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Session
Objectives

N {-I{-I Increase understanding of the “Big Picture”

Understand Roles & Responsibilities for

Understand effective Department Property Management

Develop Working knowledge of policies and

Develop procedures

Identify Identify and become familiar with online

systems and reference tools




Why Property
Management is Important
to Stanford?

* Multiple “hats” that Property
Serves

* Compliance

* Business Management
* Asset Management

* Stewardship

* Financial

* Indirect Cost Recovery
(IDC)

* Sponsor funds




Sponsors

Board of | President (Federal, State

Trustees & Provost Private)

Central

University Offices
Partners ETANEES

External

(CFO, AP, Internal
Audit, etc)

inCi Auditors
Schools and Principal

Departments Inves(tPilg)ators (ONR, PwC,
S DCAA)
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Driving Forces

The Regulatory Environment...

Determines Internal

Policies...

Which Initiates Our
Procedures

e Federal Acquisition Regulations (FAR)

* Agency-Specific Supplements (NASA, NIH, DoE)

e Office of Management and Budget - Uniform Guidance
* Generally Accepted Accounting Principles

e Specific Award Terms and Conditions

e Administrative Guide

* Property Manual

® Research Policy Handbook
¢ Fingate

e Oracle Financial Systems
e Sunflower Database
* SPARC Platform — Stanford Property Administrators Resource Center

Stanford University

10



Financial Perspective

-
$83.5M
FYZOZ 1 Stanford Acquired - Total
Capital 3
-
o $58.0M
EqU|pment Direct Charge
o fals Capital Equipment
Acquisitions \
::— '-|' " $19.7M Sponsor Funded e
- - Capital Equipment T
RS Ty i LR ’ i
ok N i AN '
$5.8M
Donations and Transfers
|
1

Over One Billion Dollar Asset Base!

Based on reconciliations posted to Fixed Assets

Stanford University




Campus Support Team

Scott Ray 725-9839 scottray@Stanford.edu
Kim Kaehler 723-2294 kkaehler@Stanford.edu

Rachel Aguilar 723-2291 rachell2 @Stanford.edu

Christine Aguilar 723-9848 christine.aguilar@stanford.edu



mailto:scottray@Stanford.edu
mailto:kkaehler@Stanford.edu
mailto:rachel12@Stanford.edu

Contacts

Continued...

Sponsored Research

Josh Strahan 721-7826
Research Property Adminstrator

Scott Ray 725-9839
Assistant Director

Surplus Sales

Alex Perez 391-5542
Surplus Property Sales Manager

Jimmy Baca 996-0574
Assistant Surplus Property Sales Manager

Stephen Magee 387-6355
ReUse and Sustainability Specialist

To find other DPAs, use the DPA Lookup Tool
in the SPARC platform (sparc.stanford.edu)

istrahan@stanford.edu

scottray@Stanford.edu

alex.perez@Stanford.edu

jbaca82@Stanford.edu

swmagee@Stanford.edu



mailto:jstrahan@stanford.edu
mailto:scottray@Stanford.edu
mailto:alex.perez@Stanford.edu
mailto:jbaca82@Stanford.edu
mailto:swmagee@Stanford.edu




Primary DPA Roles & Responsibilities

* Be aware of activities within e Establish and maintain timely, complete,
your organization and accurate property records

* Be an advocate for property * Ensure compliance and other
management in your requirements met during Biennial
department Inventory

* Assist faculty and staff in e Attend property related training events

handling property matters and

) I e Assist PMO with Audit activities
understanding responsibilities

* Collaborate with your primary PMO
liaison, the Property Programs Manager
(PPM) on property issues

* Establish an effective
communications network and
be a reliable source of
information

15



Top Three DPA Tasks:

Remember:

receipt to
record in 30

days!

i |\||i‘i‘|’ii'i‘r'ii|’r‘|"l||||i"’ 2

000003 039564

| SunﬂQWérﬂ:Eh'terpnse

Rvcore 111 i ] ] | o J

HEffective communication and outreach are the keys to completing these tasks in a timely way!
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System Interactions — “Behind the Scenes”

ORACLE OTHER

\“"

Purchasing
Grants Accounting
Fixed Assets

iISpace Management
HR/Peoplesoft
DPA Data Entry

General

Ledger
Property Manager

4

Enterprise Reporting

Stanford University 18




Asset Lifecycle

All phases involve management, auditing, and reporting to
various cognizant parties

Pre-

ourchase Acquisition Disposition

Stanford University 19




Pre-
purchase

Capital Equipment

Stanford University Capital
Equipment Must:

v'Cost $5,000 or greater
(including tax and
shipping)

v'Have a useful life of

more than one year (2
years if NASA owned)

v'Not permanently
affixed to building
(free-standing)

Stanford University 20




Expenditure Types (ET

Used to determine depreciation
“allowability” & duration

Important to maintain
consistency

See handout “Commonly Used

Expenditure Types”

Stanford University

Pre-

purchase

COMMON EXPENDITURE TYPES USED FOR PROPERTY AND EQUIPMENT

=1 Mo, < 1%, anys

"ET" DESCRIPTION NOTES “ET" | DESCRIPTION NOTES
S T
Standard Equi tLeas ndard Gog
52910[LEASE EQUIPMENT =1yr; <5K_Note 4] <55k, commit, =1 3110 SUPPLIES MTL NON CAP EQUIP OFFICE =i3g= machines, shreddsrs, sic
525 = > min 33116] s, =5, printers. efc.
52551 [LEASE SPEC PURPOSE EQUIP =5k 55k & = 1YR (Lab) 5321 5|LAB/'SCITECH NON CAF EQUIPMENT Isb equipt <35k

52092|REMNT OTHER e d

=1 Mo or other rental

S
ndard Goods or Standard Blanker)

motepaper, pens, toner, eic.

33070

NON SU OTH EQUIP 5 YR LIFE

EREEE

El

FABRICATIONS (WULTIFLE FO5 OVER TIH
{Standard Caﬁ& Eguipmenz)
33

must use fab rask
i

55093|NOMN_SU FABRICATION Nen-SU Owned
58671 INTRA-DEPT SU CAP FAERICATION {Note 5} Stores Use:
SE676| INTRA-DEPT NON-SU CAR FABRICATION (Mote 5) Stares Lise

Standard Capital Equipment] Useful Life 55120| SUFFLIES MTL NOM-OFFICE NONILEE Kitchen, dleaning supplies, etc.
53110/ 5U CFFICE FURNITURE 10 Years 55210 SUFFLIES LAEDRATORY t=st tubes, materials, etc.

[ 5311550 SCIENTIFIC TECH EQUIP B Tears axygen, HCL, ete.
53120|5U COMP EQUIP 3 Years 55240[LAE ANIMAL PURCHASES [rEts frogs =t
52125|50 EQUIF GIFTS [DONATIONS] A [ |[POGTAGE AND SHIFFING [Sendard Goods] I
53135| 50 MODULAR FURNITURE [Note 1] 10 Years S5310|POSTAGE [stamps, fedex, e
53140/ 5U WEHICLES [Note 8] 4 Vears 55320| SHIFFING HANDLING (Note non-cap freight chargss
S3145( S0 FRED EQUIPMENT (Part of buiiding, like a(c) Mote 1) [MiA
53150| 5U MACHINERY TOOLS 10 Years MS Dffice,_Word, Excel,_stc
52153|50 OTH EQUIE 10 W= LIFE 70 Years
5318050 OTH 2 Years Inel. m MCe Sqresments
5217550 EQUIF UPGRADE EXFANSION [Mote 3] 3 Vears F_AND MAINTENANCE Eguipment wara i
52077 | 5U PROCEEDS DISP CAF EQUIP [SALE] TUA EPAIR AND MAINTENANCE Wehicle repairs by extamal vendor

TAPITAC GREATER] FSES ,ﬁ;
tendal qpmen Useful Life - IABLE iLe. Tramning, Orawings, Movers, ete.

