLQJ�DQG�
PRQLWRULQJ�WKHVH�IHGHUDO�DXGLW�UHTXLUHPHQWV��

�
2. Management Centers 

 

'HDQV��'HSDUWPHQW�&KDLUV��3ULQFLSOH�,QYHVWLJDWRUV��UHIHUUHG�KHUHRQ�DV�3,��DQG�$GPLQLVWUDWRUV�DUH�
UHVSRQVLEOH�IRU�DVVLVWLQJ�($�LQ�WKH�WDJJLQJ��LGHQWLI\LQJ��DQG�FRQGXFWLQJ�SK\VLFDO�LQYHQWRU\�RI�
HTXLSPHQW��UHSRUWLQJ�DOO�HTXLSPHQW�WUDQVDFWLRQV��DQG�DVVLVWLQJ�LQ�UHFRQFLOLQJ�DQ\�DQG�DOO�XQDFFRXQWHG�
HTXLSPHQW��/LVWHG�EHORZ�DUH�WKH�W\SHV�RI�HTXLSPHQW�WUDQVDFWLRQV�WKDW�PXVW�EH�UHSRUWHG�IRU�ERWK�
)HGHUDO�DQG�QRQ�IHGHUDO�IXQGV��

�
D�)DEULFDWHG�(TXLSPHQW�

�
,W�LV�WKH�UHVSRQVLELOLW\�RI�WKH�3,�RU�DQ�$GPLQLVWUDWRU�LQ�D�QRQ�DFDGHPLF�XQLW��WR�ILOO�RXW�D�
1RWLILFDWLRQ�RI�)DEULFDWHG�(TXLSPHQW�IRUP�EHIRUH�VWDUWLQJ�DQ\�IDEULFDWLRQ�SURMHFW��7KH�
FRPSOHWHG�IRUP�LV�VHQW�WR�($��DQG�WKH�SURMHFW�ZLOO�EH�DVVLJQHG�D�WDJ�QXPEHU��7KH�3,��RU�DQ\RQH�
ZRUNLQJ�RQ�WKH�ELOOLQJ�DVSHFWV�RI�WKLV�SURMHFW��PXVW�XVH�WKH�DVVLJQHG�WDJ�QXPEHU�RQ�DOO�
UHTXLVLWLRQV��SXUFKDVH�RUGHUV��LQYRLFHV��S�FDUG�WUDQVDFWLRQV��DQG�PDQXDO�MRXUQDO�HQWULHV��($��DV�
ZHOO�DV�$FFRXQWV�3D\DEOH��ZLOO�QRW�HQWHU�WKHVH�LWHPV�LQWR�$0�XQWLO�DIWHU�WKH�SURMHFW�LV�FRPSOHWHG�
DQG�WKH�HTXLSPHQW�LV�SXW�LQWR�VHUYLFH��$W�WKDW�WLPH��($�ZLOO�WDJ�WKH�IDEULFDWHG�LWHP��JDWKHU�DOO�
SHUWLQHQW�LQIRUPDWLRQ��DQG�WKH�FRVW�RI�WKH�HQWLUH�SURMHFW�ZLOO�EH�DGGHG�WR�$0�DV�RQH�DVVHW�DQG�
WKH�DVVHW�ZLOO�VWDUW�WR�GHSUHFLDWH��

