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ADMINISTRATIVE FACI LI TI ES AND SERVI CES
POLICIES AND PROCEDURES MANUAL

SUB-TOPIC

ALCOHOL, TAX FREE

The University of Texas at Dallas is |licensed by the Bureau of Al cohol, Tobacco and
Firearms of the U S. Departnent of the Treasury to obtain and distribute tax free 190
proof and 200 proof al cohol for research and educati onal purposes. The annual
licensing period is May 1 through April 30.

Each January, the University forwards to the Departnment of the Treasury:

1. Li cense renewal request signed by the Vice President for Business
Affairs.

2. Report of Tax Free Al cohol User signed by the Vice President for Business
Affairs.

The location and facilities provided for al cohol storage at UTD/ Ri chardson and
UTD/ Cal l i er Center on Inwood Road in Dallas are subject to:

1. Requi rements of the U. S. Treasury Departnent.
2. Periodic i nspection by representatives of the Treasury Departnent.
A Requi si tioni ng Procedure: Al cohol is issued only to those who have been approved

by the appropriate Deans and the Vice President for Business Affairs. Prior to
Septenber 1 of each year, a letter (see Exhibit F3) authorizing specific

i ndi viduals to withdraw al cohol is submitted to the Receiving Department by the
appropriate Deans.

Requests are nade on a Central Stores Requisition form (see Exhibit F6),
conplete with proper signature authority, and nust include:

1. Type and anmount of al cohol required.

2. Account to be charged.

B. Hours of Wthdrawal : Al cohol is issued to authorized requisitioners between the
hours of 8:00 a.m and 4:30 p.m, Mnday through Friday, at both UTD/ Ri chardson
canpus and UTD/Cal lier Center.
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ALCOHOL, TAX FREE, Continued
C. Responsi bilities of Receiving Departnent: The Receiving Departnent is

responsi ble for:

1. Mai nt ai ni ng the approved inventory |evel

2. Est abl i shi ng and mai nt ai ni ng secure storage areas.

3. | ssui ng requested quantities.

Each Novenber, departnments are canvassed to |list their needs for the next |icensing
year; these requests are organi zed by Receiving personnel
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