55000| WON SU SCIENTIFIC TECH EQUIP 5 Vears S8510|CHARGES TOFROM OTHER DEFTS Interdept "Sales”_and other charges
55020|WON SU COMFE EQUIP 3 Years 56310 JTHER FERMITS [Note Non-Taxsble Lic Fees
55030 [NON SU OFFICE FURNITURE 10 Years 58455[UTILITIES AND INCENTIVES PROGRAMS Freszer Rebates
55040| WON SUVEHICLES 2 Vears

[ 55050 Bars Mote 1: MUST be on a capital project account (use Standard Capital Project]
55060|WON SU OTH EQUIP 10 YR LIFE 70 Years Mote 2: Effective /1/03 should be charged to same ET usad for the capital asset

Note 3: Must mest specific criteria, contact PMO before using

Mote 4: Lease ET Definitions REVISED April 2015

Mote 5 For fabrication components acquired from Stanford Stores only (iJournals)

MNote 7 Mon-taxable license fees or other permits
Mote B: Taxahle vehicle fees are coded as capital
For more compiste definidons see the Charrof Accounzs

: Software is capital IF integral to basic equipment functionality OR greater than $1M

S8cHon in Fingars:

https:distanford. spp. box comAvfingate-obi-exp-fype-schive

Available online @ PMO website or

SPARC.edu>Quick Links




Acquisition
Cost

This chart specifies the type of
costs that are associated with

capital equipment purchases.

Include in Cost
Use Capital ET

Main Unit Purchase Cost —
e.g.: Microscope

Accessories — e.g.: lenses,
magnifier, etc.

Sales Tax — where
applicable

Installation with Vendor
Labor

Federal Excise Tax

Freight/Shipping

Duty

Exclude from Cost
Use appropriate Non-
Capital ET

Professional Services —
e.g.: training

Extended Warranty

In-transit Insurance

Installation with Stanford
Labor

Pre-
purchase

Deduct from Cost

Trade-In value

Educational
Allowance/Discount

Any other discount

22




Pre-
purchase

Purchase
Requisitions

* The type of requisition controls ET
use and routing:

* Standard Capital Requisition
* Allows use of capital ETs

* Forces routing to include
a DPA approver

* ET use also controls routing

* Capital ET routes to PMO
end route .

* Requisitions, P-
Cards, and
Reimbursements

* Using Multi type lines

23







Pre-
purchase

Acquisition Methods

e Purchases

* Leases

* Loans

* Incoming Transfers

e Donations

Stanford University 24







Sales and Use Taxes

Local Sales Tax applies to all acquisitions by Stanford. If the tax is not collected by
the vendor directly (out of state orders, etc.) it will be automatically charged
internally, and sent to the State of California as “Use Tax”.

* Notable Exceptions:
* Federal Ownership

* If the item will be owned (not just funded but owned) by a federal sponsor, there can be
no sales tax

* Tax should be overridden at requisition stage

* Research Equipment Tax Reduction
* Research equipment is granted an approximately 4% reduction in California sales tax

* Certain PTA/ET combinations are automatically given this reduction in the Procurement
system — others must be requested case by case

Stanford University 25




Pre-
purchase

Approver
Responsibilities

e Approval Review

v The DPA is responsible to review the ET’s to
identify any errors

v' Complete screening
v Note the report number on the requisition

* Common Errors
e Approval with an incorrect ET
* Not entering the screening in the requisition

e How to avoid these errors
* Make a reminder note with task list
* Call your PPM — it never hurts to ask!

Stanford University




TO ReVI eW COMMON EXPENDITURE TYPES USED FOR PROPERTY AND EQUIPMENT

"ET" DESCRIPTION MOTES "ET DESCRIPTION MOTES
EGUIPHENT LEASES HON- ENT
{Standard Equipment Leasa) {Sandard Goods)
J2810|LEASE EQUIFMENT =1yr; <5 (Mote 4) < E6K. commit, = 1yr S 10| SUPPLIES MTL MOM CAF EQUIP OFFICE postage machines, shreddars, eic
5253 e e PLU £ BEOUIP =3k Ok & =1 TR (AOmin) 551 16] COMEU J PUTING «ZyDoards. canles, printers, sfo.
22831 |LEASE SPEC PURPOSE BEQUIP =5K 55k & =1YR (Lab} G321 3 LABSSCYTECH MO CAP EQUIPMENT ab equipt <358
52001 | LEACE EQUIPW 1 MO 10 1 YEAR [Note 4] =1 Mo, < 1 1T, anys WATERIALS & SUPPLIES
A2392|RENT OTHER !H-D[E 4; =1 Mo or other rental {Smandard Goods or Standard Blanket)
LCAFPITAL il S 10PEUPPLIES MTL MON CAF ECQUIP OFFICE notegaper. pens, toner, Sl
{Standard Capitsl Equipment) Useful Life A 20 SUPPLIES MTL MOM-OFFICE MOM-LAB kiichen, cleaning supplies, st
93110|SU OFFICE FURMITURE 10 Years 33210|SUPPLIES LABORATORY test bubes, matenals, ste.
ax11a| SU SCIENTIFIC TECH EQUIP 3 fears Sa2F0|CHEMICALS COMPRESSED GAS agpgen, HCLL et
5312051 COMP EQUIP 3 ears 35240|LAE ANIMAL PURCHASES rats, frogs, eic.
ad1da| SU EQUIP GIFTS (DONATIONS) MaiA mndard Loods)
53135|5U MODULAR FURMITURE [Mote 1) 10 Years 35310|POSTAGE slamps, fedex ez
93140 SUNVEHICLES [Mote 8) 4 Years AGad 20| SHIFFING HAMDLING (Mote 2 non-cap freight charps
53145|SU FIXED EQUIPMENT (Fan o building, ke 'c) (Note 1) |MiA —mm;bmmm
a3 130| SU MACHIMERY TOOLS 10 Years Sad10) COMP SOF TWARE LICENSES (Mote &) ME Ciffice. Word, Excel, sic
| 53155 SU OTH EQUIE 10 YR LIFE 10 Years REPAIR & MAINT (DONE BY VENDOR)
53180 S0 OTH EQUIE & ¥o LIFE B TEars {Smandard ﬁc«e&] Incl. mainzenance aqreements
331735l EQUIFP UPGRADE EXPANEICH [Note 3) 3 'ears 33311|EQUIPMENT REFAIR AMD MAINTENAMNCE Equipment warranty or repair
92077 | SU PROCEEDS DISP CAP EQUIP (SALE) MA 3391 5|\WEHICLE REPAIR AND MAIMTEMANCE \ehicle repairs by extemal wendaor
CAFITAL EXF NON S0 OWHED (22K AND GREATER] WISC. EXFENGES [Vares]
{Standard Capital Equipment) Useful Life 4230 PREOF . SERVICES - ALLOWABLE . Traaning, Drawangs, Movers, ete.
55040 MiON 5L SCIENTIFIC TECH EQUIP i fears 38310|CHARGES TQWFRCOM OTHER DEFTS nterdept “Sales” and other changes
S9020 | MON SU COME EQLIP 2 Wears A6310|OTHER PERMITS [Mote 7 Mon-Taxable Lic Feas
55030]|MON SU OFFICE FURNITURE 10 Years SB455]UTILITIES AND INCENTIVES FROGRAMS Ereszer Rebaies
S9040 | MON SUWEHICLES 4 Years
Sl [MON SU MACZHIMERY TOOLS 10 Years Mote 1: MUST be on a capital project account (use Standard Capital Project)
2060 |MON 5U OTH ECUIP 10 YR LIFE 10 Years Mote 2 Effective 3M/03 should be charged to same ET wsad for the capital asset
55070 | MON SU OTH EQUIP 5 YR LIFE 3 Years Mote 3: Must meet specific criteria, contact PMO before using
“““““““““ i Mote 4: Lease ET Definitions REVISED Agpril 2015
{Standard Capital Equipment] must use fab sk Mote 5: For fabrication components acquired from Stanford Stores only (iJournals)
A3 193] 5U FABRICATION Stanfiond-Cwned Mote §: Software is capital IF imtegral to basic equipment functionality OR greater than 518
Sal83 | MON SU FABRICATION Mon-SU Owned Mote 7: Mon-taxable license fees or other permits
58671 |INTRA-DEFT 51 CAR FABRICATION (Note 5) Stores Use Mote §: Taxable vehicle fees are coded as capital
586785 INTRA-DEPT NON-SU CAP FAERICATION [Note 5) Stores Uze For more compiame daffnidons 569 Me Charm of ACCOUNE S8CT0N N Fingas:

kifps:dstznford app. box comAsfingsde-obi-axp-fype-sofive

Stanford University 28
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Pre-
purchase