�
E��*LIWV�LQ�.LQG�

�
,W�LV�WKH�UHVSRQVLELOLW\�RI�WKH�'HSDUWPHQW�&KDLU��RU�DQ�$GPLQLVWUDWRU�LQ�D�QRQ�DFDGHPLF�XQLW��WR�
QRWLI\��LQ�ZULWLQJ��$GYDQFHPHQW�6HUYLFHV�RU�($�RI�DOO�HTXLSPHQW�GRQDWHG�WR�WKH�8QLYHUVLW\�
PHHWLQJ�WKH�DERYH�JXLGHOLQHV��7KLV�LV�HVSHFLDOO\�LPSRUWDQW�IRU�ULVN�PDQDJHPHQW��LQVXUDQFH��
SXUSRVHV��3ULRU�WR�ILVFDO�\HDU�HQG��($�ZLOO�UHTXHVW�DOO�VFKRROV�WR�SURYLGH�LQIRUPDWLRQ�RQ�JLIWV�LQ��
NLQG�WKDW�KDYH�QRW�EHHQ�GHFODUHG�SUHYLRXVO\��2Q�D�TXDUWHUO\�EDVLV��($�ZLOO�UHTXHVW�D�OLVW�RI�
LWHPV�GRQDWHG�IURP�$GYDQFHPHQW�6HUYLFHV��7KH�OLVW�LV�UHYLHZHG�WR�GHWHUPLQH�LI�LWHP�PHHWV�WKH�
FDSLWDOL]DWLRQ�SROLF\��

�
I. :KHQ�QRWLI\LQJ�($��LQIRUPDWLRQ�FRQFHUQLQJ�WKH�JLIW�VKRXOG�LQFOXGH�D�GHVFULSWLRQ��

PDQXIDFWXUHU��PRGHO�DQG�VHULDO�QXPEHU��ORFDWLRQ��IDLU�PDUNHW�YDOXH��GDWH�
DFTXLUHG�DQG�GRQRU��

�
II. ($�ZLOO�UHFRUG�WKH�JLIW�LQ�NLQG�DQG�HQVXUH�WKDW�WKH�8QLYHUVLW\�SURSHUW\�WDJ�V��LV�

DIIL[HG��
�

F�*�RYHUQPHQW�)XUQLVKHG�DQG�RU�([FHVV�*RYHUQPHQW�3HUVRQDO�3URSHUW\�
�

7KH�3,�QDPHG�LQ�D�&RQWUDFW�*UDQW�LV�UHVSRQVLEOH�IRU�WKH�FDUH��FRQWURO�DQG�FXVWRG\�RI�WKH�
*RYHUQPHQW�)XUQLVKHG�3URSHUW\�DQG�RU�H[FHVV�*RYHUQPHQW�SHUVRQDO�SURSHUW\�WKDW�LV�DFTXLUHG��
($�LV�UHVSRQVLEOH�IRU�HVWDEOLVKLQJ�XQLIRUP�SURSHUW\�FRQWURO�SURFHGXUHV��PDLQWDLQLQJ�FHQWUDO�
SURSHUW\�UHFRUGV�IRU�DOO�JRYHUQPHQW�VSRQVRUHG�SURMHFWV��SUHSDULQJ�LQYHQWRULHV��DQG�ILOLQJ�
UHTXLUHG�JRYHUQPHQW�UHSRUWV�RQ�D�WLPHO\�EDVLV��,W�LV�WKH�UHVSRQVLELOLW\�RI�WKH�3,��RU�WKHLU�
UHSUHVHQWDWLYH�ZLWKLQ�6SRQVRUHG�3URMHFW�$FFRXQWLQJ��UHIHUUHG�WR�DV�³63$´���WR�SURYLGH�ZULWWHQ�
QRWLILFDWLRQ�WR�($�RI�DOO�JRYHUQPHQW�IXUQLVKHG�DQG�RU�H[FHVV�*RYHUQPHQW�SHUVRQDO�SURSHUW\�WKDW�
LV�DFTXLUHG��

�
I. ($�VKRXOG�EH�QRWLILHG�RI�WKH�GHVFULSWLRQ��PDQXIDFWXUHU��PRGHO�DQG�VHULDO�QXPEHU��

ORFDWLRQ��FRVW�RU�HVWLPDWHG�IDLU�PDUNHW�YDOXH��DFFRXQW�QXPEHU��DQG�GDWH�RI�
DUULYDO��



EQUIPMENT MANUAL 

Page 5 of 20 

�

�

II. ($�ZLOO�UHFRUG�HDFK�LWHP�RQ�ORDQ�IURP�WKH�*RYHUQPHQW�DQG�HQVXUH�WKH�*RYHUQPHQW�
SURSHUW\�WDJ�V��LV�DIIL[HG��

�
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7KH�DXWKRULW\�IRU�WKH�WUDQVIHU��DVVLJQPHQW�RU�VDOH�RI�SHUVRQDO�SURSHUW\�LV�JRYHUQHG�E\�WKH�
5HVROXWLRQ�RI�WKH�%RDUG�RI�7UXVWHHV�DGRSWHG�6HSWHPEHU�����������

