6C4-4.003 University Property.

(1) Definition of “Equipment” or “Property”. The words “equipment” or “property” used herein are interchangeable and refer to tangible items of personal property of a non-expendable nature, the normal life of which is one year or longer and the cost of which is $500.00 or more. Regardless of source of funds, all items meeting the above definition will be considered as property. Source of funds may include items purchased from Expense, Operating Capital Outlay, State and Federal surplus, and Construction funds. In addition, Hardback-covered bound books that are circulated to students or the general public, the value or cost of which is $25 or more, the hardback-covered bound books, the value or cost of which is $100.00 or more, are considered property and will be purchased from Operating Capital Outlay funds.

(2) Identification. All property acquired by the University, whether by purchase, fabrication or gift which is practicable to identify by marking, will be marked with a property identification number by one of the following methods:

(a) Bar Code Label with readable number.

(b) Indelible pencil.

(c) Etching needle.

(d) Metal Tags.

(e) Steel Dies.

(f) Branding Irons.

(g) Paint or Stencils.

(3) Physical Inventory.

(a) All University property must be physically inventoried annually and it is required that property be inventoried upon change of accountable officer to establish responsibility for such items. It is the accountable officer’s responsibility to maintain control over all equipment listed on his or her inventory. Accountable officers must also maintain control over items with a value under $500.00.

(b) Finance and Accounting’s Property Department staff will conduct cyclical property inventories and have the responsibility for University property management and control techniques.

(4) Disposition – Relief from responsibility must be obtained by completion of USF Form 3008, Eff. 9/91 “Relief from Property Accountability”, incorporated herein, whenever an item of equipment is:

(a) Excess to the needs of a department – to be disposed of.

(b) Obsolete – to be used for trade-in.

(c) Worn out – to be scrapped or cannibalized.

(d) Unlocated – due to inventory shortages.

(5) Stolen Property – Any department experiencing a theft or sudden and mysterious disappearance of equipment shall immediately report this fact to the University Police. A request for “Relief from Property Accountability” form must also be completed obtaining the appropriate Vice President’s signature, and the police report case number. It is not necessary to report inventory shortages to the Police as they will be reported in accordance with “unlocated” items as described above. Upon completion of investigation, the University Police will notify Finance and Accounting if the stolen item is not recovered. Finance and Accounting will remove the item from the property record and notify the appropriate accountable officer.

(6) Off-Campus Use. When University property is to be removed from campus for some official purpose, an “Off Campus Equipment Use Permit,” USF form 6028, Eff. 9/91, incorporated herein, must be submitted. The form must be approved by the appropriate dean or division head. No new equipment shall be removed from campus prior to being decaled and having a completed and approved “Off Campus Equipment Use Permit” form.

(7) Property Transfers – Whenever property is physically relocated on a permanent basis or changes accountable officers, a USF form 3009, Eff. 9/91 “Report of Change of Location of Property”, incorporated herein, shall be completed and submitted to Finance and Accounting. When equipment is transferred on a temporary basis, it is recommended that the accountable officer maintain adequate internal records for locating all properties under his/her control.
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