Pre-Purchase Screening

Stanford Properry Administration
Resource Center

v/ »

CHECK FOR EXISTING ASSET A POTENTIAL COST SAVINGS MAXIMIZE RE-UTILIZATION AUDITABLE COMPLIANCE
AVAILABILITY TO AVOID TO THE UNIVERSITY REQUIREMENT
UNNECESSARY OR
DUPLICATIVE PURCHASES

Stanford University 29
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equipment screening

Requisition
becomes a

PMO end
route
approval

Department
financial

Purchase
approval(s)

Order

requisition and
created approval

Stanford University 31




Leases

FASB* requirements:

*Federal Accounting Standards Board

But what does that

mean for me, the DPA

of my department?
/

1. Leases must be reported on
financial statements in

more detail
2. Full disclosure of lease r- !
liabilities [0 @
3. Differentiation between b= ==
financial and operating VYo _
leases -

Stanford University 32




Leases
Requisition Types Lease Expenditure Types
e Standard Equipment Lease
. 52910 Lease Equipment >1 Year /< $5,000
e Standard Equipment Lease
Change Order 53921 Lease General >1Year / >S 5000
Purpose Equipment
52951 Lease Special >1Year / >S 5000
Purpose Equipment
52981 Lease Equipment >1Month and =< Year/
any amount
52992 Rent Other <1Month does not
qualify as any of the
above

Stanford University 33




Acquisition
Additional lease elements to be considered at t
requisition phase:

* |s there and option to renew, and is it likely you
will? This may impact the ET. (for those 1 year

Other Lease or less but likely to renew)

: * The total commitment for the life of the lease
Attrl b utes should be entered — not just one month, one
year or other portion.

* |f maintenance or other charges are in the '
agreement, but not part of the actual lease
payments, they should be on the same
requisition, coded correctly /

> 4

] 34




Acquisition
35

LOAN/NON-SU

STANFORD UNIVERSITY

* Leased equipment must be tagged and
recorded in the Sunflower Database.

* Leases are part of the “Unmatched” tanford University Property
review and monitored monthly by PMO

* You will receive notification if you have an Hl ”I ’ | N l |m| I

outstanding lease. » 1000003 039564




Incoming Loans ,

Incoming loans are comprised of property which has been provided to
Stanford free of charge, for a specified period of time (short or long
term), by an institution or individual. Loans of equipment originate

primarily for:
Manufacturer Evaluation Contract
Clinical Trial Support Trial Agreement
Other Sponsored Research Support Complete a Research Related
(Including Collaborative Research) Agreement (RRA) form in SeRA

Stanford University 36




PMO Generated Loan #

Lenders Information

Institution/C.

Property Management Office

Incoming Loan Document

Loan Period pa400YY) From .

pany Name

Contact Name

Phone N

Address

Borrowers Information

Stanford University Dep t

Pl Name

Contact Name (If different from above)

Phone Numb

Address

Loan Information
Purpose of Loan:
Location where property will be used:

Reference/Contractual (Flow Down)

Loan Ag t if loaned for use on a current Agreement.

Restrictions on Use (If any):

Asset Information

sUID# Manuf;

Model Numb

D iption

Serial N Owner

Acquisition Value §

If yes, please utilize second sheer.

|5 more than one item being loaned? (YIN)

Approvals
Lender Representative Name Signature Date
D it Property A Signature Date
Property Program Manager or PMO APPRV Signature Date
485 Broadway Floor MC 8025 | Redwood City, CA 04083

Stanford University

Acquisition

Stanford Loan Form — Incoming

Property Management Office Website > Forms and Documents

37



Incoming Transfers -

Transfer of equipment from/to other institutions may require
considerable effort, and certain information will be requested from the

DPA. A complete list can be found in the Property Manual Chapter 2.4
Section 3 —37.

The following apply in all cases:
* [temized list of equipment transferring
 Name and contact information for relinquishing/receiving institution

 Original funding sources(s) of the equipment(federal, other)
* Are there transferring grants with the equipment?

Stanford University 38



Donation Requirements -

In all cases, there must be a letter of intent from the donor, which can vary from a
simple email to a multi-page donation agreement.

Donations of used equipment, donations from individuals, and non-manufacturing
businesses will be evaluated by PMO, and the fair market value will be established. In
the case of new equipment, fair market value will be the manufacturer’s suggested
retail price (MSRP) for PMO use and recording of capital equipment donation.

The recipient department will generate a requisition for donations which are
considered Capital Equipment, contact your PPM for guidance.

Per the IRS regulation, donated equipment must be kept for a minimum of three years.

Some donors may require additional documentation — contact your PPM

Be sure your Deartment knows to contact you as soon as the are aware of an incomin donation.

Stanford University 39
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Pre-

ourchase Acquisition Disposition

Stanford University 41




University Assets are to be used only:

By Stanford or Stanford
Authorized Personnel

In Support of University activities
(research, teaching, and administration)

In a Stanford or Stanford-
approved location

Stanford University

42



) sueap X Oracle iProcurement: Shop x Purchase Order(PQ) 62569007 We X PTA Details x 5 Attachments

&« @ O B nttpsy//sera-uat.stanford.edu/apex/fip=300:

i SPARC Home page

® About

Q Authorities PA RC
[\ Getting Started Stanford Property Administration

Resource Center

[2 Quick Links
Excess Request @ DPA Directo @
. | @ Help 4q Y
C a p | t a C O St Stanford's Property Management Office provides this application This directory is for obtaining contact information of Department
for electrenic routing and tracking of excess requests. Property Administrators (DPAs) throughout the University.
Sunflower Catalog Request Pre-Purchase Screening e

This application is provided for DPA to request new catalog For use by DPAs to perform auditable screening reports on capital
P I\/I O — 5 O 1 O ( STA RS ) combinations (model numbers) to be added to the database. acquisitions. Enter the resulting report number in the approval
cormmment field of the requisition. May also be used for general

asset searches,

Tag Order Request ReUse Request

Stanford's Property Management Office provides this application Stanford's Property Management Office provides this application

for requesting Tagging Supplies Order forms, to "advertise" usable items (Stanford owned) that are ne longer
needed. These items are available for sale or at no charge for
transfer to another department.

Surplus Sales Capital Cost Transfer

This site is available to staff and students with a valid SUNet ID, This application is used to process cost transfers that involve a
and is used to highlight items available for sale through the capital expenditure type, It provides financial approval routing
Surplus Property Sales department, the sole authorized selling and dashboard status monitoring. For additional information

agent for Stanford-owned material. wisit:

Stanford University




For more
information
about CCT:

e https://ora.stanford.edu/ora-
units/property-management-
office/capital-cost-transfers-cct-

news-and-updates

Capital Cost Transfers (CCT) News and Updates

Office of Sponsored Research -
Pre Award

Office of Sponsored Research -
Post Award

Sponsored Receivables
Management

Client Advocacy & Education
Cost and Management Analysis

Property Management Office
Property Management Manual
I Capital Cost Transfers
Team Members
Campus Support Team
Surplus Property Sales
Training
Forms and Documents
User Guides, Tutorials,

Reference Material

Research Administration Policy
and Compliance

DATE EVENT

® October 7, 2022 * Resources available below
* November 7, 2022 * Application available for use
e January 9, 2023 * Capital Template mailman list retired

Key Training Opportunities

October 17,2022 - Pre-Launch Presentation 1
October 24, 2022 - Pre-Launch Presentation 2
November 10, 2022 - Soft Launch Informational Presentation
January 17,2023 - Post Launch Informational Presentation

See the information and resource section below for more

46




Asset |dentification

Purpose Placement Source

e |dentify e The SUID Tag e Provided at no
Ownership should be readily cost by PMO
e Standardize visible and e SPARC Tag Order
designation of accessible Request Form
asset control ¢ On the front,
numbers upper right-
e Allows rapid hand side is the
access to record “default”
information in location
System
e Facilitates
Inventory

¢ Deters Theft

Stanford University

tanford Unlver5|t Pro erty

000003 039564

Remember:
receipt to

record in 30
days!