�
J�7UDGH�,Q�RI�(TXLSPHQW�

�
,W�LV�WKH�UHVSRQVLELOLW\�RI�WKH�3,��RU�DQ�$GPLQLVWUDWRU�LQ�D�QRQ�DFDGHPLF�XQLW��WR�VHFXUH�DSSURYDO�
IURP�($�EHIRUH�DQ\�HTXLSPHQW�FDQ�EH�XVHG�DV�D�WUDGH�LQ�IRU�DQRWKHU�SXUFKDVH��7KLV�LV�GRQH�WR�
HQVXUH�WKDW�WKH�RULJLQDO�IXQGV�XVHG�WR�SXUFKDVH�WKH�HTXLSPHQW�EHLQJ�XVHG�DV�D�WUDGH�LQ�GR�QRW�
SURKLELW�VXFK�GLVSRVLWLRQ��8SRQ�DSSURYDO�IURP�($�D�SXUFKDVH�UHTXLVLWLRQ�VKRXOG�EH�IRUZDUGHG�WR�
WKH�3XUFKDVLQJ�'HSDUWPHQW�QRWLQJ�WKH�WUDGH�LQ��($�ZLOO�PDNH�WKH�DSSURSULDWH�DGMXVWPHQWV�WR�
$0��

�
K�0RYHPHQW�RI�(TXLSPHQW�

�
,W�LV�WKH�UHVSRQVLELOLW\�RI�WKH�3,�RU�DQ�DGPLQLVWUDWRU�WR�SURYLGH�ZULWWHQ�QRWLILFDWLRQ��YLD�VXEPLWWLQJ�
DQ�(TXLSPHQW�&KDQJH�RI�6WDWXV�IRUP�$SSHQGL[�$��WR�($�ZKHQHYHU�LWHPV�RI�HTXLSPHQW�DUH�
PRYHG��HLWKHU�WR�DQRWKHU�ORFDWLRQ�RQ�FDPSXV�RU�RII�FDPSXV��7KH�QRWLILFDWLRQ�VKRXOG�LQFOXGH�WKH�
8QLYHUVLW\�WDJ�QXPEHU��GHVFULSWLRQ��ZKHWKHU�UHVSRQVLELOLW\�IRU�WKH�LWHP�KDV�FKDQJHG��DQG�WKH�
QHZ�ORFDWLRQ�RI�WKH�HTXLSPHQW��

�
L�8WLOL]DWLRQ��6WRUDJH��0DLQWHQDQFH�DQG�5HSDLU�

�
7KH�8QLYHUVLW\�ZLOO�XWLOL]H�FRQWUDFWRU�DJHQF\�RU�*RYHUQPHQW�RZQHG�SURSHUW\�UHFHLYHG�RU�
DFTXLUHG�XQGHU�&RQWUDFWV���6XEFRQWUDFW�$GPLQLVWUDWRU
V�RUGHUV��RQO\�IRU�WKH�SXUSRVH�RI�IXOILOOLQJ�
WKH�FRQWUDFW�VXEFRQWUDFW�UHTXLUHPHQWV��6XFK�LWHPV�ZLOO�EH�NHSW�LQ�JRRG�FRQGLWLRQ�DQG�LW�LV�WKH�
DFTXLULQJ�RU�FXVWRGLDO�8QLYHUVLW\�GHSDUWPHQW¶V�UHVSRQVLELOLW\�WR�SURYLGH�QRUPDO�PDLQWHQDQFH�DQG�
UHSDLU�DV�UHTXLUHG�E\�JRYHUQPHQW�UHJXODWLRQV��3URSHUW\�ZLOO�EH�GLVSRVHG�RI�RQO\�DV�GLUHFWHG�
E\�WKH�VSRQVRU��3URSHUW\�DQG�PDWHULDO�VXEMHFW�WR�GHWHULRUDWLRQ�RU�FRUURVLRQ��WKURXJK�H[SRVXUH�WR�
DLU��PRLVWXUH��RU�RWKHU�HOHPHQWV�GXULQJ�IDEULFDWLRQ��DVVHPEO\�DQG�LQWHULP�VWRUDJH�SHULRGV�VKDOO�
QRW�EH�VWRUHG�LQ�RXW�GRRU�DUHDV��

