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EQUIPMENT MANAGMENT
Purpose:  

To facilitate inventory control and ensure compliance with federal regulations.

Policy Statement: 

Accurate and current records shall be maintained on research and service program equipment.  The following information must be recorded upon receipt of equipment: Type of equipment and brief technical description; Manufacturer; Serial No.; Model No.; BMC property control No. (if known); exact location where equipment is kept; Personnel using equipment (beginning with PI or Program Director); Principal use; Date of purchase/acquisition; Purchase Order Number; Vendor/supplier; Acquisition cost; Warranty period; Investigational device information (if applicable); Licensing required (if applicable); Funding source and award number.

A physical inventory of equipment will be taken at least every two years to verify the existence and current utilization of, and the continued need for the equipment.  Adequate maintenance procedures shall be implemented.  The Assoc. Director(s) of Grants Administration shall be contacted to request disposal and/or transfer of research or service program equipment.  When used equipment is sold, the highest possible return will be sought.  In all cases, an initial attempt must be made to locate another internal research or service program use for the equipment before disposal will be authorized.
Guiding Regulations:

CIRCULAR A-110 (REVISED 11/19/93, As Further Amended 9/30/99) § 34

Web Reference: http://www.whitehouse.gov/omb/circulars_a110/
34. EQUIPMENT

(f) 
The recipient's property management standards for equipment acquired with Federal funds and federally-owned equipment shall include all of the following.

(1)
Equipment records shall be maintained accurately and shall include the following information.

(i) A description of the equipment.

(ii) Manufacturer's serial number, model number, Federal stock number, national stock number, or other identification number.

(iii) Source of the equipment, including the award number.

(iv) Whether title vests in the recipient or the Federal Government.

(v) Acquisition date (or date received, if the equipment was furnished by the Federal Government) and cost.

(vi) Information from which one can calculate the percentage of Federal participation in the cost of the equipment (not applicable to equipment furnished by the Federal Government).

(vii) Location and condition of the equipment and the date the information was reported.

(viii) Unit acquisition cost.
(ix) Ultimate disposition data, including date of disposal and sales price or the method used to determine current fair market value where a recipient compensates the Federal-awarding agency for its share.

(2) Equipment owned by the Federal Government shall be identified to indicate Federal ownership.

(3) A physical inventory of equipment shall be taken and the results reconciled with the equipment records at least once every two years. Any differences between quantities determined by the physical inspection and those shown in the accounting records shall be investigated to determine the causes of the difference. The recipient shall, in connection with the inventory, verify the existence, current utilization, and continued need for the equipment.

(4) A control system shall be in effect to insure adequate safeguards to prevent loss, damage, or theft of the equipment. Any loss, damage, or theft of equipment shall be investigated and fully documented; if the equipment was owned by the Federal Government, the recipient should promptly notify the Federal-awarding agency.

(5) Adequate maintenance procedures shall be implemented to keep the equipment in good condition.

(6) Where the recipient is authorized or required to sell the equipment, proper sales procedures shall be established which provide for competition to the extent practicable and result in the highest possible return.

(g)
When the recipient no longer needs the equipment, the equipment may be used for other activities in accordance with the following standards. For equipment with a current per unit fair market value of $5000 or more, the recipient may retain the equipment for other uses provided that compensation is made to the original Federal awarding agency or its successor. The amount of compensation shall be computed by applying the percentage of Federal participation in the cost of the original project or program to the current fair market value of the equipment. If the recipient has no need for the equipment, the recipient shall request disposition instructions from the Federal-awarding agency. The Federal awarding agency shall determine whether the equipment can be used to meet the agency's requirements. If no requirement exists within that agency, the availability of the equipment shall be reported to the General Services Administration by the Federal awarding agency to determine whether a requirement for the equipment exists in other Federal agencies. The Federal awarding agency shall issue instructions to the recipient no later than 120 calendar days after the recipient's request and the following procedures shall govern.

(1) If so instructed or if disposition instructions are not issued within 120 calendar days after the recipient's request, the recipient shall sell the equipment and reimburse the Federal awarding agency an amount computed by applying to the sales proceeds the percentage of Federal participation in the cost of the original project or program. However, the recipient shall be permitted to deduct and retain from the Federal share $500 or ten percent of the proceeds, whichever is less, for the recipient's selling and handling expenses.

(2) If the recipient is instructed to ship the equipment elsewhere, the recipient shall be reimbursed by the Federal Government by an amount which is computed by applying the percentage of the recipient's participation in the cost of the original project or program to the current fair market value of the equipment, plus any reasonable shipping or interim storage costs incurred.

(3) If the recipient is instructed to otherwise dispose of the equipment, the recipient shall be reimbursed by the Federal awarding agency for such costs incurred in its disposition.

(4) The Federal awarding agency may reserve the right to transfer the title to the Federal Government or to a third party named by the Federal Government when such third party is otherwise eligible under existing statutes. Such transfer shall be subject to the following standards.

(i) The equipment shall be appropriately identified in the award or otherwise made known to the recipient in writing.