47



Asset |dentification

LOAN/NON-SU

If owned by the
US Government,
this tag is
required

Additional Options Available: _

1. Non-Stanford Owned e

2. Government Owned

U.S. Government Asset

3. Non-Capital Equipment
DONATED ASSET

. Barcode tag shows through the
4. Donated Equipment

STANFORD UNIVERSITY

5. Component Tag oy cr suntcrs Urk

\D#

Stanford University Capital Equipment

PRIOR TO RELOCATING, please notify your
Department Property Administrator (DPA)

DPA directory information can be found
by visiting sparc.stanford.edu

6. NEW — Relocation Tag

Stanford University 48




SFA — Sunflower Database, used to maintain the m
University’s official individual asset records for:

SFA Record Required-

* Capital Equipment

* All Non-Stanford owned property, regardless of cost
* Loans, Leases, Sponsor owned

anford UnwerS|t Property

t

* Donated Capital Equipment % “ml I‘

* Capital Equipment transferring to Stanford 000003 039564

 Capital Fabricated Equipment and other
accountable assets

Stanford University 49



Any non-capital property that the departmentm
elects to track for internal reporting:
Optional SFA Record -

 Computers and other data devices
* Equipment used in hazardous labs
* Projection equipment

e Camera and other small ‘desirable’ electronics

* Non-capital items transferred to Stanford

Stanford University 50



Sunflower Database Overview

|| Sunflower Enterprise - Production 5.0.0.0 - 08/25/2016 (KKAEHLER@OF1PRD) o= =)
Exit Agree Confract Mgmt Maintenance Finance Inactive Excess Review 1T Components Barcode Configuration Shipments Admin Reports Utility Window Help

[] Sun"(]wler Ente[pnsg _______________________________________________________________________________________________________________________________________________________________________________________
Copyright © 1997-2015 Sunflower Systems® P i Rt
All rights reserved. [
Record: 1/1 | | | <0sCc> J

Stanford University

receipt to
record in 30
days!

51



Acquisition Methods

i —

| | Sunflower Enterprise - Production 5.0.0.0 - 08/25/2016 (KKAEHLER@OF1PRD) =N ECR <=
Exit Agree Contract Mgmt Maintenance Einance [nactive Excess Review IT Components Barcode Configuration Shipments Admin Reports Functions Utility Window Help
BEE80 & Ay BEEEEN ZH ?2  HeREe¢Y=cOEBE0NO @ &2
[ AMaintain Inventory Assets - asmn2010 (Page 1 of 2)
Inventory Assets Uil None Captured
Other Identifiers (1) INV / 7109300 - ®)
Released? vy
SU Barcode # 7109300
Find|%
Default Location* Type =
Catalog Identifier* 148723 DONATION 0 Children ¢ CIAP
Manufacturer |EICA EVEN EXCHANGE CM 1860
. FABRICATION
Official Name
) ] GOVERNMENT FURNISHED PROPERTY
Serial Number 1868/10-2015 INVENTORY ADD
P, . Lerse [he form defaults to
Acquisition Cost” 526,462, | LEASE EXPIRED
" LOAN (INCOMING)
Asset Condition 1 GOOoD PURCHASE Due Date (PM{
: PURCHASE, you can change
Business Unit VAAA - SCHOOL OF I | TRANSFER ' | STANFORD UNI ’
Department XDCI - OPHTHALMOLG ( Eind | Cancel BARTLETT BARB .
s s oo o by selecting another
User (9648622 Last Name® RUSSANO First KRISTINA
Location® 20 - PORTER DRIVE__BLDG-FLOOR__081-02__ ROOM__2158 Container Number °
method Trom these optlons
(]
Do Mot Use*
Global User Fields* 1213750__23815.88__2015__ALLOW
Add] Information Commodity Comment / Picture / Attachment Re-Request Asset Configuration Asset Kit
Choices in list: 12 |
Record: 1/1 ] .. | Listofvalu... | | <0sC>

Stanford University 52




Ownership of Asset

' Sunflower Enterprise - Production 5.0.0.0 - 02/01/2019 (KKAEHLER@OF1PRD) -
Exit Agree Contract Mgmt Maintenance Finance Inactive Excess Review |T Components Barcode Configuration Shipments Admin Reports Functions Utility Window Help
BEHGS0 & av BEEHEHE ZH 7 HUEe /=S COORAO0&E
HMaintain Inventory Assets - asmn2010 (Page 1 of 2)
Inventory Assets un None Captured
Other Identifiers (1) INV / 7109300 - &
urr Type SU Barcode
SU Barcode # 7109300 T Existing interest asset F d I h d
N ederal, Others an
Default Location O 0] e A A A i A A . .
Catalog Identifier* 148723 . Parents Child St f d U t t h
Find% dNior niversity are tne
Manufacturer |EICA o Model CcM 1860
ner
Official Name CRYOSTAT  DEFAULT ORGANIZATION FOR REAL PROPERT... pdel Name I t : t b d
Serial Number 1868/10-2015 |FEDERAL k Number O n y O p I O n S O e U S e
_— OTHERS
Acquisition Method
! ARCRR
Acquisition Cost* % 016 Today's Date
Asset Condition 1 019 Due Date (PMO Use Only)
Activity Status |N SERVICE
Business Unit \AAA - SCHOC Owner
Department XDCI - OPHTH,
Custodian 04395877 First JEFFREY Mid oL
User 09648622 First KRISTINA Mid
Location* 20 - PORTER [ [
Eind OK | Cancel
Document* —J —J Container Number 1
Do Not Use* Drawing No.
Global User Fields* 1213750__11025.88__2015_ ALLOW
Add to Working List Add'l Information Commodity Comment / Picture / Attachment Re-Request Asset Configuration Asset Kit
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Accountability — Stewardship Responsibility m

. e The over-arching budget unit for
Business the for the Department. Usually

Uni a School-level or equivalent
nit o
Organization

e The Department to which
the asset is accountable,

De pa rtment selecting from the university

org hierarchy

e The individual who has
Custodian authority to determine use,
relocation or other decisions
affecting the asset
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Custodians

* |[dentified in Sunflower
* Reportable and auditable

* Custodian must be Stanford Staff
e Cannot be an affiliate, student or temporary employee

* Should have decision making authority to move, transfer or
otherwise dispose of the asset

* Does not need to be the end user
* Additional identification fields are available for user(s)
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Custodian and User

P

|| Sunflower Enterprise - Production 5.0.0.0 - 06/08/2016 (KKAEHLER@OF1PRD)

Exit Agree Contract Mgmt Maintenance Finance [nactive Excess Review IT Components Barcode Configuration Shipments Admin Reports Functions Utility Window Help

2 He§e¢Y=SEHEER00 @&

(BEEH & ay BEERHE
Edmaintain Inventory Assets - asmn2010 (Page 1 of 2)
Inventory Assets

= H |

SU Barcode # (7109300

=

(F=% ECR ™

ull | None Captured |
Other Identifiers (1) [INV / 7109300 -|[®
uT Type SU Barcode # Released? [y
’T_ Existing interest asset | |

Default Location* [[

Catalog Identifier*

148723

Manufacturer ||_E;QA

Official Name |CRYOSTAT

Serial Number [1868/10-2015

Acquisition Method |[PURCHASE

Acquisition Cost” | $26,462.12

Asset Condition |1 |GOOD CONDITION

Activity Status ||N SERVICE

Business Unit [VAAA - SCHOOL OF MEDICINE

Department_XDCI - OPHTHALMOLOGY

[ Commodity Asset Parents | Children |0 C/AIP

[ Material Model |CM 1860

There is also an optional User designation, which can be an individual or
User § a group — the system has different fields available for this.

