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Request to Transfer/Sale Equipment to Domestic Institution 

Exiting Faculty Member  Department Name  

Anticipated Date of Transfer  Org. Number  
Receiving Institution  Date Form Completed  

 
Contact at New Institution 

Name  Phone  
Email  Fax  
Address  

 
Summary of Items to be Approved 

  Funding Source of Equipment/Supplies Number of Items 
Transferred/Sold 

Total Aggregate 
Original Acquisition 
Cost Transferred 

Total Sales 
Price 

Fully funded by an active sponsored project 
 
 
 

   

Partially funded by university resources on an active 
sponsored project 

   

Fully funded by university resources    

Total    

Departments must send the Director of Fixed Assets & Equipment Inventory Services (FAEIS) a list of equipment 
the exiting faculty member wants to transfer. The Director of FAEIS will generate a report from the university 
property management system and provide to the department that will be routed with this form for approval. 

 
All signatures on page two certify the items identified in the attached document are compliant with Policy 3951: 
Transfer/Sale of Equipment between Domestic Institutions and authorize the transfer/sale of equipment for the 
aggregate original acquisition cost identified above. 

 
By approving the request, Department Head accepts responsibility for the removal of all sensitive university 
information or data from all information technology resources prior to releasing the equipment. 

 
The following must occur before the equipment/supplies are physically removed from the university. 
• Obtain approvals from all authorized university representatives as indicated below. 
• FAEIS must receive payment from receiving institution. 
• If purchased on an active sponsored project, obtain written documentation from sponsor acknowledging  the 

project and equipment purchased from this project is transferring to a new institution and obtain Office of 
Sponsored Programs approval. 

 
Authorization for transfer or sale of equipment and supplies is based upon the total aggregate original acquisition 
cost of the equipment and supplies to be transferred or sold. Signature authorization certifies that the transfer/sale 
will not have a detrimental impact on the university. Approvers should consider the following questions to 
determine if equipment should be transferred or sold to another domestic institution: 

• Will the faculty member continue the same research project(s) at the new institution under the same 
sponsor? 

• Is the equipment so specialized that it has limited use in other research projects at Virginia Tech? 
• If replacement equipment needs to be purchased, will it cause a hardship to the university? 
• Will the transfer/sale adversely affect the research of other faculty members? 
• Can this equipment be declared surplus? 
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All signatures below certify the items identified in the attached document are compliant with Policy 3951: 
Transfer/Sale of Equipment between Domestic Institutions and authorize the transfer/sale of equipment for the 
aggregate original acquisition cost identified above. 

 
 

Required signatures for all equipment/supplies 

 
 

 

Print name above 
Exiting Faculty Member 

 
 

 

Signature 

 
 

 

Date 

 
 

 

Print name above 
Department Head or next level of management above the 
exiting faculty member 

 
 

 

Signature 
I certify the removal of all sensitive university 
information or data will occur from all information 
technology resources prior to releasing the 
equipment. 

 
 

 

Date 

 
If transaction is associated with an active sponsored project 

 
 

 

Print name above 
AVP for Research & Innovation, Sponsored Programs 

 
 

 

Signature 

 
 

 

Date 

 
If total aggregate original acquisition cost is > $25K 

 
 

 

Print name above 
Dean or VP 

 
 

 

Signature 

 
 

 

Date 

 
If total aggregate original acquisition cost is > $100K 

 
 

 

Print name above 
Vice Provost, Academic Resource Management 

 
 

 

Signature 

 
 

 

Date 

 
 

 

Print name above 
VP for Finance 

 
 

 

Signature 

 
 

 

Date 

 
Required signatures for all equipment/supplies 

 
 

 

Print name above 
Director of FAEIS 

 
 

 

Signature 

 
 

 

Date 

 
 

 

Print name above 
Surplus Property Management/Procurement Director 

 
 

 

Signature 

 
 

 

Date 

http://www.controller.vt.edu/
http://www.policies.vt.edu/index.php
http://www.policies.vt.edu/index.php


University Controller (MC 0312) 
Virginia Tech 
North End Center, Suite 3400 
300 Turner Street NW 
Blacksburg, Virginia 24061 
P: (540) 231-6049 F: (540) 231-0766 
www.controller.vt.edu 

Page 3 of 3 
Revised October 2019 

 

 

 

 

http://www.controller.vt.edu/

	Exiting Faculty Member: 
	Department Name: 
	Anticipated Date of Transfer: 
	Org Number: 
	Receiving Institution: 
	Date Form Completed: 
	Name: 
	Phone: 
	Email: 
	Fax: 
	Address: 
	Number of Items TransferredSoldFully funded by an active sponsored project: 
	Total Aggregate Original Acquisition Cost TransferredFully funded by an active sponsored project: 
	Total Sales PriceFully funded by an active sponsored project: 
	Number of Items TransferredSoldPartially funded by university resources on an active sponsored project: 
	Total Aggregate Original Acquisition Cost TransferredPartially funded by university resources on an active sponsored project: 
	Total Sales PricePartially funded by university resources on an active sponsored project: 
	Number of Items TransferredSoldFully funded by university resources: 
	Total Aggregate Original Acquisition Cost TransferredFully funded by university resources: 
	Total Sales PriceFully funded by university resources: 
	Number of Items TransferredSoldTotal: 
	Total Aggregate Original Acquisition Cost TransferredTotal: 
	Total Sales PriceTotal: 
	Required signatures for all equipmentsupplies: 
	Print name above: 
	Date: 
	Print name above_2: 
	Date_2: 
	Date_3: 
	Print name above_3: 
	Date_4: 
	Print name above_4: 
	Date_5: 
	Print name above_5: 
	Date_6: 
	Print name above_6: 
	Date_7: 
	Required signatures for all equipmentsupplies_2: 
	Print name above_7: 
	Date_8: 
	Print name above_8: 
	Date_9: 
	Approval Flowchart for Policy 3951 TransferSale of: 
	Yes 11No: 
	undefined: 
	undefined_2: 
	FAEIS notifies department when: 
	End: 


