
Off Campus Use of Equipment Policy and Procedures

ASU Policy: http://www.asu.edu/aad/manuals/pcs/pcs505.html
University and sponsor-owned equipment must be used only for university purposes, not for personal purposes.

1. Complete a Temporary Off-Campus Loan of Equipment form at http://www.asu.edu/purchasing/forms/temp_off_campus_loan.pdf. 
2. Verify that the loaned equipment has an ASU property control number (ASU PC#). If there is no property tag, contact Kelly Phillips about acquiring one.*

3. Send the completed and signed form to Kelly Phillips for approval before removing the equipment off campus. Kelly will photocopy the approved form and keep one photocopy with the equipment on loan and one for departmental files. She will forward the original to Property Control.

4. Return the loaned equipment to its permanent location on or before the return due date.

5. Complete the bottom portion of the Temporary Off-Campus Loan of Equipment form.

6. Return form to Kelly for departmental approval.

7. Kelly will forward a photocopy of the bottom portion of the form to Property Control.

*Property Control does not require the Temporary Off-Campus Loan of Equipment form if the property is not capital equipment; however the department will need to maintain a copy in case the asset is stolen, damaged or lost so the asset information can be tracked for police and insurance records.  Property Control will then need to retire the asset from the system.

Equipment that is being used by multiple students should be listed under the advisor’s name on the Temporary Off-Campus Loan of Equipment Form. The advisor will be responsible for monitoring the current location of the equipment.
All ASU owned property is covered under the self insurance program. However, if there is any other applicable insurance, then that insurance becomes primary. Whenever anyone takes ASU property off-campus and the property is in their care, custody and control, then their personal insurance is primary. 
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