Acquisitiof
Record Last Updated |06/08/2016 Due Date (PMO Use Only)

Flags* ;c Do Mot Use |

Owner [STANFORD UNIVERSITY

Accepted? __IY_ DPA_|BARTLETT BARBARA 05519364

N Cistoion 04395877 Last Name* [GOLDBERG First |JEFFREY Mid m
User (09648622 Last Name™ [RUSSANO First [KRISTINA Mid [
Location® |20 - PORTER DRIVE__BLDG-FLOOR__081-02_ROOM__2158  Container Number | «
Document* [
Do Not Use*

Global User Fields®

1213750_24697.96_ 2015_ ALLOW

[ Add Information | [ Commodity [ Comment / Picture / Attachment | [ Re-Reguest | | Asset Configuration | ] Asset Kit |

The default location of the asset. Press Edit to display or edit default location

Record: 23/42 | - | | <0sC>
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Federal & Sponsor Owned Property

* Overview
* What defines Title/Ownership

* Federal
* Non-Federal Sponsor

* Importance of Stanford Stewardship

* Accountability

* Loss Damage Destruction Theft (LDDT)

 DPA & Custodian Role
* Asset Identification
* Record Creation and Maintence
e Communication with PMO

e PMO Role

* Asset Record Maintenance
* Yearly Inventory

* Sponsor Approvals when needed

SHIPPING CONTANER TALLY

123456759 10111213 14 15 16 1718 19 20 21 22 23 24 25 26 27 25 29 30 31 32 33 34 35 36 37 38 39 40 41 42 43 44 45 46 47 43 49 5

REQUISITION AND INVOICE/SHIPPING DOCUMENT

e Bt a0

colsionof o or. Se1d commens garing s b et 30 e 3o 1 icion o lamaon b
S 1 v of .10 person ST be S45c 1o any penaty for aing o comply i =

PLEASE DO NOT RETURN YOUR FORM TO THE ABOVE ORGANIZATION. RETURN COMPLETED FORM TO THE ADDRESS IN ITEM2.

ing =
Siggestons o reducy e buren. o e egarimen of Defrce. Execve Sanves i
Loy o ormaon 1 s o1 daplay s Sarert v OHS corve umosr

{3320) Rasponcents

T PROW Tl 2P Ty

o0

er 3 FEaySToN
o, Sieers |7 0aTe

T OATEMATERIAL T PRDRTY

B

70 TGRRTORE T Zo)

T SIFTO-WARKFOR

# Sunflower Enterprise - Production 5.0.0.0 - 06/09/2020 (KKAEHLER@OF1PRD)

Exit Agree Contract Mgmt Maintenance Finance Inactive Excess Review [TC

Barcode Co

Admin Reports Functions Utility Window Hel

EAMaintain Invento

n2010 (Page 1 of2)
Inventory Assets

mem ‘ FEDERAL STOCK NUNBER DESCRIPTION, AND CODING OF MA™ERIEL ANDIOR SERVICES

| TomL
Con

16.TRANSPORTATION VIA AWZ ORMSC CRARGEABLE TC
TEDEY

TAINERs | TAINER

5 DESCRIPTION

THECREDEY

BEHEN A av BEEEEE ZH 2 Hu@e/-c OEOE06@&2 @
ull None Captured B |

Other Identifers (1) [AGR, INV /7111785

BEY

PRCKED &V

-

ot

FORM 1149, JUL 2006

Stanford University

[P —
5152 53 54 55 5 57 50 59 60 61 62 63 64 65 €
PREVIOUSE

Manufacturer [FLUIDIGM CORPORATION [ Material
Official Name |THERMAL CYCLER
Serial Number |50255 Document?
Acquisition Method [LOAN (INCOMING) H
quisition Cost™ ,m Acquisitio

Asset Condition 1 |coop conpmon

User Fields*

Record Last Updated 10/11/2017

um Type SU Barcode # Released? [y
F Existing interest asset | ‘
Catalog Identifier* |124063 [ Commodity Asse Parents | Children o CIAIP |cA

Madel |FCI CYCLER

Model Name

Stock Mumber ‘

n Date |12/14/2012

Activity Status [IN SERVICE Flags® |C EH

Business Unit [STANFORD UNIVERSITY
Department [WAZC - GENETICS

Custodian |03361466
User ,7

Accepted? ’T

Last Name* |SNYDER
Last Name™

Today's Date |12/14/2012
Due Date (PMO Use Only) |1017/2017

Do Mot Use |

Owner [FEDERAL

DPA ‘ORANTES ALEXANDRA M 05438358

First |MICHAEL
First

Mid [P
Mid [

Location®

07 - MEDICAL CENTER__BLDG-FLOOR__307-03__ROOM__M303

Document™ |

Container Number @

Do Not Use™ |

Drawing No.

Global User Fields*

LI LAB_ 2011__UNALLOW

Add to Working List | [ Addl ‘ [ Commodit: Comment / Picture /

| I Re-Reguest ‘ [Assatf‘

|| Asset Kit ‘
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Asset Location

SFA/FIMS (iSPACE) Interface

* Location structure:
 Quad_Building-Floor Room
20 — PORTER DRIVE_BLDG-FLOOR_081-02_ROOM_2158

GROUP 1D

AHESTHESW _ ADULT wED

] &eoiscmeny omey
ATOTHORACIE SUR
AT

il L
(sze78 ) =

J ezes: A
[z ]| PEDS /GARDIOLOGY (W)

[ e m——

] reosmeomsroony pxme)

PEDS /NEPHRCLOGY (HITS)

PEDS /OPERATIONS (XGHG)

RADIATION AND CANCER SIGLOGY
Dxowr)

B

E=2]

==k :

[ A SRoameniitne sy
E=H

=S|

=

[sams5] amdl

u SHC-RESERVED (Z0KL)

UNASSIGABLE SPACE — SOM
{zzen)

UROLEGY — DMSIONS (x2KU}

SeirTo6] SHFT07] SHFTo8|

=) =x 243
]
Saa3n

- EEFELY EFEEDY
z

o o ] n] n] a] a o a ] a ] o] n] a

Stanford University

Areas of implication include:

* Indirect Cost Recovery

Use
Audit
Inventory

Compliance
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Stanford ‘ Facilities Information Manager

Maps and Records Basemap Building List Zone Square Footage Building Report

BUILDING ADDRESSES

Additional references for operational and public safepep@rsonnel (Special Access Only]