(ii) The Federal awarding agency shall issue disposition instructions within 120 calendar days after receipt of a final inventory. The final inventory shall list all equipment acquired with grant funds and federally owned equipment. If the Federal awarding agency fails to issue disposition instructions within the 120 calendar day period, the recipient shall apply the standards of this section, as appropriate.

(iii) When the Federal awarding agency exercises its right to take title, the equipment shall be subject to the provisions for federally owned equipment.

Application:  

This policy applies to any movable equipment that is purchased, leased, transferred or loaned by Boston Medical Center (BMC) research and service programs.  This policy also applies to equipment purchased under sub-contracts, in which BMC retains ownership.  For the purpose of this policy, equipment is defined as a stand-alone item costing at least $5000 (including accessories, etc.) and having a useful life expectancy of at least one year. 
Responsibility:
Grants Administration Responsibilities:  To maintain an equipment database of all research equipment located on Boston Medical Center property; to reconcile equipment expenditures on sponsored projects;  to confirm that research equipment is correctly tagged; and to conduct an inventory of all physical research equipment every two years.

Departmental/Divisional Administrator Responsibilities: To ensure that equipment is consistently accounted for and records are properly maintained; to work with appropriate Grant Staff to tag equipment and collect required information; to advise Grants Administration of any disposals, transfers, and physical relocation of research equipment; and to participate in the on-site inventory reviews.

Procedure (see attached flow chart):

Tagging Equipment:  On a quarterly basis, the Business Analyst (BA) will run a “Research Equipment” query on the Financial Information System, requesting the following data on all items classified as equipment that were purchased and invoiced over the last three months.  

· Invoice Date

· Posting Date

· Purchase Order Number

· Invoiced Amount ($)

· Vendor Name (and number)

· Description of Equipment
· Department

· Section

· Principal Investigator

· Awarding Agency’s Grant/Contract Identification Number

· Title of Grant/Contract

· Accounting Unit

· Activity Number
· Account Code and Description (for example, “equipment,” “computer equipment,” etc).
The Post-Award Manager, Special Projects (hereafter referred to as Manager) reviews this database, and will enter all research equipment items over $5,000 into the “Equipment Monitoring ” access database.  Any items under $5,000 that have been classified as “equipment” will be identified and separated into a “transaction list”, which will be distributed to the appropriate GA, who will then perform a journal entry to correct the item’s classification.  The Manager will assign a tag number to the piece of equipment, and will print out a copy of the “Equipment Inventory Form” (Attachment B) with the following information:

· Invoice Date (Date of Purchase/Acquisition)
· Purchase Order Number

· Activity Share
· Total Cost ($)

· Vendor Name 
· Description of Equipment

· Department

· Section

· Principal Investigator

· Awarding Agency’s Grant/Contract Identification Number

· Title of Grant/Contract

· Activity Number

· Tag number

The Manager will attach a detachable TAG to this form and will schedule a time to meet with the  Department/Divisional Administrator to complete the equipment inventory form with the information below (if available) and tag the piece of equipment. 

· Manufacturer

· Model Number

· Serial Number

· Exact Location (Building, Floor, Room)

· Useful Life (for Depreciation calculations)

· A full description (if not clear from the grant expense reports)

Once the Manager has completed the equipment inventory form, s/he will update the Equipment Monitoring Access Database, and also file a copy in the appropriate equipment inventory folder. 

Movement/Transfer of Equipment:  If a piece of equipment is physically moved to a new location within BMC or transferred interdepartmentally (not necessarily physically relocated), this process is defined as “movement.”   The Departmental/Divisional Administration let the Manager know so that the equipment inventory database can be updated to reflect the movement.  
A piece of equipment is “transferred” if it is permanently moved from BMC to another entity.  (See below “Disposition of Equipment”)  Grants Administration must be informed immediately of any permanent transfers of research equipment to outside entities, particularly equipment that was originally funded by a Federal Agency.  Divisional/Department Administrators are responsible for informing the GAs of any equipment “transfer” requests.  A copy of all the approved equipment transfer documents is given to the Manager so that the Equipment Inventory Database can be updated. 

Disposition of Equipment (When Principal Investigator Leaves BMC): The decision to transfer equipment to another institution is at the discretion of Boston Medical Center Corporation.

1. Transfer Requests/Authorization.  Requests to transfer research equipment must be submitted in writing by the Principal Investigator, through his or her departmental administrator, to the Grants Administration Office at least three months prior to the proposed date of transfer.  The Chief of the Division (if necessary), Chair of the Department, and authorized signatory for Grants Administration must sign off on the attached Equipment Transfer/Disposal Approval Form (see Attachment A), prior to the transfer of the equipment.  If an individual grant is relinquished to another institution, equipment purchased solely from that grant will generally be permitted to transfer to the new institution.

