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A8. 535 Di sposal or Transfer

1. D sposal of Federal Personal Property

The University is responsible for disposing of personal
property as directed by the Federal Contracting Oficer, and to
take such action for its disposition as directed or pursuant to
the terns of the contract, grant or other agreenent.

a. Property with No Further Use or Val ue

1) The Federal sponsoring agency shall be contacted for
di sposition instructions for all Federally-owned

property.
2) Pr ocedur es

The Custodi al Departnent or Fiscal Oficer shal
prepare and submt an original and two (2) copies of
Form FM S 76, Di sposal Application (avail abl e at
http://ww. f no. hawai i . edu/ FM S/ pdf /fm s76. pdf), to

| nvent ory Managenent Section for review, approval
and disposition instructions. The foll ow ng

i nformati on nmust be provided:

a) Canpus code, date, property custodi an’s nane,
t el ephone nunber, depart nent

b) Asset nunber, decal nunber, full description of
t he property, purchase price, acquired date,
di sposal code, and current estimted val ue of
property. If property is federally-owned,
specify the grant or contract nunber and attach
a copy of the federal disposition instructions.

C) The proposed net hod of disposal

d) Signature of the Property Custodi an, Departnent
Head, or Adm nistrator
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e) Signature of the Fiscal Oficer

After I nventory Managenent approves the di sposa
application, the Custodial Departnent will be responsible
for disposal of the property in accordance with APM
A8.518-1, D sposal of Personal Property.

Transfer of Property to Another Institution

1) Federal | y-owned property furnished to support the
efforts of the transferring researcher shall be
transferred along wwth the researcher only when
witten authorization fromthe Federa
Contracting/ Gants Oficer has been obtai ned.

2) Ongoi ng Projects

Researchers transferring to another institution
generally take with themtheir ongoing projects so
that they can continue their research at the new
institution. 1In such instances the property whose
cost was charged to ongoi ng projects supported by a
Federal contract, grant or other agreenent, shall be
transferred along wwth the researcher.

3) Term nated Contract, Gant or O her Agreenent

Researchers transferring to another institution may
wi sh to take property which supports their research
but whose title vests with the University foll ow ng
termnation of the contract, grant or other
agreenent. The follow ng support docunentation
shal |l be required for the transfer of such property.

a) If the property was funded by a grant or other
agreenent, the Principal Investigator shall
provide certification to the University that
the property shall be used in accordance with
the O fice of Managenent and Budget Circul ar A-
110.

b) |f the property was funded by a contract, the
Property Custodian or Fiscal Oficer shal
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obtain witten authorization fromthe
Contracting Oficer.

4) Split-Funded Property

If the property in 1), 2) and 3) above has been
funded in part by State funds, the property shal
not be transferred fromthe University w thout the
recei pt of adequate conpensation. Refer to APM
A8.518-2, Sold or Traded-In Equi pnent.

5) Pr ocedur es

The Custodi al Departnent or Fiscal Oficer shal
prepare and submt an original and two (2) copies of
Form FM S 76, Di sposal Application (avail abl e at
http://ww. f no. hawai i . edu/ FM S/ pdf /fm s76. pdf), to

| nvent ory Managenent for review, approval and

di sposition instructions. The follow ng information
nmust be provi ded:

a) Canpus code, date, property custodi an’s nane,
t el ephone nunber, depart nent

b) Asset nunber, decal nunber, full description of
t he property, purchase price, acquired date,
di sposal code, and current estimted val ue of
property. If property is federally-owned,
specify the grant or contract nunber and attach
a copy of the federal disposition instructions.

C) The proposed net hod of disposal

d) Signature of the Property Custodi an, Departnent
Head, or Adm nistrator

e) Signature of the Fiscal Oficer
After Inventory Managenent approves the di sposa
application, the Property Custodian may transfer the
property to the other institution.

2. Transfer of Property
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Al'l property furnished by the Federal CGovernnent or whose
cost was charged to a project supported by a Federa
contract, grant or other agreenent, shall be utilized in
accordance with APM A8.532, Uilization. Transfer of
this property shall follow the sane hierarchy laid out in
APM A8. 532 unl ess specified otherwise in the contract,
grant or other agreenent.