Showing 100 v buildings Filter: | |

BLDGID 4 NAME ZONE NUMBER STREET NAME cIry
00-000 GENERAL D
Mﬂ_ QUAD 01 - GENERAL D
01-001 BUILDING 1 - MAIN QUAD D 450 JANE STANFORD WAY, BLDG. 1 STANFORD 142-07-086
01-010 PRESIDENT'S OFFICE D 450 JANE STANFORD WAY, BLDG. 10 STANFORD 142-07-086
01-020 BUILDING 20 - MAIN QUAD D 450 JANE STANFORD WAY, BLDG, 20 STANFORD 142-07-086
01-030 STANFORD LANGUAGE CENTER D 450 JANE STANFORD WAY, BLDG. 30 STANFORD 142-07-086
01-040 BUILDING 40 - MAIN QUAD D 450 JANE STANFORD WAY, BLDG. 40 STANFORD 142-07-086
01-050 BUILDING 50 - MAIN QUAD D 450 JANE STANFORD WAY, BLDG. 50 STANFORD 142-07-086
01-060 BUILDING 60 - MAIN QUAD D 450 JANE STANFORD WAY, BLDG. 60 STANFORD 142-07-086
D_].;QE HUMANITIES - RELIGIOUS STUDIES D 450 JANE STANFORD WAY, BLDG. 70 STANFORD 142-07-086
01-080 BUILDING 80 - MAIN QUAD D 450 JANE STANFORD WAY, BLDG. 80 STANFORD 142-07-086
01-080 PHILOSOPHY D 450 JANE STANFORD WAY, BLDG. 90 STANFORD 142-07-086
1-100 BUILDING 100 - MAIN QUAD D 450 JANE STANFORD WAY, BLDG. 100 STANFORD 142-07-086
01-110 BUILDING 110 - MAIN QUAD D 450 JANE STANFORD WAY, BLDG. 110 STANFORD 142-07-086
01-120 MCCLATCHY HALL D 450 JANE STANFORD WAY, BLDG, 120 STANFORD 142-07-086

maps-secure.stan i ueries/address.cfm |
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SFA Asset Location

| Sunflower Enterprise - Production 5.0.0.0 - 06/08/2016 (KKAEHLER@OF1PRD) =8 NN ==
Action Edit Query Block Record Field Lookup Help Window

(BEEa0 «# Ay BEEFEE ZH ? HuBeV=SOBELNO & &2

[ Amaintain Inventory Assets - asmn2010 (Page 1 of 2)

Inventory Assets ull None Captured
Other Identifiers (1) NV / 7109300 - ®
[:I'-.ﬂaintain Locations - sacr2 10 iz iiriciriririrleteteir i lelr e e te bt e e Lol e el e e e e D e e e e Ly Cr e e e e e e e e e L e e e e D e e e L L o e e Ce e e e e e el e br e pe e Lo e O] K
Locations

Quad |20 - PORTER DRIVE

|BLDG-FLOOF |081-02 [ROOM 2158 Leave Blank
Leave Blank |

GPS 1 | GPS2 | GPS3 |

Acquisition Method PURCHASE User Fields*

dcquisition Cost” $26.462.12 Acquisition Date  01/13/2016 Today's Date
gset Condition 1 GOOD CONDITION Record Last Updated 06/08/2016 Due Date (PMO Use Only)
Adyvity Status N SERVICE Flags® ¢ Do Not Use

Busi\gss Unit VAAA - SCHOOL OF MEDICINE Owner STANFORD UNIVERSITY
Depa§ment XDCI - OPHTHALMOLOGY Accepted? 'Y DPA BARTLETT BARBARA 05519364
CustoNan 04395877 Last Name* GOLDBERG First JEFFREY Mid Lol
Us&, 09648622 Last Name* RUSSANO First KRISTINA Mid
Location® 20 - PORTER DRIVE__BLDG-FLOOR__081-02__ ROOM__ Container Number ®
Document*
Do Not Use*

Global User Fields™ 1213750__24697.96__2015__ ALLOW

Add' Information Commodity Comment / Picture / Attachment Re-Reguest Asset Configuration Asset Kit

The institutional mailstop assigned to the location, e.g. B2332-2 i
Record: 11 | | - | I
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Location accurately reflected at record creation

Update the SFA record if location will change for
over 30 days

Off-Campus form is required if asset is to be in a
location that is not in the University space inventory
system (iSpace) but in the control of Stanford faculty
or staff

If the asset is loaned to another Institution, attach
the loan document to the record and change to Off
Campus Business Location Code and enter the
physical address in the Global User Field
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Off — Historic Campus

Stanford Space

Includes Leased buildings and remote University sites

. Location is in the iSpace registry

Quads for Porter Drive (20), Menlo Park (40), Redwood City (70), and
Various Off Campus Locations(90)

*  Quad 90 Examples:
e Stanford Boathouse = 90-435
e 1050 Arastradero Bldg. A =90-471R
e 730 Welch Rd. =90-925
e SLAC & PAVA = Buildings 90-998 & 90-990
 Room number should be noted in location detail field

Stanford University
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Storage

If an asset is to be in storage:

* Provide Justification for retention
* Purpose
 Storage Period

* Must be in a secure location
* Document all assets in storage
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If the asset is located at a business or private residence:

AND under control of Stanford personnel
Location not in space registry
In SFA, use Quad 90
* Private Residence —510E-99999_ 99999999
* (Do not enter the physical address in SFA)

* Private Business or Institution 550E-
99999 99999999

These assets require an Off-Campus Worksheet

Available on the PMO Website > Forms and Documents

!t
UL
nuuﬂ::
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L BT

i
i m

e T
X o >
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Off-Campus Worksheet

Property Management Office

Off-Campus Equipment Verification Worksheet

Custodian Information

Printed Name Phone

Title Email
Department On-Campus Location
Signature Date

Off-Campus Asset User

Printed Name Phone

Department Email

Off-Campus Location/Address (No PO Box) Include zip code: P IVI O We b S ite > FO r m S a n d D O C u m e nts

Is this a private residence? Relationship to Custodian

Asset Information (if multiple assets at same location, use secondary sheet)

SU ID Tag Number Manufacturer
Model Number Description
Serial Number Asset returned to campus? (Y/N)

Initial Form Created

Date DPA Initials __ Status & Condition
1# Annual Verification Performed

Date DPA Initials _ Status & Condition
2" Annual Verification Performed

Date DPA Initials Status & Condition

Property Management Office, 485 Broadway | 3rd Floor MC 6025 | Redwood City, CA 94063 | Revised September 2019
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Asset Recording Worksheet

Remember:
receipt to
record in 30
days!

PROPERTY MANAGEMENT OFFICE

Asset Recording Worksheet

SU ID Tag Number Taggable (v/n)

Manufacturer

Model Name (if any) Model Number

Description (centrifuge, freezer, etc...)

Serial Number Purchase Order #

Acqg. Cost & Method $ Date Rec.

Year Manufactured Business Unit

Asset Owner STANFORD| | FEDERAI.l | DTHER| I

Department

Custodian (Last, First)

User Name (Last, First)

Location Quap BLDG FLR ROOM

Will the asset be used in a Service Center? (v/n) Asset Photo (v/n)

Global User Field Information

Additional Location Details

Additional Asset Comments

PMO Website > Forms and Documents

Stanford University

Remember:

receipt to
record in 30
days!
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PMO Management
Outreach

* Purpose of our outreach activities are:

* Update departments with the current
landscape of property management
* Clarify roles, responsibilities, and
expectations

e Better understand campus needs,
issues, and competing priorities

e Share tools, resources and
promote services available

* Provide opportunity for direct
feedback (both ways)

* Increase visibility and awareness of
key Property controls and associated
risks

* Highlight performance and share
metrics

 |dentify potential improvements

Stanford University
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Key Control Processes to Address Risk

PMO Teams

Key Controls

Accounting and
Financial Compliance

Purchasing & Receiving

—— |dentification & Recording

Campus Support and
Property Programs

Financial Reconciliation & Reporting
Disposition & Retirements

Physical Inventory

D; Biennial Physical Inventory

Reuse, Excess, and
Surplus Sales

— Disposition & Retirements Inventory

Research Property and
Sponsor Compliance

Fabrications
Sponsored Agreements Management

Stanford University
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Key Roles in Property Management

 Asset Users

» Office or Lab Manager

uo-spuey

* Faculty or Principal Investigator
* Department property Administrator (DPA)

* DPA Supervisor

(@
<
0
q
vt
0q
>
(o

* Associate Dean / Dean / AVP or Designee

* Property Management Office

Stanford University
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KAEHLER@OFIPRDY)

Inactive Excess Review [T Components Barcode Configuration Shipments Admir

Demo’s!