This request must include the following information for each item of equipment: BMC property tag number; item description; model number; serial number; date of purchase; grant center number from which purchased; sponsor grant number; and cost.  Before final approval, the Associate Director(s) of Grants Administration will verify the equipment information.  
Disposition of Old Equipment:  Equipment that is either out-dated, fully depreciated and/or has no salvage value may be disposed of through trade-ins, or general trash removal. In addition, equipment purchased under a grant, which has expired, can also be sold at the discretion of the institution--as long as the equipment is not being use by other investigators in the Department/Division or was purchased through a government grant/contract. Prior to disposing of a piece of equipment, the Principal Investigator shall submit a Equipment Transfer/Disposal Form (Attachment A).  Only after the accompanying form is reviewed and verified by Associate Director of Grants Administration will approval be given for the requested disposition of research equipment.  
· Before disposing of a refrigerator and/or freezer, please call the Environmental Health Department. Environmental Health must inspect and remove the freon from all refrigerators/freezers before disposal. 
· Prior to disposing any piece of equipment with a radioactive source, such as scintillation counters, the Radiation Safety group  must inspect the equipment and remove the radioactive source before the instrument can be trashed.
· Contact IT for removal of computers, laptops, and monitors
Sponsor-funded equipment that is no longer needed by a department should be promptly processed for either transfer of disposal.  Because many sponsoring agencies have restrictions regarding equipment use and disposal, PIs should contact  BMC Grants Administration if they are unsure about possible restrictions. Divisional/Department Administrators are responsible for informing the Manager of  equipment “disposal” requests.  The GA will give a copy of the approved equipment disposal documents to the Manager so that the Equipment Inventory Database can be updated. 

Physical Inventories:  The purpose of the “Physical Inventory” is to verify the existence, current utilization, and continued need for research equipment purchased, leased, transferred, etc., with sponsored funds.  BMC is required by the federal government to do a Physical Inventory every two years.  A typical Physical Inventory will involve the following activities:

· The GAO Representative will bring a copy of the Equipment Inventory Form as well as the 

Inventory Report (Attachment D)
· A representative from the Grants Administration Office (GAO) will arrive at a pre-arranged time to the Departments/Divisions that own research equipment;

· An departmental/divisional escort will accompany the GAO representative to the first scheduled location;

· A GAO representative will verify the tag/“Asset” ID bar code;

· Key information that is verified for each asset:

· Location

· Status

· Condition

· Description

· Manufacturer

· Model number

· Serial Number

· Assets that require tagging are tagged and inventory data is documented on Equipment Inventory form;

· The GAO Representative will sign the Inventory Report and file in the Equipment Database folder
Forms:  
Equipment Transfer/Disposal Approval Form (A)
Equipment Inventory Form (B)
Inventory Report (D)

Attachment A







Date: _____________

Equipment Transfer/Disposal Approval Form

(complete and send to Grants Administration with Equipment list attached)
	(Departing) Principal Investigator: 
	     

	Department/Division:
	     

	Phone:
	     

	FAX:
	     

	E-mail:
	     

	New Location
	     

	Date of Transfer or Disposal
	     


The attached list of equipment should include the following information:

Tag Number

Description

Model Number

Serial Number

Vendor

Grant Account

Date Purchased

Purchase Price

Location (building, floor, room)

This equipment has been reviewed and approved for transfer/disposal by

Division Chief:
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(signature)                                             (date)
Department Chair:





(signature)                                             (date)
Grants Administration:





(signature)                                             (date)
Please sign and return this form along with list of equipment to Grants Administration, 600 Harrison Avenue, 2nd Floor, Boston, MA  02118.  Please contact Associate Director of Grants Administration at either 4-5646 or 4-2880 if you have any questions.

Attachment B 


Equipment Inventory Form

All equipment used for research and service program purposes must be registered with the Grants Administration Office, Boston Medical Center.  For the Grant Accountants: Once you receive this form, please tag the equipment, complete the “bolded”  information on the form, and forward the completed form to the Grants Administration Office’s Research Information Assistant.  
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Equipment Inventories will be conducted at a minimum of every two years.

*Net invoice unit price including cost of modifications, attachments, accessories, installation, duty or protective in-transit insurance.

Equipment Inventory Flow Chart



Manager meets with Dept/Div Administrator, tags equipment and completes the form.





Manager updates Access Equipment Monitoring Database





	                                                               Grants Administration Policy and Procedure


	


		Title:	Equipment Management


		Implementation Date:    October 2001


		Revision Date: 	July 2010





BA performs “Query” on Report and produces two tables:


Excludable Items (< $5000) 


Items > $5000 (equipment)





Equipment > $5000 File sent to Manager, Special Projects (post-award);  File reviewed and all equipment items > $5000 are separated into a excel database.  Manager reviews to make sure items are indeed equipment.  





Quarterly:  Business Analyst (BA) downloads “Equipment” 





GAs review files and complete journal vouchers  for Equipment items <$5000.





Report Package:


Equipment Inventory Form and Numbered Tag (sent to GAs only)





Transaction List  <$5,000


 (item 2 is sent electronically to GAs—copying supervisors and Assoc. Director of Post Award)





Manager enters information into Access Equipment Inventory Database;  creates and distributes report package 
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