Pr ocedur es

1) The Property Custodi an of the property shall obtain
t he necessary docunentation to support the transfer.
If the transfer is in accordance with the terns of
the contract, grant or other agreenent, a copy of
such terns would be sufficient. Oherw se, the
Property Custodi an shall obtain the foll ow ng:

a) Contracts

Witten authorization fromthe Federa
Contracting Oficer.

b) Grants or Ot her Agreenents
(1) Federally-owned property

Witten authorization fromthe Federa
sponsori ng agency.

(2) Property in which the University has title

(a) If transfer is in accordance with
hierarchy in APM A8.532, Utilization
docunentation in support of this wll
be sufficient.

(b) Al other transfers will require
witten authorization fromthe
Federal sponsoring agency.

2) The Property Custodi an shall conplete Form FM S 74,
Equi pnent Transfer (avail able at
http://ww. fno. hawai i . edu/ FM S/ pdf / f m s74. pdf) .
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a) I ndi cate the canpus code and date the form was
pr epar ed.
b) | denti fy asset nunber, decal nunber,
description, and cost of property.
C) I ndi cate the total nunber and the total cost of

the itens being transferred.

d) Conpl ete only the attributable fields that are
being transferred in the “Fronf and *“To”
secti ons.

e) Oiginal signature of the |osing and gai ning
Property Custodi ans and Fiscal Oficers are
required to acknow edge revi ew and approval of
the transfer.

In cases where the property is transferred to nore
t han one account, separate FMS Form 74 transfer
forns shall be prepared for each receiving account
code.

3) The Property Custodi an shall forward the Form FM S
74 to Inventory Managenent for processing.

Lost or Stolen Property

Lost or stolen property, that cannot be found after a thorough
search has been conducted, shall be reported by the Property
Custodi an to the canmpus security office, or police departnent
and I nventory Managenent within ten (10) days after discovery
of the loss. A Form RW-001, Report of Loss or Damage of State
Property, shall be filed for any burglary, theft, robbery, or
di sappearance of property, including funds, regardl ess of the
anount. No individual should attenpt to determ ne whether or
not any loss is insured. The Departnent of Accounting and
Ceneral Services (DAGS), Ri sk Managenent Division will decide
liability for |osses, if any, under coverage of the State
policy. In addition, the follow ng procedures apply:

a. Proof of Loss

1) The Custodi al Departnent shall prepare an original
and two (2) copies of the Report of Loss or Danage




A8. 535
p 6 of 9

of State Property along with an original and two (2)
copies of FormFM S 76, Disposal Application
(avai |l abl e at

http://ww. f no. hawai i . edu/ FM S/ pdf / f m s76. pdf), and
submt themto Inventory Managenent for processing.
At a mnimum the follow ng information nust be
provi ded on the Report of Loss or Damage of State
Property:

a) St at emrent whet her police, canpus security, or
attorney general's office was notified, and if
so, attaching a copy of the police
report/report nunber or canpus security report

b) The description, location, and unit acquisition
cost of the property

C) The date and circunstances surroundi ng the
| oss, theft, or damage; condition contributing
nost directly to the | oss; analysis of the
severity of the |l oss and the probable
recurrence rate

d) Description of the internal control procedures
or security inprovenents to be inplenented to
prevent or mnimze future | osses; dates of
i nmedi ate and final corrective actions

2) | nvent ory Managenent, upon receipt of the above
forns, shall forward one (1) copy of the Report of
Loss or Damage of State Property formto the Ofice
of Procurenent, Real Property, and R sk Managenent
(OPRPRVM Ri sk Manager.

Di sposal

The Custodi al Department or Fiscal Oficer shall prepare
an original and two (2) copies of FormFM S 76, D sposal
Application (avail able at

http://ww. f no. hawai i . edu/ FM S/ pdf / f m s76. pdf), and
forward to I nventory Managenent for review, approval and
di sposition instructions. The follow ng information mnust
be provided:
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1) Campus code, date, property custodi an’s nane,
t el ephone nunber, depart nent

2) Asset nunber, decal nunber, full description of the
property, purchase price, acquired date, disposa
code, current estinmated value of property. If
property is federally-owned, specify the grant or
contract nunber and attach a copy of the federa
di sposition instructions.