�
3. Department of Environmental Health and Safety 

 

7KH�'HSDUWPHQW�RI�(QYLURQPHQWDO�+HDOWK�DQG�6DIHW\�LV�UHTXLUHG�WR�PDLQWDLQ�DQ�DFWLYH�LQYHQWRU\�RI�DOO�
,RQL]LQJ�5DGLDWLRQ�3URGXFLQJ�(TXLSPHQW��,53(���7KHUHIRUH��SULRU�WR�WKH�SXUFKDVH��UHFHLSW��WUDQVIHU��
GLVSRVDO�DQG�RU�LQVWDOODWLRQ�RI�DQ\�,53(��WKH�DSSURYDO�RI�WKH�8QLYHUVLW\�5DGLDWLRQ�6DIHW\�2IILFH�PXVW�
EH�REWDLQHG��&DOO�����������

�
4. Annual Reporting to DOD and NASA 

 

$JHQF\�UHJXODWLRQV�UHTXLUH�WKDW�WKH�''�)RUP�������'2'�3URSHUW\�LQ�WKH�&XVWRG\�RI�&RQWUDFWRUV��EH�
ILOHG�DQQXDOO\�IRU�'2'�FRQWUDFWV�WKDW�FRQWDLQ�SURSHUW\��7KH�UHSRUW�FRYHUV�WKH�\HDU�HQGHG�6HSWHPEHU�
��WK�DQG�PXVW�EH�VXEPLWWHG�WR�215�E\�2FWREHU���VW�RI�WKH�\HDU�EHLQJ�UHSRUWHG��

7KH�1$6$�)RUP������PXVW�EH�ILOHG�DQQXDOO\�IRU�1$6$�&RQWUDFWV�DQG�*UDQWV�IRU�WKH�SHULRG�HQGLQJ�
6HSWHPEHU���WK�DQG�PXVW�EH�VXEPLWWHG�WR�1$6$�DQG�215�E\�2FWREHU���VW�RI�WKH�\HDU�EHLQJ�UHSRUWHG��
1HJDWLYH�UHSRUWV�DUH�UHTXLUHG�IRU�1$6$�FRQWUDFWV��($�LV�UHVSRQVLEOH�IRU�HQVXULQJ�WKDW�WKH�UHSRUWV�DUH�
VXEPLWWHG�WLPHO\�DQG�DFFXUDWHO\��

�
5. Capital Equipment Purchase Approval 
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6. Acquisition of Government Property 
 

7KH�3,�VKDOO�EH�UHVSRQVLEOH�IRU�DOO�*RYHUQPHQW�SURSHUW\�LQ�KLV�SRVVHVVLRQ�RU�FRQWURO�LQ�DFFRUGDQFH�
ZLWK�WKH�WHUPV�RI�WKH�FRQWUDFW�JUDQW��7KLV�LQFOXGHV�SURSHUW\�SU
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1. Retirement 
 

