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Relocation Equipment Off-Campus #502
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LSU Health Sciences Center New Orleans (LSUHSC-NO) property may be taken and used off-campus if used for permissible reasons and properly authorized. 
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Procedure
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Authorization of Taking Property Off-Campus
1. Title 34, Part VII of the Louisiana Administrative Code requires the University to obtain a receipt when state property is entrusted to employees taking property off-campus. Receipt and return of equipment should be sent to the Property Manager in the Asset Management Department.
After Asset Management receives information that a piece of equipment is entrusted to an employee for off-campus use, an email will be sent asking for acknowledgement of receipt of the equipment. If an employee has not received an email asking for receipt of equipment to be taken and used off-campus then an email should be sent to Asset Management. 
2.  If the property value is greater than $1,000 the item must be tagged. The department should contact Asset Management/Property Control to complete this process or refer to policy #401 Identifying Purchased Equipment. 
Certification and Inventory of University Equipment
In accordance with the Louisiana Administrative Code Title 34 Section 305, a yearly inventory is performed for all LSUHSC-NO off-campus property. Each off-campus moveable equipment item will be inventoried by a form letter or other form of official acknowledgement of receipt.
1.  The form letter is sent to the custodian of the equipment and this individual must sign the form to acknowledge the equipment’s location or notify Asset Management/Property Control of any changes. 

2.  Department Heads, Deans, or Vice Chancellors are also required to sign the form to signify the department’s continued authorization of the equipment to be used off-campus. 

Required Return of Equipment

Off-campus equipment should be returned to the University prior to an individual’s separation or upon notice by the Department Head, Dean, Vice Chancellor, Property Manager, or other authorized individual without reason or notice. Failure to produce the property could result in the individual reimbursing LSUHSC-NO the cost of the property. 

When an individual returns property from off-campus notification must be sent to the Property Manager in the Asset Management Department. 
Appropriate Use of Equipment used Off-Campus

LSU Health Sciences Center New Orleans (LSUHSC-NO) property may be taken and used off-campus if used for permissible reasons and properly authorized. 

In accordance with Section 5-8 of the Regulations of the LSU Board of Supervisors, “no one shall use for his or her own benefit or for any other personal purposes any University System property of whatever description; and no one shall be permitted to remove from the buildings or grounds any property belonging to the University System, unless approved by the President or appropriate official designated by the President.” 

Title 34, Part VII, Chapter 5, Section 305 of the Louisiana Administrative Code requires the University to obtain a receipt when state property is entrusted to employees. Furthermore, employees to whom property is entrusted shall be liable for the payment of damages whenever his wrongful or grossly negligent act or omission causes any loss, theft, disappearance, damage to or destruction of property of his agency for which he is responsible.  (Louisiana Administrative Code Title 34, Part VII, Chapter 5, Section 305 (e)). Receipt and return of equipment should be sent to the Property Manager in the Asset Management Department. 

A yearly inventory is performed for all LSUHSC-NO off-campus property as required by the Louisiana Administrative Code Title 34, Part VII, Chapter 5, Section 305. Off-campus property should be returned to the University prior to an individual’s separation or upon notice by the Department Head, Dean, Vice Chancellor, Property Manager, or other authorized individual without reason or notice. 

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.

Permissible Use of University Owned Equipment

University owned equipment may be used only for University purposes. Permissible university purposes include the following:

1. an individual’s assigned 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.

Permissible Use of Sponsor Owned Equipment

Sponsor owned equipment may be used for its intended purpose outlined in the contract or grant.
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