Sunflower:

V| Creating a record “from scratch”

Creating multiple records from one PO

Tips, Tricks and Searches




Outgoing Loans

 When Stanford owned equipment is:

* Being used in a Non-Stanford location

AND
* Not in the possession and control of Stanford University personnel
Use an outgoing loan document rather than an off-campus worksheet

e Outgoing loan must demonstrate a direct benefit to the University

* Loans to for-profit entities are generally disallowed and must be pre-approved
by PMO

Always contact your PPM in the event of an outgoing loan. There are a

number of issues to be reviewed prior to a loan being approved and
generated, alert PMO as early in the process as possible.
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(/—;‘.\ Property Management Office
\:?-/" Outgoing Loan Document

PMO G ted Loan # Loan Period i

Fi Contact Name Phone Number

Name Phone Number

Purpoce of Loan:
Location where property will De uced (If different from above):
Rectrieions on Uce (I any):

lponeor & s Name (If Cwned) Date

Please attach or Information If appiicable.

wios ity Mods! Number
Berial Numbaer Ownar
A Value 3, |z maore than one item being loaned? (Y/N]

I y63, picase vtlIze 3pace balow or JMach second shest

Agset Information

s Model Number

Berial Number Owner

Value 3,

Outgoing Loan Document — Stanford Lender

Property Management Office

Outgoing Loan Document

TERMS AND CONDITIONS

1. Borower wit

8. Assume ol cosls invelved in preparation, handing, loading, disconneding. FRnscotation, and shpoing Inswrance fom and 1
o

B Ukie Te ‘oared croparty ondy for (he purposes soedifiod i Ehis an agreement. 0 comglance with LS espart contro and track

& Mardan and cal brake equapmet h acoondanie winh Tanfadu g spoc foafiore.
d Retum tre ioaned emis] 'n e condtion a6 seceived from Lender, noma wedr and fear exceptod, and bes of contaminadion, on o
e expration dale. uniess INe kaan penad Flommaly ederded of e £an ks lerminaled befone e due dale
Lender evidencs of ladilty insurance with Imiis not less han 52,000,000 and evidence of progery insuranae o loss or
wih "The Baard of Trustees of The Leland Staniord Junior University” o 5 indaded s an addiiondl insumd under both

L Incase of mum;wlm;wﬂww fepan such oas and romburse Lender 3t e curment prica of feslacement oF fear

Jnchating cost of loes of use

@ Agree to deferd, wnnaﬂmnﬁlﬁslm (Slarford Undserslty) and 1s offoers evoiopces a0 anents aganst any and
Aabinty, oss, damanes, claime and costs arising from Bomowes L of possession of the ioandd oroperty

1. Mmmbw nad be modfed loaned exxonted re-oroiad o Fansfemed ¥ 2 hid paty wilhout Te weilien parvisan
T Hanford Univercity Property Management OfMos (PMIO)

3. Boroacr will venty i wrilng 1o Slaniond Property Management Oftoe custody, use and condion of equ et annudl y and permit
erodic | ipocton of lnaned propeny by Lende” of 1 desgrce Lpon regucst

4. Borower wil Immadiatey repont o Stantond Property Management Offica any incidents of loss, damage of destruction of baned
pment
§. Stanford Uniersty wil pass on al FLOW DOWN responsizi ity to Bomower. Titke 1o the propeny wil rest wih Stantond or its

ponses N accndanos wih T orme agreement. Lende” reserves the nghl 10 cancel the oan and 1o recal e oanod propsy upon a
10 fheni) dary nolice:

otd 10 and acoepied oy (Please Drint of hyoo-esoept signature);

Approvals
Hgnature Date
wgnaturn Dale
sgnature Date
gnature Dats

Stanford University
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Outgoing Equipment Transfers m

Transfer of equipment to other institutions may require considerable
effort, and certain information will be requested from the DPA. A
complete list can be found in the Property Manual Chapter 4.2.

The following apply in all cases:
* [temized list of equipment transferring
* Name and contact information for receiving institution

* Original funding sources(s) of the equipment(federal, other)
* Are there transferring grants with the equipment?
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Export Controls

* When traveling with equipment:
* Domestic travel
* International travel (including Canada)

Research equipment leaving the country MUST be pre-approved, including laptop
computers for research personnel.

v’ Certification needed even if no export license is required
v’ Personal computers for administrative, non-research use are not restricted

Steve Eisner, Export Control Officer

Steve.Eisner@Stanford.edu

www.Stanford.edu controls

See Decision Tree!
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Physical Inventory

* Purpose
 Verify accuracy of property records
 Validate University Financial Reports

* Check “overall health” of property system
* Data posted in Sunflower Database, reports

* Frequency

e Biennial inventory required
* 98% minimum ‘location’ rate to pass

* Departmental or Sponsored inventories as needed

You will be notified well in advance of your department’s scheduled

inventory and provided with additional information at that time.
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DPA Inventory Process

PMO sends reminder email
for upcoming inventory
scanning

¢ Dates and Locations
e Off-Campus forms can be verified

DPA

» Notifies Department
Management, Faculty and Staff

e Attends Pre-Inventory meeting
with Manager

PPM and Inventory Point of
Contact

» Facilitates Pre-Inventory Meeting

* Provides Reporting Criteria
Number

DPA

® Reviews Inventory Base Report

e Walks space to identify Capital
Assets and possible access issues

¢ Posts Inventory Notice Signs

Inventory Team Scans
Locations

* Provides initial scan report to DPA

Reconciliation Period Begins

* Photo Recon
e PPM Disposition Approval

Recon Period Ends

* Final Reports are provided to DPA
and Department Management

e Department Pass/Fail
e Inventory Close

Stanford University
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All vehi st be recorded in Sunflower
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try Form provided by Fle
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Pre-

ourchase Acquisition Disposition
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Equipment Excess Request

To have items
collected/removed from
your department for
disposal

s E£Xxcess Request generated in SPARC

e Tagged items and non tagged items on separate
requests

e Tagged items will route to primary DPA for
approval

mam [Xxcess Request is received by Surplus

e A PSSI| work order for removal of refrigeration
equipment is required. DPA to include WO
number in the SPARC request

e Please note if you have a 37 part mover on ER

mw Pick up is scheduled

e Please note that scheduled date is only an
approximation, and actual pick-up may be a day
before or later




Reuse

Reutilization and re-purposing of property is
a priority at Stanford. Items in operable
condition that are no longer needed should
be made available to all University
departments.

 ReUse Website (SPARC)

e Sustainability Lab Share Events
* Interdepartmental communications
* Furniture Reutilization Program

Stanford University 83




Disposition

-urniture Disposal
°rocess

* Furniture removal should be coordinated with the
assistance of Steven Magee, Reutilization Specialist.

* NO SPARC Excess is needed for furniture disposals

* Small quantities or small projects (<10 items or a
large group of matching chairs:
* Contact Steven Magee

* Send photos to him to decide what should go into the ReUse
Program

* Arrange move of furniture to warehouse/PSSl| as appropriate via
UG2 — a work order is needed through Building Grounds
Maintenance (BGM) wesite or through a 3™ Party mover

* Large quantities or projects (2 -3 offices or more)
* Contact Steven Magee
* Arrange for a walk-through for evaluation
* Steven Magee will tag the furniture to go to ReUse
* Arrange with UG2 or 3" Party movers

* If using a 3" Party mover, please coordinate with Steven Magee
for delivery

* A PSSI workorder is needed for broken/unacceptable material
84




Refrigerants -
FREON

Any equipment which uses
Freon as a coolant can only

be handled for disposal by
PSSI

A work order is required,
available on the BGM
website. Select request type
“Customer Funded”

The work order must be
originated by the
Department and the number
entered in the SPARC, which
will speed the process

PSSI will contact the primary
contact on the SPARC
request to coordinate pick

up

Disposition
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 Computers and data storage
devices require special
handling to ensure information
security

* Proprietary data files must be
removed by user prior to
excessing a computer. This
process is an important risk
mitigation for the University.

* Apple products also require the
user to remove their iCloud
account and unenroll from JamF
and Remote management.




No Pick-Up Equipment Excess

Transfers to outside institution

Returns to manufacturer/sponsors

Trade-in for new model

Property record elimination

Theft

Lease/Loan return

Sale

These excess
requests must be
completed in
Sunflower, via
template -
contact your
PPM!
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* Topics Include
e Disposal Preparation

* SPARC vs. Sunflower Excess
Requests

e Definitions

Disposal Informational Page

.‘ -
".-".'

