UTD PROPERTY CUSTODY RECEIPT

TO:
PROPERTY ADMINISTRATION




DATE:  _________________

FM:  ____________________________________________


Custodial ID:  ___________

Name of Department with Custodial Accountability

I, the undersigned, request authorization to remove the equipment referenced below from THE UTD campus.   Removal of this property is for the following purpose(s):  _______________________________________________

_____________________________________________________________________________________________

I further certify that:

*
The purpose(s) previously stated constitutes official business of UTD.

*
I assume pecuniary responsibility during the temporary removal of said property.

A person is pecuniary liable or the loss sustained by the state if, among other things, agency (university) property is damaged or destroyed as a result of an intentional wrongful act or of a negligent act of any state (university) official or employee. (Texas Government Code, Section 403.275)

*
Appropriate insurance coverage has been provided (optional).

*
The property will be used at the following location:

_____________________________________________________________________________________________

Complete street and/or mailing address

The equipment will be removed from campus on _______________ and returned to campus on ________________

Printed Name _____________________________________   Signature ___________________________________

Title ______________________________   Department ______________________________   Date  ___________

UTD TAG #
DESCRIPTION




SERIAL #

INV VALUE

__________
_________________________________________
__________________
_________

__________
_________________________________________
__________________
_________

__________
_________________________________________
__________________
_________

__________
_________________________________________
__________________
_________

__________
_________________________________________
__________________
_________

__________
_________________________________________
__________________
_________

Approval:

Department Head __________________________   Signature ________________________   Date __________

Property Custody Return Receipt

Property Returned to:  _________________________________

_______

______________



        Signature of Designated Authority


Date

Location

(See reverse side for instructions)

Instructions For Completing The UTD Property Custody Receipt

The purpose of completing a UT - Dallas Property Custody receipt is to authorize the removal of state (university) property from campuses.  The purpose of removal must constitute official state (university) business, and may not be for personal use.

It is requested that the following procedures be followed when completing this receipt:

1
Use the date the form is initiated.

2
Record the name of the department with custodial accountability, along with the account 
the account number of the custodial authority.

3
Note the official purpose for which the property will be used during its removal.

4
Record the complete mailing address at which the property will be located.

5
 Record the date parameters in which the property will be retained off campus.  The return date should not exceed August 31st of the current fiscal year.

6
The individual removing the property must record his/her name, title, department and then sign and date the form.

7
List each item to be removed by recording the equipment's UTD inventory number, description, serial number, and inventory value.  This information may be obtained from the department's custodial inventory account listing or by contacting the Property Administration Office at extension 2150.

8
Approval must be obtained by having the Department Head or Director with custodial responsibility sign and date the form.  Approval must be obtained prior to removal of equipment from UTD campuses.

9
Follow the routing instructions as referenced below.

Special Note

Because UTD does not insure it’s property, and the authorize individual may be held pecuniarily liable for the loss of or damage to state (university) owned property, if the loss/damage is due to negligence, authorized individuals removing equipment from the campus may want to review their personal insurance policy to determine if their policy covers equipment held in trust during it’s off-campus use.

Routing Instructions

1
After completion of the UT - Dallas Property custody receipt, mail the original form to the Property Administration Office at mail station SB14.

2
Forward a photocopy to the University Police at mail station PG11.

3
Retain a photocopy for departmental files.

4
Retain a photocopy with the equipment.

Returning Property To Campus

1
Complete the bottom section of the form entitled "Property Custody Return Receipt".  Include the building and room number designation for the returned property.

2
Follow the routing instructions as referenced above.

