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PROCEDURE:  Fixed Asset Use Procedure
OVERVIEW

Property and Equipment owned by the University of Montana is intended for institutional use and not for private purposes.  Equipment should be used by properly trained personnel and only for the manufacturer’s intended purposes, and not misused.

OPERATING PRINCIPLES
No property/equipment of the University may be used by anyone other than for official business purposes incidental to and in the course of employment with The University, except as allowed under the BOR policy 401.1. Consulting Services – Faculty.
PROCEDURES

1. Equipment Loaned to The University from an External Party
1.1. If equipment is loaned to a University department/unit by an external organization, agency or individual, the unit administrator shall advise Business Services-Property Management of the terms and conditions of the loan by memorandum and provide a copy of the loan agreement.  
1.2. When the loan is terminated, Property Management should be advised.

2. Equipment Loaned between University Departments

2.1. If University equipment assigned to one department is loaned to another University department, a memorandum of the transaction is placed on file by the lending department and a copy of the memorandum forwarded to Business Services-Property Management.  
2.2. Loaned equipment is the responsibility of the lending department and is not inventoried by the borrowing department.  When the loan is terminated, Property Management shall be notified.
3. Loan of University Equipment to an External Party
3.1. Any loan of University property to an external organization, agency or individual must have the prior written approval of the Vice President for Administration and Finance; in some cases, it may require review by Legal Counsel.

3.2. Loans to third parties of equipment, title to which is not vested in The University of Montana, but which is in the care and custody of The University, are prohibited without specific written approval of the title holder.  The written terms of sponsored program contracts should be carefully reviewed to determine the title holder.

3.3. Use of equipment loaned to an external party shall be limited to on-campus use only.    

3.4. Users of loaned equipment or leased space shall provide evidence of worker compensation and liability insurance to Property management prior to the commencement of use.  The University of Montana will not supply insurance coverage in any respect – the borrower or lessee must secure insurance personally.
3.5. Fees for usage will be calculated by determining the cost, useful life, salvage value and the expected hours of use.  In many circumstances lease of space will accompany the use of equipment.  

3.6. Lease of space associated or not associated with the use of equipment will be determined by business services.  The calculation will include the pro-rata share of the net assignable square footage (NASF) (facilities services) of the leased space as compared to the building NASF times the Missoula county average cost per square footage for commercial rentals.  Because this amount fluctuates, The University of Montana shall inquire with at least one source to determine the amount.

3.7. Computer use.  Regardless of circumstance pertaining to other equipment or space usages by an external party.  The lessee or user shall pay for the cost of connectivity and a prorated share of the departmental cost of portal rent.  The department whose space is leased, equipment or computer used, is required to provide business services the prorated share of the computer usage.  

3.8. Depending upon the terms of the contract business services may or may not bill for the space, equipment or computer use.  In any circumstance it is required by the user to pay either the amount billed or the predetermined monthly contractual cost.  Failure to do so will result in the outstanding balance turned over to collections and forfeiture of the user’s ability to use the equipment, space or computer.

3.9. The above does not affect, in any capacity, a user’s ability to use computers in regular computer labs provided they are faculty, staff, student or other employees of the University of Montana.  The computer labs are not addressed here and are not covered in any way by the policy.  

3.10. Phone usage.  Users needing a phone will be expected to pay for connectivity and the pro-rata use charged to the department.  The department is required to supply Business Services the use so the charges may be incorporated into the monthly billing (if pertinent).  If not, it’s the responsibility of the using party to pay for the phone use if addressed in the up front monthly cost.  Failure to pay for phone use will result in the forfeiture of any rights (as stated in the contract) associated with the use of equipment, space, phone and computer.  
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