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Non-Taggable Movable Property Policy
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Non-taggable movable property are tangible items that are non-consumable, have a useful life of more than 1 year but have an original acquisition cost/value of less than $ 1,000.  These items are exempt from the inventory requirements for items $1,000 or more.

However, these items are still considered state property and should be handled accordingly.
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Procedure
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Documentation
Each department is responsible for maintaining adequate documentation for non-taggable movable equipment.  

Taking Non-taggable Property Off-Campus
Non-taggable moveable property may be taken off-campus if appropriately used according to University, State, and Federal regulations. There must be a verifiable business purpose for removing the item(s) from campus. 
Appropriate use can be defined to include the following:
1. an individual’s assigned business duties at LSUHSC-NO

2. research work of a faculty member

3. cooperative endeavors, contracts, subcontracts, or other agreements that require University owned equipment to be loaned to another state, public, or private corporation or association. 

4. other activities as approved by the individual’s department chair, dean, director, or designee, as appropriate.
5. Employees should follow Chancellor’s Memorandum LSUHSC-NO CM-42 Information Technology Infrastructure for all applicable non-taggable moveable property. 

This list is not all inclusive. Taking State property off-campus for the purpose of personal use is strictly prohibited. 

Authorization by the Department Head or designated official is required for relocating non-taggable movable equipment off-campus. Proper approval and receipt includes a written authorization by using the Off-Campus equipment form or by electronic authorization (ie. email). Requests to remove non-taggable equipment should be requested/signed by the employee and approved/signed by the employee’s supervisor or Department Head. Departments are responsible for maintaining all inventory records including removal and return of non-taggable movable equipment. 

Equipment that is tagged and communications devices that are issued through Information Technology such as Blackberry’s, Wi-Fi hot spot equipment and tablets that have cellular connections are excluded from obtaining a signed Off-Campus equipment form. These items will be tracked within the Information Technology Department and will still require proper authorization and compliance with University policy. 

Off-campus property must be returned to LSUHSC New Orleans prior to an individual’s separation from the University. Upon request by the Department Head, Dean, Vice Chancellor, Property Manager, or other authorized individual, the individual may be required to return off-campus property if there is no longer a business need. 

Violation of this policy constitutes misuse of University equipment, materials, services and other property and may result in University disciplinary action and/or criminal charges.
Surplus and Scrap of University Equipment
University departments are responsible for coordinating with Asset Management, I/T Administrators, and/or Safety for the disposal of all surplus or scrap non-taggable moveable property. 
