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ABSTRACT 

This Instruction establishes guidelines for the loan, transfer, and removal of prope1ty ( and 
equipment) from the Unif01med Services University of the Health Sciences (USU) Campus and 
all satellite locations. 

A. Reissuance and Purpose. 

This Instruction reissues USU Instruction 4100 (Reference a) and provides policy, guidelines 
and instructions for the loan, transfer or removal of USU owned government property within and 
from USU, to other Federal agencies, to employees of the Federal government, and to the Hemy 
M. Jackson Foundation (HJF). This Instruction also provides policy for the entrance and 
removal of personal property to and from USU and its satellite locations. 

B. Reference. See Enclosure 1. 

C. Policy. 

1. It is USU policy to loan or transfer Government prope1ty within USU, to other Federal 
government agencies, to USU employees, and to HJF for "official government use only." 
Loaned prope1ty will be for a period not to exceed one year. The Director, Logistics Division 
(LOG) or higher authority must authorize in writing exceptions to this policy. 

2. The movement of all property must be approved by the USU appointed Accountable 
Property Officer (APO) and Department Chair/Activity Head/Principle Investigator via USU 
Fmm 5306, "USU Equipment/Furniture Request." See Enclosure 2. 

D. Applicability. This Instruction is applicable to all USU (to include AFRRI) and HJF 
employees on the Bethesda campus as well as all satellite locations. 

E. Responsibilities. 

1. The USU APO is responsible for the issuance of USU Form 5306 and maintaining current 
records of all government property on loan. 



2. The Depaitment Chair/ Activity Head/Principle Investigator and their respective Property 
Custodians, (both Primary and Alternate) are responsible for maintaining internal records on all 
loaned prope1ty. Records of loaned prope1ty will be made available at time of inventory. 

3. All USU Security Guards have the authority to request to review/inspect all property 
being transpmted from the University. Individuals may be asked to provide appropriate 
documentation before removal. 

F. Procedures. See Enclosure 3. 

Charles L. Rice, MD 
President 

Enclosures: 
1. Reference 
2. USU Form 5306 "USU Equipment/Furniture Request" 
3. Procedures 
4. DD Form 1149 "Requisition and Invoice/Shipping Document" 
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Enclosure 1 

REFERENCE 

(a) USU Instruction 4100, "Loan of USU Property," dated May 3, 2011, (canceled). 
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Enclosure 2 

USUHS EQUIPMENT/FURNITURE REQUEST 
DATE 

REQUEST FOR: 
01ssuE � TURN-IN � TRANSFER � PROP£RTY PAS$ 

OATE REQUIRED 

fOn/v 1 tvoes par request) 
AOTIVl1Y on DCl'llfHMCMT fi~Ol'l!fm' ACC::OUll!l NO. r eu,PHQl~I: NUMBER 

SIGNATURE OF PROPERTY CUSTODIAN FQR P~PEATY PASS ONL YI 

SIGNATURE 

TAG NUMBER DESCAIPl'ION fror!l To 

olnMf11_ l,Jootion ,~01.11u. l llt!ULII r:'-!:1111•~1llt\l -

i 

\ 

I 

LOGISTICS USE ONLY RECEIPT OF PROPERTY ACKNOWLEDGED 

DATE Al'.C!::IVm LOG CONTROi. NUMBER SIG.NATURE oj: LpSING CUSTODIAN 

APPROVING AUTHORITY SIGNATUF(E OF WAREHOUSE DATE 

POSTED INIT. &. DATE QC INIT. & OATE Pnx,ony Rdcolv.p by/Signature c,f Gaining C~-stodJan DATE 

USUHS FORM S30G (REV) (LOO} 09/03 
Prepara1ion 1ns1rvc11oi)s on 1. Properly Management Branch's Copy OR 'Property Pass 
rovorse Side of Number 5 copy 

This 5 Part Form is available from the PMO ' s Office 
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Enclosure 3 

PROCEDURES 

1. Loan of USU Owned Property (and Equipment) 

a. All requests to loan USU (to include AFRRI) government owned property, to another 
department within USU, to another government agency, to an employee, or to the HJF will be 
documented on USU Form 5306, "USU Equipment/Furniture Request." See Enclosure 2. 

b. The following information must be included on the form: 

1) Blocks 1-15 will be completed and signed by the Property Custodian (Primary or 
Alternate) or Department Chair/Activity Head/Principle Investigator and will include an 
expiration date of no more than one year from the time of issuance. 