3) The proposed net hod of di sposal

4) Signature of the Property Custodi an, Departnent
Head, or Admi nistrator

5) Signature of the Fiscal Oficer

After I nventory Managenent approves the di sposa
application, the Custodial Departnent will be responsible
for disposal of the property in accordance with APM
A8.518-1, D sposal of Personal Property.

C. Relief from Accountability (Federally-Owmed Property)

The Custodi al Department or Fiscal Oficer shall prepare
Form FM S 75, Request for Relief of Accountability for
Non- Expendabl e Personal Property, (avail able at
http://ww. f no. hawai i . edu/ FM S/ pdf / f m s75. pdf), and
submt to Inventory Managenent.

| nventory Managenent shall review the request and wl|
submt recommendations to the Federal Contracting Oficer
regarding relief of responsibility and accountability.

Destroyed or (bsol ete Property

Upon witten notification fromthe Property Custodi an that an
item of property has been damaged or destroyed beyond

econom cal repair or is no |onger useful because of its
condition, it may be renoved fromthe inventory records by:

a. Di sposal

The Custodi al Department or Fiscal Oficer shall prepare
an original and two (2) copies of FormFMS 76, D sposal
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Application (avail able at

http://ww. f no. hawai i . edu/ FM S/ pdf / f m s76. pdf), and
forward to I nventory Managenent for review, approval and
di sposition instructions. The follow ng information mnust
be provided:

1) Campus code, date, property custodi an’s nane,
t el ephone nunber, depart nent

2) Asset nunber, decal nunber, full description of the
property, purchase price, acquired date, disposa
code, and the current estimted val ue of property.
| f property is federally-owned, specify the grant or
contract nunber and attach a copy of the federa
di sposition instructions.

3) The proposed net hod of di sposal

4) Signature of the Property Custodi an, Departnent
Head, or Admi nistrator

5) Signature of the Fiscal Oficer

After I nventory Managenent approves the di sposa
application, the Custodial Departnent will be responsible
for proper disposal of the property in accordance with
APM A8.518-1, Di sposal of Personal Property.

b. Relief from Accountability (Federally-Owmed Property)

The Custodi al Department or Fiscal Oficer shall prepare
Form FM S 75, Request for Relief of Accountability for
Non- Expendabl e Personal Property, (avail able at
http://ww. fno. hawai i . edu/ FM S/ pdf / f m s75. pdf), and
submit to Inventory Managenent.

| nvent ory Managenent shall review the request and wl|l
submt recommendations to the Federal Contracting Oficer
regarding relief of responsibility and accountability.

Canni bal i zi ng of Property
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Under no circunstances shall property be cannibalized for parts
wi t hout the prior approval of the Property and Fund Managenent
Ofice.

The Property Custodian shall prepare FormFM S 76, D sposa
Application (avail able at

http://ww. fno. hawai i . edu/ FM S/ pdf / fm s76. pdf), and forward to
| nvent ory Managenent Section for review and approval .

| nvent ori es Upon Term nation or Conpl etion of Governnent
Contracts

Wthin thirty (30) days after termnation or conpletion of a
government contract, the custodian or custodi al departnment
shal | perform a physical inventory adequate for disposal

pur poses of all governnent property applicable to the

term nated or conpleted contracts. In submtting a term nal
inventory to the federal agency, the property custodi an or
custodi al departnment shall certify that all materials,
supplies, and property which were furnished to the University
have been or will be reinbursed by the governnent under the
terns of the contract unless in cases when the materials or
supplies are not specifically included in the inventory and
wer e expended in performance of the work called for by the
contract.

The requi renent for physical inventories shall be waived when

the property applicable to the conpleted contract is

aut horized for use on a followon contract. In those

i nstances, the custodian or custodial departnent shall prepare
Form FM S 74, Equi pnent Transfer (avail able at

http://ww. f nmo. hawai i . edu/ FM S/ pdf / fm s74. pdf), to transfer

t he governnment property to the accountable award within thirty
(30) days after authorization notification to use property on

the foll owon award has been obt ai ned.




