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Roles:

The FSU On-Line Policies and Procedures [Dec 2003] define the following roles:

· Inventory Taker – 
The department Inventory Taker is an individual designated by the Dean or Director who has been assigned the responsibility for the inventory of property. To help maintain adequate internal controls, this person should not be the Property Custodian or the department Property Manager. In small personnel-limited departments, the Property Manager may inventory the property; a memorandum should be included with the final inventory statement explaining the circumstances. [FSU On-Line Policies and Procedures, Dec. 2003]
· Custodian  –

The President is the custodian for all University property. Custodial responsibility is delegated to the Vice Presidents, Deans and Directors. The Vice President, Dean or Director may delegate this responsibility to another individual by sending a memorandum specifying the delegate and the organizational codes for which the delegate will be responsible to the Property Accounting Services (PAS) Office. This individual becomes the Property Custodian. In the case of contract and grant acquired property, and as long as the contract or grant is active, the Principal Investigator is the Property Custodian. The property Custodian must be an authorized signor on the property related organizational codes. [ FSU On-Line Policies and Procedures, Dec. 2003]
· Property Manager – 

The department Property Manager is the individual designated by the Vice President, Dean or Director who has been assigned the responsibility for the identification of University property and the maintenance of the department's property records. The assignment of this responsibility does not relieve the Vice President, Dean or Director from accountability for property assigned to his or her area. [FSU On-Line Policies and Procedures, Dec, 2003]

In the Department of Computer Science, for computer and network equipment listed under organization codes administered by department the Property Manager is the Computer and Network Administrator of the Department.

Certain authorities and responsibilities of the Custodian and Property Manager are delegated in this department to the person holding the role of Virtual Owner, which is defined as follows:
· Virtual Owner – This is the Custodian or the person to whom the Custodian has further delegated responsibility and authority for a given item. Only full-time employees of the department may be Virtual Owner.  The Virtual Owner decides who uses the item and where the item is to be located.  The location of property in space is subject to consent of the individual to whom management of the space has been delegated by the University or Department.  The Virtual Owner of is responsible for knowing where the equipment is located, and keeping the Property Manager informed of its location.  The Virtual Owner of an item is expected to assist the inventory taker in locating the item, and can be held accountable if the item is missing.
The principle of Virtual Ownership is that the Virtual Owner may behave in certain respects as if that person were the owner of a property item, though the actual legal owner is the University.

Property Categories and Virtual Ownership:

1. Special Property – This is property bought using funds from a contract or grant, or faculty startup.  It includes property listed on the inventory under organization codes of active contracts and grants, but also includes property listed on the inventory under the organization code of the department if the item was purchased from a faculty “start up” allocation, contract, or grant budget.  For such items, the Virtual Owner is determined as follows:

a) If the item was purchased from a startup allocation, the Virtual Owner starts out as the faculty member to whom the startup allocation was granted.

b) If the item was purchased from a contract or grant, the Virtual Owner starts out as the PI of the contract or grant.

c) The Virtual Owner of an item may transfer Virtual Ownership, by mutual agreement.  This transfer must be reported, in writing, to the Custodian and Property Manager.   (The Property Manager should provide an on-line form for reporting this information.)

Suppose a faculty member A is Virtual Owner of some Special Property not presently needed for her/his research, but for which the faculty member anticipates a possible future need.  In this case A may wish to allow another person B (possibly the Department, for TA and general computer usage) who needs the property to use it.  There are two ways this can be done:

a) A maintains Virtual Ownership of the property, but allows B to use it, generally in space assigned to B.  In this case, A may preempt B whenever A needs the item.

b) A transfers Virtual Ownership to B.  In this case, A and B need to agree in advance on the terms and conditions under which B will return Virtual Ownership to A. The Department policy is to encourage and recognize such collegial agreements, but not to take responsibility for recording or enforcing them.

In both cases, A must recognize that the equipment may break, wear out, or be lost, and so B may not be able to return it in the condition it was first transferred.

2. General Departmental Property – This is all the other property listed on inventory under organization codes (those starting with “1327”) for which the Department is responsible.  The Virtual Owner of General Departmental Property is the System and Network Administrator of the Department.

Movement of Property:

· All equipment movement must have the permission of the Virtual Owner.

· The Systems Group of the Department is responsible for the movement of all equipment whose Virtual Owner is the Department.

· The Systems Group should move other equipment at the request of the Virtual Owner.

· Property can be moved by the Virtual Owner within office, lab, and RA space (including space for fellowship students) assigned to the Virtual Owner, or to other space if approved by the person to whom the space is assigned.

· The person who moves an item is responsible for reporting the change in location to the Property Manager of the item, in writing, within twenty-four hours.  The Property Manager should provide a form for this purpose.

Nothing in this policy is intended to conflict with or supersede University policies and procedures. (See warning below.)

Warning: 

This policy does not remove the University requirement to obtain permission to remove FSU owned property from campus, or the forms and procedures for obtaining and recording such permission.  No one (not the Custodian, Property Manager, or Virtual Owner) is allowed to take FSU-owned property off-campus without filling out and obtaining approval, via an Equipment Use Request Form (http://www.vpfa.fsu.edu/control/forms/fillin/er244.pdf).  This form must be renewed annually.