2) All prope11y loans must be approved by the USU APO who will sign Block 19 
(Approving Authority). The APO may require a supporting memorandum to further clarify the 
circumstances of the loan. 

3) Prope1ty on loan to a depmtment, employee, government agency or HJF must be 
updated annually with a newly signed USU Fo1m 5306. 

a) The loan is year to year and at some point the equipment is either obsolete, returned 
or retrieved by the loaning depm1ment. The PMO is involved in determining duration of loan. 

4) When more than one item is loaned to the same entity, a list of those items may be 
attached to a single USU Fo1m 5306 reflecting all pertinent data. 

5) Distribution of USU Form 5306 is as follows: 

a) USU Fmm 5306 Number 1 Copy will be retained by the PMO. 

b) USU Form 5306 Number 2 Copy will be retained by the PMO. 

c) USU Form 5306 Number 3 Copy will be provided to the bonower. 

d) USU Form 5306 Number 4 Copy will be provided to the loaning depai1ment. 

e) USU Form 5306 Number 5 Copy will be retained by the PMO. 

6) When retention of the loaned property is no longer required, the item or items will be 
returned to the original Property Custodian who will acknowledge receipt by signing the Number 
3 Copy. The bonower will return their Number 3 Copy to the PMO. 

7) The Depm1ment who is re-gaining their property will sign their Number 4 Copy 
acknowledging receipt and return their copy to the PMO. A copy of this action will be 
maintained in the Property Custodian's records until the next scheduled inventory, following 
which, it may be disposed of as appropriate. 

USU Instruction4100, 2/2016 5 



Enclosure 3 

2. Permanent Transfer of USU Owned Property (and Equipment) 

a. The pe1manent transfer of USU owned prope11y to another department within USU will be 
accomplished using USU Fmm 5306 and approved by the USU APO. 

b. The permanent transfer of USU owned prope11y to an outside government agency first 
requires the submission of a memorandum through the Department Chair/ Activity 
Head/Principle Investigator to the USU APO for approval. The memorandum must include 
manufacturer, model number, serial numbers, USU Prope11y Tag information, approximate age 
and value of the equipment. 

c. The APO will review the property records to verify the funds utilized to purchase the 
item(s). Aftei· verification has been completed, the memorandum will be approved/disapproved. 

d. If approved, a DD Form 1149 "Requisition and Invoice/Shipping Document" will be 
completed by the APO and accompany the transferred property. See Enclosure 4. 

e. This memorandum and DD Form 1149 will include the following info1mation: 

1) Manufacturer, Make, Model, and Serial Number(s) of items. 

2) USU ID Number(s). 

3) USU Purchase Order Number(s). 

4) Justification for Transferring the item(s). 

5) The Exact Final Destination. 

6) Authorized Signatures 

f. Before an item may be transferred to another agency, the item must be made available to 
USU activities, a USU-Staff e-mail will be sent for the advertisement of the item throughout the 
USU community. If another USU activity has a requirement, the item may not be transfened. If 
no requirement exists, then the item may be transferred. 

g. Exception. If there are compelling scientific reasons as to why an item must be directly 
transferred to an outside activity (and thus by-pass re-utilization within USU), then the 
responsible Depm1ment Chair/ Activity Head/Principle Investigator must submit a justification to 
the Vice President for Finance and Administration (VF A) via the APO and Director, Logistics 
Division. 

3. Loan or Transfer ofHJF Owned Prope11y (and Equipment) 

HJF has an on-site prope11y custodian (301-295-3760) who will address questions concerning 
the loan or transfer of HJF owned prope11y not covered by this instruction. 
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Enclosure 3 

4. Non-Government Property 

a. USU employees who bring personal property onto the USU campus and satellite locations 
will identify those items to their department Propeliy Custodian so that upon removal, it can be 
verified that this is personal property and does not belong to the government. .Personal property 
remaining on campus or a satellite location for more than 30 days must be identified to PMO so 
that the prope1iy can be identified when being removed. The personal property tag must be 
returned to PMO. 

b. Property, being removed from the USU campus or a satellite location by an employee, is 
subject to inspection by Security. The employee will be asked to provide appropriate 
documentation before removal is authorized. 
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Enclosure 4 
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