8VH�WKLV�FDWHJRU\�IRU�WKH�IROORZLQJ�FLUFXPVWDQFHV��:KHQ�WKH�HTXLSPHQW�LV�QR�ORQJHU�XVHIXO��ZKHQ�WKH�
HTXLSPHQW�FDQQRW�EH�ORFDWHG��ORVW�RU�VWROHQ���RU�ZKHQ�LW�KDV�EHHQ�XQLQWHQWLRQDOO\�GHVWUR\HG���,I�LW�KDV�
LQVXUDQFH�LPSOLFDWLRQV��SOHDVH�DOVR�PDNH�VXUH�WKDW�\RX�ILOH�D�UHSRUW�ZLWK�WKH�8QLYHUVLW\¶V�'HSDUWPHQW�
RI�3URWHFWLYH�6HUYLFHV���

�
$OO�8QLYHUVLW\�GHSDUWPHQWV�DQG�LQGLYLGXDOV�UHVSRQVLEOH�IRU�HTXLSPHQW�PXVW�LPSOHPHQW�DGHTXDWH�
VDIHJXDUGV�WR�SUHYHQW�ORVV��GDPDJH�DQG�WKHIW��/RVV�RI�HTXLSPHQW�GXH�WR�WKHIW�PXVW�EH�UHSRUWHG�WR�WKH�
8QLYHUVLW\¶V�'HSDUWPHQW�RI�3URWHFWLYH�6HFXULW\��$OO�RFFXUUHQFHV�RI�ORVV��GDPDJH�RU�GHVWUXFWLRQ�RI�DQ\�
SURSHUW\�VKDOO�EH�UHSRUWHG�WR�WKH�8QLYHUVLW\¶V�'HSDUWPHQW�RI�3URWHFWLYH�6HFXULW\�LQ�ZULWLQJ�ZLWKLQ�WKUHH�
GD\V��VWDWLQJ�SURSHUW\�LGHQWLILFDWLRQ��UHODWHG�FRQWUDFW�VXEFRQWUDFW��ORFDWLRQ�WLPH�DQG�SODFH�RI�
GLVFRYHU\��UHDVRQ�IRU�ORVV��GDPDJH�RU�GHVWUXFWLRQ��D�UHSRUW�RI�LQYHVWLJDWLRQ�UHVXOWV��DQG�DFWLRQ�WDNHQ�
WR�SUHYHQW�UHFXUUHQFH��

�
a. ,QIRUPDWLRQ�UHSRUWHG�VKRXOG�LQFOXGH�8QLYHUVLW\�7DJ�1XPEHU��GHVFULSWLRQ��PDQXIDFWXUHU��
PRGHO�DQG�VHULDO�QXPEHU��GDWH�RI�SXUFKDVH�DQG�SXUFKDVH�SULFH��

�
b. $IWHU�UHSRUWLQJ�WKH�WKHIW�WR�3URWHFWLYH�6HUYLFHV��LW�VKRXOG�EH�UHSRUWHG�WR�($�YLD�DQ�(TXLSPHQW�
&KDQJH�RI�6WDWXV�UHSRUW��ZLWK�WKH�WKHIW�UHSRUW�LQFOXGHG�LI�RQH�ZDV�FUHDWHG��

�
c. ($�ZLOO�PDNH�WKH�DSSURSULDWH�DGMXVWPHQWV�WR�WKH�LQYHQWRU\��

�
2. Moving with PI 

 

7KLV�RSWLRQ�LV�ZKHQ�DQ�HTXLSPHQW�LWHP�LV�GRQDWHG�RU�WUDQVIHUUHG�RXWVLGH�RI�WKH�8QLYHUVLW\��7KH�PRVW�
FRPPRQ�RFFXUUHQFH�DVVRFLDWHG�ZLWK�WKLV�UHWLUHPHQW�FRGH�LV�HTXLSPHQW�WKDW�WUDQVIHUV�RXW�ZLWK�IDFXOW\�
OHDYLQJ�WKH�8QLYHUVLW\��$V�HVWDEOLVKHG�E\�WKH�%RDUG�RI�7UXVWHHV��FXUUHQW�8QLYHUVLW\�SROLF\�RQ�
HTXLSPHQW�WUDQVIHUV�LQFOXGH�WKH�IROORZLQJ�SURYLVLRQV��

