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Asset Management Form
Off-Campus/Home Use Permit
Employee: 



           




Otter ID:

Dept ID & Name:



                                                                              Ext: 


Home Address:


     City: 

                                 State:            Zip:
              Phone:
	CSUMB

Barcode #
	Serial #
	Description
	Date Removed
	Date Returned

	
	
	
	Auth. Initials
	Auth. Initials

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


1. The employee is responsible for the care and security of the listed equipment removed from this campus
2. Should the employee terminate employment from the University (or move to a different University department), the employee must return the equipment/device to the authorizing department.
3. This Permit does not expire, but must be reviewed and verified annually by the authorizing department.

4. Asset Management may request that the authorizing department re-certify the existence and use of the equipment/device in connection with an audit or during an annual survey of University equipment.

Signature of Employee:                                                                                                                                   Date:
Authorized Signature (Dept. Head): 






              Date:
Signature of Dean/Director:                                                                                                                          Date:
Dept. Head retains original. Please provide copies for the Employee, Dean/Director, and Asset Management
OFF-CAMPUS / HOME USE PERMIT PROCESS FOR UNIVERSITY EQUIPMENT

PURPOSE:  California State University, Monterey Bay (CSUMB) is required to comply with state property accounting procedures designed to ensure the accuracy of records regarding the acquisition, maintenance, control and disposition of state equipment and property. Under certain circumstances, the University permits removal of state equipment from campus for completion of academic or administrative assignments. This includes assigned laptops and other portable devices that are used both on campus and frequently taken off campus. Individuals removing state equipment from the campus premises assume full responsibility for the care and security of such property. 

A combination of accurate accounting records and strong internal controls must be in place in order to detect and protect against loss and unauthorized use of state property. Prior to removing any state property or equipment from the campus, individuals are required to complete the appropriate documentation and obtain authorization, so that equipment inventories will accurately reflect the disposition of all state property.

The Integrated California State University Administrative Manual (ICSUAM) section 3150.01 states that “Employees will be charged with any loss and damages to state property due to their negligence or unauthorized use."
PROCEDURES:  Any employee or student who removes equipment or other portable devices from the CSUMB campus premises must first complete an Off-Campus/Home Use Permit form and obtain authorization from the appropriate Department Head prior to removing the equipment/device from the campus. 

University property may be assigned or checked out to University personnel (faculty, staff, or students) under the following guidelines:
1. Approval must be granted by the authorized Property Representative, which is typically the department head or their formal designee. The approving official signs the Permit and initials the dates when each portable device or piece of equipment is removed and also when it is returned.

2. Assigned equipment that is frequently removed and returned to campus does not require authorization for each movement. The initial approval serves as a blanket authorization which must be reviewed and verified by the authorizing department on an annual basis. The authorized user shall remain responsible for the equipment/portable device until the date returned is documented and initialed by the department approving official.

3. The property/portable device shall be used explicitly for official University purposes or class projects.

4. Copies of the signed form are issued to the requestor, the Department Head, the Dean or Area Head, and Asset Management.
5. Asset Management may request that the authorizing department physically re-certify the existence and use of the equipment for the purposes of an audit or an annual survey of university equipment. Random checks of laptops and portable devices will be conducted to verify compliance.
REFERENCES:  ICSUAM, Section 3150.01
RESPONSIBILITIES:
1. FACULTY, STAFF AND/OR STUDENT:
The employee or student is responsible for the care and security of university equipment checked out in his or her name. The equipment is to be returned promptly upon completion of the designated project, at the request of the Department Head or designee, upon the employee's separation from employment in the Department for any reason, or upon the student's separation from the university.

2. FACULTY, STAFF AND/OR STUDENT:
Any faculty, staff, or student checking out equipment for off-campus use is personally responsible and liable for its safeguard and return in serviceable condition. Individuals who cause damage or loss through negligence or misuse may be charged the full purchase cost of replacement equipment.
3. DEPARTMENT HEADS:
Department Heads or their designee are responsible for maintaining accurate records of all state equipment that is checked out for off-campus use from their respective units. Department Heads or their designees are also responsible to ensure that state property is returned to the campus. University equipment that is removed from the campus is included as part of the university inventory control.
Asset Management


TEL NO. (831) 582-4619 or 5058


FAX NO. (831) 582-5122


� HYPERLINK "mailto:asset_management@csumb.edu" ��asset_management@csumb.edu�
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