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	UCLA CORPORATE FINANCIAL SERVICES

	
	AUTHORIZATION TO USE UNIVERSITY PROPERTY

IN AN OFF-CAMPUS LOCATION

Wilshire Ctr Bldg. Suite 500, Mail Code 143348


Use this form to record property loans between departments of the University and private individual, agencies, or other campuses, whereby said property is loaned by the University for purposes of instruction, demonstration, experimentation, administrative support or research and is used on premises other than those of the University of California.

	Lending Department: ____________________________
	Borrower:___________________________________________

NAME

	Contact Name:          _____________________________
	TITLE

	Department Address: ____________________________
	AGENCY,CAMPUS or DEPARTMENT

	                                   ____________________________
	LOCATION

	Dept. Custody Code/Dept. Phone: _________________
	TELEPHONE NUMBER


	UC PROPERTY NO.

(IF APPLICABLE)
	EQUIPMENT

SERIAL NO.
	DESCRIPTION

Including all component parts (Manufacturer and Model)
	ORDER or REFERENCE NO.
	COST/VALUE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Condition of property at time of loan (see reverse for inventory condition codes):* ______________________________

Location of property during loan period:  _________________________________________________________


PERIOD OF AUTHORIZATION: Date From: __________________________    Date To: __________________________

TERMS OF LOAN:  This property described above is loaned to the user named above for the mutual benefit of the user and the University, and is to be used for the purpose of instruction, demonstration, experimentation, research or administration support. Said property is subject to return at the end of the authorization period noted above. The University will not pay any transportation charges in connection with this authorization.

Waiver of Liability:  The undersigned borrower for and in consideration of the permission granted to him/her by the University of California to keep certain University property on premises other than those owned by the Regents of the University of California, here- by does release, hold and forever discharge the University of California and/or said Regents, and all officers, employees and agents thereof either in their individual capacities or by reason of their relationships to said University and/or Regents, from any and all claims and demands whatsoever which the undersigned user, his/her heirs, representatives, executors, administrators or any other persons acting on his/her behalf or on the behalf of his/her estate have or may have against the aforesaid University and/or the Regents or any or all of the above-mentioned persons or their successors, by reason of any and all claims for bodily injury and property damage including loss of use thereof. The user further accepts personal responsibility to ensure that said property is not lost or damaged while in his/her possession and agrees to promptly replace or repair the property as described on the reverse of this page in the event of loss or damage.

INSURANCE AND MAINTENANCE CONDITIONS: (see reverse for explanation)
UCLA "All Risk" Property Insurance       WILL       WILL NOT be obtained. Paid by:    Dept.    Borrower. Enter RFI No._______


Equipment covered by University Maintenance Agreement       YES       NO. Paid by:     Dept.      Borrower 


	APPROVED:
	APPROVED

	_______________________________________, Borrower

Signature
	_____________________________, Lending Dept.Chairperson

Signature

	________________________________________                    

Print Name
	______________________________                    

Print Name

	________________________________________ Date 
	______________________________ Date 


INSTRUCTIONS TO DEPARTMENTS

Upon completion of this form, retain one copy in lending department files, provide one copy to the borrower and send one copy to Equipment Management, Wilshire Center Building Suite 500, Mail Code 143348

INSTRUCTION CONCERNING INSURANCE OF EQUIPMENT

Information regarding insurance, costs, and coverage may be obtained by contracting the campus Office of Insurance and Risk Management. In the absence of such coverage the borrower accepts personal responsibility for any loss or damage to the material listed on the reverse and agrees to promptly replace that property which suffers loss or damage while in his/her possession.

At the request of the University or the borrower, “all risk” property insurance may be obtained in accordance with Bus-71. Automatic insurance under Bus-28 offers limited coverage and excludes transit losses. The premium costs will be levied against the budget of the department which requests the insurance. At its discretion the department may require reimbursement from the borrower for the cost of such insurance; in any case, a departmental account number must be noted on the Request for Insurance (RFI form, no checks from borrowers can be processed. If you decide to secure Bus-71 (RFI) coverage, please forward a copy of this form along with your Request for Insurance to the Office of Insurance and Risk Management. Please be certain that the RFI form is fully completed, noting if insurance coverage in transit is involved and listing the address (es) of any off-campus locations.

INSTRUCTION CONCERNING MAINTENANCE OF EQUIPMENT

Equipment which is being used in an off-campus location can be covered on a University Maintenance Agreement. At its discretion the department may require reimbursement from borrowers for the costs of applicable maintenance agreement. In the absence of such maintenance coverage, the borrower accepts personal responsibility to repair or replace that property which requires repairs or suffers loss or damage while in his/her possession.

*INVENTORY CONDITION CODES

1 = Property in excellent condition. Ready for use and identical or interchangeable with new items delivered by a     manufacturer or normal source of supply. 

2 = Property in good condition. Does not quite qualify for #1 because slightly shopworn, but condition does not impair utility. 

3 = Property in fair condition. Shopworn, deteriorated, or damaged to the extent that utility is slightly impaired.

4 = Property in poor condition. Deteriorated, damaged or broken, such that its utility is slightly impaired. 

5 = Property of no further value as originally intended, but of possible value other than as scrap.

CERTIFICATION OF RETURN OF LOANED PROPERTY

Upon completion of this Certification of Return, send a photo copy (both sides) to Equipment Management, UCLA Wilshire Center Building Suite 680, Mail Code 143348

The property described on the reverse of this from was returned on (enter date):__________________________________

Condition of property at time of return:___________________*(insert appropriate condition code).

Received by:______________________________________________Title:______________________________
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