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A8.510 Property Requiring Special Handling

1. Loaned Property

a.

Loan of Property to Wiich the University Does Not Have
Title

Property not vested in the University but is inits care
and cust ody, cannot be | oaned wi thout the specific
witten approval of the title holder. Exanples are:
Leased property, Federally-owned property, contractor’s
denonstration property.

I ntranural Loan of University Property

| f property is |oaned to another departnment for a short
period, a menorandum of the transaction should be filed
in the |l ending departnment with a copy to the receiving
departnment. If the period of the | oan exceeds one year,
t he | endi ng departnent shall prepare Form FM S 74,

Equi prent Transfer (avail abl e at

http://ww. f no. hawai i . edu/ FM S/ pdf / fm s74. pdf), and
forward the conpleted formto the Inventory Managenent
Secti on.

Extramural Loan of University Property

Any | oan of property to an external organization or to an
i ndi vi dual shall have the prior approval of the head of
the Custodi al Departnent or the Inventory Managenent
Section. Wen such | oans are made, there shall be a
witten agreenent executed between the University and the
borrower regarding indemification of the University

agai nst | oss, damage, and liability. Property Loan and

| ndemi fi cati on Agreenent by Non-University Personnel
provides a format for an indemnification agreenment which
shal | be executed relative to the extranural |oan of
University property. Prepared copies of the agreenent
shall be forwarded prior to the |loan of property to the
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| nvent ory Managenent Section for final execution and
di stribution.

Loan of Property to the University from Non- Gover nment
Ext ernal Organi zati ons

The | oan of property for denonstration or approval
purposes is not recorded in the inventory. However, any
such [ oan shall have the prior approval of the head of
t he Custodi al Departnent.

| f approved, an property | oan agreenent shall be prepared
by the Fiscal Oficer of the using departnent. Such a
menor andum shall clearly set forth t hat the vendor
assunes all responsibility for the property, describes
the property, provides a brief description of its

i ntended denonstration, and the period of tine involved.
Decal s shall not be affixed to such property.

| nt er - Canpus Loan of Property

An inter-canpus |oan of property requires the prior
approval of the head of the Custodial Departnment. |If the
period of the | oan exceeds one year, the |ending
departnent shall prepare Form FM S 74, Equi pnent Transfer
(avai |l abl e at

http://ww. f no. hawai i . edu/ FM S/ pdf / fm s74. pdf), and
forward the conpleted formto the Inventory Managenent
Secti on.

Loan of Property for Personal Use

1) The personal use of University property is not
permtted. It nust be used only in conjunction with
University activities in the performance of
University job responsibilities.

2) Exception:
Property may be renoved fromthe canpus only when

a) Such renoval is in the best interest of the
Uni versity.

b) Approval has been granted by the head of the
Cust odi al Departnent head on UH Form 30, Recei pt
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for Tenporary Use Of Canpus of University-Omed
Property by a University Enpl oyee.

c) Property nust be returned as soon as practicable,
but no | ater than one year after initial receipt.

Personal |y Omed Property

If a University enpl oyee keeps personally owned property on
canmpus, it should be reported to the departnent head and
identified as the property of the owner. The University is
not responsible for |oss of or danage to personal property.
University decals shall not be issued and affixed to such
property. The University shall not pay for repairs or

mai nt enance to such property.

Collection of Art and Scientific Qbjects

a. Collections may be recorded as "G ouped Itens" (e.g.,
collection of oil paintings, collection of video-tapes)
and are not assigned a property decal nunber. The
Custodi al Departnent shall nmaintain detailed records for
each itemincluded in an art or scientific collection.

b. Acquisitions of single art or scientific objects which
are not a part of or added to collections are recorded in
the inventory. A decal is issued and affixed to such

property.