�
a. 6LQFH� JUDQWV� DQG� FRQWUDFWV� DUH� DZDUGHG� WR� WKH� 8QLYHUVLW\� DQG� QRW� WR� LQGLYLGXDO� IDFXOW\�
PHPEHUV�� DOO� HTXLSPHQW� SXUFKDVHG� ZLWK� VSRQVRUHG� IXQGV�� XQOHVV� RWKHUZLVH� VSHFLILHG� E\� WKH�
JUDQW�RU�FRQWUDFW��LV�WKH�SURSHUW\�RI�WKH�8QLYHUVLW\��

�
b. (TXLSPHQW� SXUFKDVHG� XQGHU� JUDQWV� DQG� FRQWUDFWV� LV� LQWHQGHG� IRU� XVH� LQ� WKH� UHVHDUFK� DQG�
HGXFDWLRQDO�SURJUDPV�RI�WKH�8QLYHUVLW\��

�
c. :KHQ�D�IDFXOW\�PHPEHU�OHDYHV�WKH�8QLYHUVLW\�IRU�DQRWKHU�$FDGHPLF�3RVLWLRQ��LW�LV�DQWLFLSDWHG�
WKDW� HTXLSPHQW� ZKLFK�KDV� EHHQ� SXUFKDVHG�ZLOO� XVXDOO\� FRQWLQXH� WR� EH�QHHGHG� LQ� WKH� RQJRLQJ�
UHVHDUFK�DQG�RU�HGXFDWLRQDO�DFWLYLWLHV�RI� WKH�VSHFLILF�GHSDUWPHQW�FRQFHUQHG��DQG�ZLOO� WKHUHIRUH�
UHPDLQ�DW�WKH�8QLYHUVLW\��

�
d. :KHQ�D� IDFXOW\�PHPEHU� UHTXHVWV� WKDW�FHUWDLQ�VSHFLDOL]HG�HTXLSPHQW�EH�PDGH�DYDLODEOH� IRU�
WUDQVIHU� WR� WKH�QHZ� LQVWLWXWLRQ��VXFK�UHTXHVWV� UHTXLUH�DSSURYDO� IURP�WKH�'HSDUWPHQW�&KDLU�DQG�
'HDQ��,Q�WKHVH�FDVHV��WKH�(TXLSPHQW�&KDQJH�RI�6WDWXV�IRUP�PXVW�EH�FRPSOHWHG��

�
�

3. Sold/Traded 
 

7KLV�RSWLRQ�LV�XVHG�IRU�VROG�HTXLSPHQW�RU�ZKHQ�WKH�HTXLSPHQW�LV�XVHG�DV�D�WUDGH�LQ�IRU�DQRWKHU�SLHFH�
RI�HTXLSPHQW��3OHDVH�LQFOXGH�DOO�LQIRUPDWLRQ�RQ�KRZ�PXFK�PRQH\�ZDV�UHFHLYHG�IURP�WKH�VDOH�DQG�WKH�
6SHHGW\SH�LQ�ZKLFK�SURFHHGV�ZHUH�GHSRVLWHG��RU�ZKDW�QHZ�SLHFH�RI�HTXLSPHQW�ZDV�UHFHLYHG�LQ�UHWXUQ�
IRU�WKH�ROG�HTXLSPHQW��
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A. Data Collection . 

