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Policy Summary
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Policy -Application
This policy applies to al
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UW-Madison define ital egHipment assets as any individual item which has a per-unit
. acquisition or fabrie;
building), and has a usefui f at least one year It does not include real property (land), most
software, animals or library holdings. In fulfillment of its mission and compliance
responsibilities, UW-Madison must maintain an accurate inventory system and procedures which
safeguard assets, and assure financial accountability, reporting accuracy, adequate insurance,
efficient utilization and appropriate disposition of all capital equipment. Policy details are
organized into capital equipment asset life-cycle stages: (I) acquisition of assets, (II) tagging and
physical inventory tracking and (II) final dispositions. In addition, this pohcy includes detail on
the Departmental Property Administrator role (section IV).




I. Acquisition of Assets
A. All capital equipment asset purchases must be placed on institutional inventory records

regardless of their funding source(s) or ownership title (Federal or University). Link to
Procedures 50X.

B. Gifts In Kind (GIK) are non-monetary gifts, which if they meet the definition of capital
equipment assets, must be added to institutional records. Book value must be based on a
written estimated fair value of the GIK. Link to Procedures 50X.

C. Departments hiring new research-related employees can execute a Transfer-In of capital
equipment assets without purchase from the new hire’sffotmer institution. Departments of
new hires who negotiate a transfer-in of capital equipment asset(s) must notify their DPA

and Property Control of the incoming item(s). LifikfoRrocedures 50X.
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I1. Tagging and Physica nyentory Tracking

A. All capital equipmentmust be tagged with the appropriate asset ID tag (Federal or
University owned), and records completed in the central asset management system when
the asset, whether purchased or fabricated, is put into service. Link to Procedures 50X.

B. Asset tags must be placed on a routinely visible location of the asset. Capital equipment
that is designated as “untaggable” must still have inventory records completed in the
central asset management system. Link to Procedures 50X.

C. A physical inventory of all capital equipment within the custody of UW-Madison must be
completed every year. Any discrepancies between quantities or locations determined by
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the physical inspection and those shown in the central asset management system must be
investigated to determine the causes of the discrepancy and reconciled. Link to
Procedures 50X,

D. Departments have up to 15 business days from the last physical inventory or audit to
locate items if they weren’t found in their last known documented location. Link to
Procedures 50X.

E. Anasset should be reported as lost only after a concerted effort has been made to find it.
Property Control will remove items from active records as lost with a written request
from the Department Chair/Dean or Director. Link to Pracedures 50X.

F. Any capital equipment asset that was previously repo:
deactivated in the central asset management syste
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III. Final Dispositions
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Consequences for Non-Compliance
Failure to comply with this policy may result in cg

e Disciplinary action,
e The filing of a police report to initiate:
e Absent a finding of theft or fraud, individ

for the current value of the property

Wis. Stat. s.36.11

Supporting Tools

. Canmbahzatmn An

et is relinquished to a vendor in exchange for the reduction in
ew similar asset.

price towards the p

Sset is removed from active service (retired), but remains on campus
for the purpose ‘of supplylng spare parts for another (same or similar) piece of equipment
that's still in service.

. Capital Equipment Asset - An acquisition qualifies as capital equipment if it meets these
four criteria:
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a. Item has a per-unit acquisition cost of $5,000 or more before any applicable trade-
in allowance, or qualifies as a fabrication with a cost of $5,000 or more.

b. The acquired item has a useful life expectancy of one year or more.

c. The item is moveable; that is, it is not permanently affixed to a building or
another object in such a way as to lose its unique identity.

d. The item is an inanimate object, typically used tezperform tasks (e.g. research,
grounds-keeping, farming, transportation, etes ms like artwork, animals and

e control and oper‘"ﬁon of the
sset will not function for its

er situation, equipment must be declared as surplus.
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11. Transfers-In - For purposes of this policy, “transfers-in” is capital equipment received from
an incoming employee’s prior institution (usually from another university). This used
equipment may transfer-in without purchase to UW-Madison, or could have an exchange of
funds under limited circumstances.

12. Transfer-Out - For purposes of this policy, transfer-out is defined as a transfer of title and
accountability for equipment to a new institution. At UW-Madison, transfers can only be
done in cases when a researcher is departing for a new institution with an ongoing sponsored
project that will be moved there, and the sponsored proje; aid for the capital equipment

asset.

13. Upgrade - For purposes of this policy, an upgrade Tefers tosubstantial improvements oosting

tasks.
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14. Untaggable As
to special circumstances
performance, etc.)

sompatible with being tagged due

tag, wouldfadversely impact asset

the Board of Regents, t oposals to providers of extramural support, and monitors fund
expenditures by PIs, RSP des Property Control with contract information specifically
related to property""(galr)ital equipment) title, funding source(s), the dollar amount, and equipment
relevant terms and conditions of the sponsored research.

Property Control Office - Responsible for the overall management of capital equipment
acquired by and assigned to the University of Wisconsin - Madison in accordance with current
state and federal policies. Management duties include establishing and maintaining necessary
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records to ensure accurate accounting and reporting of all capital equipment in the possession of
the University.

Principle Investigator (PT) - Responsible for initiating and conducting extramurally funded
research, training, or public service projects. PI is responsible to generally ensure that all
federally titled property is éxclusively utilized to support research on the contract/grant under
which it was acquired. PIs must also support the DPA in performance of their capital equipment
asset management duties.

thority, is responsible for
apital assets to SWAP, DPAs

Link to Current Policy

Link to Related Policies
Uuw System FPPP 33 — Accountabil
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