* Examples

Surplus Property - Disposals * Importance of Ownership

Review

Office of Sponsored Research -
Pre Award

Key Contacts e Special Handling
Office of Sponsored Research - Surplus Property Sales Manager .
Post Award Hexperez  Computers and Computing
s . Email & H
Mgzl;sgoer;t::tecewables ‘ DeVI ces
Assistant Surplus Property Sales Manager
Jimmy Baca . .
Client Advocacy & Education 550_7;‘3_3001 d Se I'I a I n U m be r re m I n d e r
Email &
Cost and Management Analysis PY F u rn it u r-e

Property Management Office

Property Management Manual
Capital Cost Transfers

Team Members

Campus Support Team
Surplus Property Sales

Disposals

Disposition is the process by which property owned by or otherwise accountable to Stanford is permanently
removed from active University records. When assets become excess to the needs of the University, or the
sponsored project under which they were acquired, they must be declared excess and the disposition process
initiated. Timeliness in beginning the disposition process is a key to maximizing return on investment while

minimizing unnecessary costs associated with the retention and management of the asset. It also mitigates the

risk of potential misuse, unauthorized disposition, or theft.

Stanford University

e ora.stanford.edu >> Property
Management Office >> Surplus
Property Sales >> Disposals



Excess Reminders

Clearly identify
Attempt to items to be
Reutilize on sanitization prior collected —

SPARC ReUse Site to excess segregate and flag
with excess label
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Online Systems and Reference
Tools — To help you do your job!

* SPARC (Stanford Property Administrators Resource
Center)

* Various property related portals
* Quick Links

* Property Manual, User Guides, FAQs, Forms
and Documents

* OBI Reports
* General reporting and consolidated data

e Administrative Guide
* University Policies
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PMO Unmatched Monitoring

A process to deter

mine invoice lines in FA Mass Additions, with no corresponding record in Sunflower

and Sunflower records created, but not reconciled in Oracle FA. This correlates to the timely
recording of assets.

A B c D E F G H J K L M N 0 P Q R
"DUTSTANDING "UNMATCHED" BY STATUS AND CALENDAR MONTH
Values % Dollar Amount % By PO Count
Average of
GL Period Waiting (§)  Unmatched ($) Matched ($) gg{s"{ Waiting :&so)f Ve e :3(50; Maiched g&s"; TZE] L'(;"N"S'I‘Jag ‘T‘;‘::’E:g"f ﬂ;’%r;ie % Waiting % Unmatched % Matched [Jll% Waiting % Unmatched % Matched
Ei ONLY SUONLY Lag

TMAY-2018 18,199.00 3,089,846.00 1 0 82 83 69 106 93 0% 99% 0%\ 99%
JUN-2018 56.,396.00 5,594,964.00 1 0 138 139 65 81 74 1% 0% 99% 1% 0%

OCT-2018 8,499,007.00 3,835,933.00 1 0 86 87 56 82 7 59% 0% 31% 1% 0%

DEC-2018 820,000.00 4,324,004.00 1 0 81 82 95 69 79 16% 0% 84% 1% 0%

APR-2019 160,327.00 3.669,814.00 2 0 92 94 64 65 64 1% 0% 96% 2% 0%
TMAY-2019 4,214,550.00 5,328,029.96 3 0 127 130 91 78 84 44% 0% 56% 2% 0%

TJUN-2019 485,836 45 3,769,857 53 4 0 89 93 66 86 80 1% 0% 89% 4% 0%

JuL-2019 771,022.00 - 3.705,313.00 2 0 70 72 72 99 89 17% 0% 83% 3% 0%

AUG-2019 1,437,278.00 26,592.00  6.248,392.00 g 1 122 132 61 62 62 0% 51% 1%

PMO downloads
University wide 288

Report

Department

DPA uses this information
to tag and record Assets

in SFA within the 30 day
timeline

PPM sends email to
Departments that have

and sorts by new unmatched POs

$3,000,000.00 { -~ ‘
$2,000,000.00 / - 2 ==
$1,000,000.00 v — s
5 — A — | — —
MAY-2018 JUN-2018 DCT 2018 DEC ZUlB AF‘R 2019 MAY ZUIB JUN-2019 JUL- 2019 AUG-2019 SEP-2019 0CT-2019 NOV-2019 DEC-201%9 -
==l No. of Matched POI(S) B2 138 86 92 127 89 70 84 84 64 58
S Mo. of Unmatched PO(S) Q Q o ] o i} 0 a 1 1 0 0 5 34
== No. of Waiting PO(S) 1 1 1 1 2 3 4 2 9 5 3 8 6 6
Average of Time Lag 93 74 71 79 64 84 80 89 B2 58 74 50 49 -
Average of Time Lag SU ONLY 106 B1 82 69 65 78 86 99 62 53 68 43 66 0
Average of Time Lag NONSU ONLY 69 65 56 95 64 91 66 72 61 67 83 56 22 0
Mo. of Total PO(S) 83 139 87 82 94 30 132 95 87 92 75 100
(IESERE Fv19-20 University View || Previous Month vs Current Month Pl seprvo028s | OcTFv20288 | MOV a0 288 | DECFY20288 | JANFY20288 | FEBFY20288 ® <
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Financial Impact — Unmatched Reporting

Total Amount UnMatched by PPM Total Amount Waiting by PPM
Kim $ 6,168,434.00 Kim $ 28,937,339.00
Rachel $ 11,612,957.00 Rachel $ 332,500.00
Becca § 8,473,815.00 Becca $ 6,968,699 00
Scott $ 1,702,506.00 Scott $ 1,441,488.00
Christine $ 4.044,390.00 Christine $ 1,309,261.00
Total UnMatched $ 32,002,102.00 Total Waiting $ 38,989,287 00

m ) UnmatChed/PPM (as of 265ep23) E Christine Wﬂlting/PPM {as of 265ep23)
m 3%

Becca

18%

Rachel
1%
= Kim B Kim
Rachel = Rachi H Rachel
36% Becca Becca
B Scott W Scott
Christine Christine
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* Property Policy and Systems

96

Training and
Communication
Resources

classes - STARS

Property Forums (PMO-3000) —
2X/Year

Refresher (PMO-2000) -
2X/Year

CCT Overview (PMO-5010) -
self paced

Stanford DPA SLACK Channel

PMO Communications — DPA
email list

NPMA Higher Education and
Research Chapter — National
Property Management
Association

Your Property Programs Manager
(PPM)
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* You have a question about Capital Equipment Expenditure
Types

e A faculty member is leaving Stanford and wants to take “their”
equipment

W h O WOu | d * Your Department is given a grand piano

yO U CO ﬂta Ct * A manufacturer wants a faculty member to use a piece of
_[_. equipment for research and let them know how it works
IT...

* A faculty member wishes to sell a piece of their equipment to
another University '

YOUR PPM! /
4
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You as a Communicator and Facilitator:

* Let your Department know who you are, where to reach you and
WIIFT (What’s in it for Them!)

* Set up communication strategies that work for your area _.@

e Be visible ‘ ﬂE

e Distribute Valuable Information ﬁ?o
Y

’ | =
Y " .
— ~
i, 5 News
o -
o
&5 \.\
d v
/ ot s
g
«~Blg Vv
— [
KE -/
a3
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* Know your job

e Be assertive

* Use your PPM as a resource

Stanford University 99



1. Inthe next day or two, PMO will
grant you access and authority
for all DPA Property Applications
(Sunflower, SPARC, Bl Reports,
Department Google Doc)

2. Please login and confirm your
access (If you have any issues,
please contact your PPM)

3. Review Department Google Doc
— Confirm access, edit as needed
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* The DPA role is very important to Stanford
* Be proficient and be visible

e Keep your supervisor informed about your property
activities and duties

* If you're not sure, ask your PPM - we’re here to assist you!
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