B. Information Entered and Stored in Asset Management . 

�
�

�

1. Asset Management 
 

'DWD�WR�EH�LQWHJUDWHG�LQWR�$0�LV�FROOHFWHG�E\�$FFRXQWV�3D\DEOH�YLD�SXUFKDVH�RUGHUV�DQG�LQYRLFHV��7KH�
EDFN�XS�GRFXPHQWDWLRQ�LV�UHYLHZHG�E\�($�ZKLFK�ZLOO�PDNH�DQ\�FKDQJHV�RU�GHOHWLRQV�DV�QHFHVVDU\��
2FFDVLRQDOO\�WKH�HVWDEOLVKPHQW�RI�D�QHZ�DVVHW�LQ�$0�ZLOO�QRW�EH�SRVVLEOH�YLD�WKH�$FFRXQWV�3D\DEOH�
LQWHJUDWLRQ��,Q�WKHVH�FDVHV��WKH�QRUPDO�EDFN�XS�GRFXPHQWDWLRQ�ZLOO�EH�UHYLHZHG�E\�($�DQG�WKH�DVVHW�ZLOO�
EH�PDQXDOO\�HQWHUHG�LQWR�WKH�V\VWHP��

�
2. General Ledger 

 

$�PRQWKO\�TXHU\�RI�DOO�FKDUJHV�SRVWHG�WR�WKH�PDMRU�HTXLSPHQW�H[SHQVH�DFFRXQWV�³������´��³������´��
³������´��DQG�³������´�ZLOO�EH�UHYLHZHG�E\�($��7KLV�TXHU\�VHUYHV�DV�WKH�PDVWHU�OLVW�RI�PRQWKO\�DGGLWLRQV�
RI�&DSLWDO�(TXLSPHQW�WKDW�IORZ�WKURXJK�WKH�8QLYHUVLW\¶V�ILQDQFLDO�V\VWHP��($�ZLOO�UHYLHZ�WKH�³H[SHQVH´�
HQWULHV�WR�PDNH�VXUH�WKH\�PHHW�WKH�HTXLSPHQW�FDSLWDOL]DWLRQ�UHTXLUHPHQWV��HLWKHU�WKURXJK�UHYLHZ�RI�EDFN�
XS�GRFXPHQWDWLRQ�VHQW�E\�$FFRXQWV�3D\DEOH��RU�E\�GRFXPHQWDWLRQ�DFFRPSDQ\LQJ�MRXUQDO�HQWULHV��($�ZLOO�
PDWFK�WKH�MRXUQDO�HQWU\�WR�WKH�DVVHW�FUHDWHG�LQ�$0��,I�WKHUH�LV�QR�FRUUHVSRQGLQJ�DVVHW��($�ZLOO�QRWLI\�
$FFRXQWV�3D\DEOH��ZKR�ZLOO�UHVHDUFK�WKH�H[FHSWLRQ��,I�D�MRXUQDO�HQWU\�LV�IRXQG�ZLWKLQ�WKH�*HQHUDO�/HGJHU�
WKDW�GRHV�127�PHHW�WKH�HTXLSPHQW�FDSLWDOL]DWLRQ�UHTXLUHPHQWV��($�ZLOO�QRWLI\�WKH�FUHDWRU�RI�WKH�MRXUQDO�
HQWU\��ZKLFK�FRXOG�EH�$FFRXQWV�3D\DEOH��D�GHSDUWPHQW��RU�D�VFKRRO��DQG�UHTXHVW�DGGLWLRQDO�LQIRUPDWLRQ�
VKRZLQJ�ZK\�WKH�LWHP�VKRXOG�EH�FRQVLGHUHG�PDMRU�HTXLSPHQW��2QFH�GHWHUPLQDWLRQ�KDV�EHHQ�PDGH�E\�($�
WKDW�WKH�MRXUQDO�HQWU\�GRHV�QRW�PHHW�WKH�HTXLSPHQW�FDSLWDOL]DWLRQ�UHTXLUHPHQW��D�FRUUHFWLQJ�MRXUQDO�HQWU\�LV�
PDGH�E\�WKH�($�WR�WUDQVIHU�RXW�RI�WKH�PDMRU�HTXLSPHQW�DFFRXQWV��7KH�*HQHUDO�/HGJHU�DQG�$0�
UHFRQFLOLDWLRQ�LV�GRQH�DW�OHDVW�RQ�D�TXDUWHUO\�EDVLV��

�
�
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8. Speedtype 
 

$�QLQH�FKDUDFWHU�ILHOG�WKDW�SRSXODWHV�SUH�VSHFLILHG�&KDUW)LHOG�YDOXHV�IRU�RQH�RU�PRUH�ILHOGV�LQ�3HRSOH6RIW��
)RU�H[DPSOH��WKH�3URMHFW��'HSDUWPHQW��&ODVV�DQG�)XQG�ILHOGV�DUH�DXWRPDWLFDOO\�SRSXODWHG�EDVHG�RQ�WKH�
6SHHGW\SH�YDOXH�WKDW�LV�HQWHUHG��

�
9. Acquisition/Placement Date 

 

7KHVH�WZR�ILHOGV�UHSUHVHQW�WKH�GDWH�WKDW�WKH�LWHP�ZDV�SODFHG�LQWR�VHUYLFH�DQG�ZKHQ�GHSUHFLDWLRQ�EHJLQV��

���Purchase Order Number 

$�WHQ�FKDUDFWHU�ILHOG�OLVWLQJ�WKH�3XUFKDVH�2UGHU�QXPEHU�IRU�D�SLHFH�RI�HTXLSPHQW��7KLV�LQIRUPDWLRQ�ZLOO�
RQO\�EH�DYDLODEOH�LI�WKH�LWHP�ZDV�DGGHG�WR�$0�E\�ZD\�RI�$FFRXQWV�3D\DEOH�WKURXJK�WKH�LQWHJUDWLRQ�
SURFHVV��$OO�HTXLSPHQW�LWHPV�PDQXDOO\�DGGHG�WR�$0�GR�QRW�KDYH�D�3XUFKDVH�2UGHU�QXPEHU�OLVWHG��7KLV�
LQIRUPDWLRQ�LV�DYDLODEOH�RXWVLGH�RI�$0��

�
11. Department 

 

$�VL[�GLJLW�QXPEHU�WKDW�LQGLFDWHV�WKH�VFKRRO�RU�PDQDJHPHQW�FHQWHU�DQG�WKH�GHSDUWPHQW�ILQDQFLDOO\�
UHVSRQVLEOH�IRU�WKH�HTXLSPHQW��7KLV�ILHOG�LV�D�SUHVHW�YDOXH�WKDW�LV�GHULYHG�IURP�WKH�6SHHGW\SH�FKDUJHG�IRU�
WKH�HTXLSPHQW�SXUFKDVH��7KH�ILUVW�FKDUDFWHU�LGHQWLILHV�VFKRRO�RU�PDQDJHPHQW�FHQWHU�ORFDWLRQ��7KH�VHFRQG�
FKDUDFWHU�LGHQWLILHV�WKH�@0
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Appendix A ±�(TXLSPHQW�&KDQJH�RI�6WDWXV�IRUP�
�

Appendix B ±�3K\VLFDO�,QYHQWRU\�6FKHGXOH�
�

Appendix C ��(TXLSPHQW�%XLOGLQJ�&RGH�5HIHUHQFH�*XLGH�

SECTION III – APPENDICES 
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This form is to be used to notify Equipment Accounting of 
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�
�
�
�

$33529$/6�� �
�
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Appendix B – Physical Inventory Schedule 
 

&DVH�:HVWHUQ�5HVHUYH�8QLYHUVLW\�

&RQWUROOHU
V�2IILFH�

3K\VLFDO�,QYHQWRU\�6FKHGXOH�
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Appendix C-1 – Building Code Reference Guide 
&RPPRQO\�8VHG�8QLYHUVLW\�%XLOGLQJ�&RGH�

�6RUWHG�E\�%XLOGLQJ�1DPH��
�

�
Building Name 

�
Bldg # 

 �
Building Name 

�
Bldg # 

 �
Building Name 

�
Bldg # 

$GHOEHUW�*\P� �%���  0DQGHO�&HQWHU�IRU�1RQSURILW� �'���  6TXLUH�9DOOHHYXH�)DUP���&KLFNHQ�+RXVH� )%���




