Florida International University
Office of Research and Economic Development
Equipment Transfer Request Checklist

(To be used when research equipment from a sponsored project is requested to be transferred to another entity)

SECTIONS I - VIII TO BE COMPLETED BY PI
I.
General Information
PI:        



Sponsor:      
Project Name:      
Project ID:      
II.
Equipment Description and Shipping Dates
General description of equipment to be shipped:       (Attach additional pages to itemize each equipment item to be shipped.  The attachment should be a copy of the attachment used for the shipper’s shipping documents.)

Proposed shipment date from FIU to destination:      
Proposed date for return of equipment to FIU:      
III.
Sponsored Project Award
1. Per the Sponsor award document and sponsor regulations, does FIU own the equipment that will be shipped?  Yes FORMCHECKBOX 
  No  FORMCHECKBOX 
  

2. Has the project sponsor approved of the shipment of the equipment to the destination entity? Sponsor approval should be in place prior to equipment shipment. Yes FORMCHECKBOX 
  No  FORMCHECKBOX 

3. Does the award prohibit shipping to the proposed destination country or entity? 

Yes FORMCHECKBOX 
  No  FORMCHECKBOX 

4. Does the award allow the Project ID to pay for shipping costs? Yes FORMCHECKBOX 
  No  FORMCHECKBOX 
  

5. If yes, is the Project ID being charged for the shipping costs? Yes FORMCHECKBOX 
  No  FORMCHECKBOX 
 

    If not, why not?      
6. Does the award allow the Project ID to pay for insurance costs? Yes FORMCHECKBOX 
  No  FORMCHECKBOX 

7. If yes, is the Project ID being charged for the insurance costs? Yes FORMCHECKBOX 
  No  FORMCHECKBOX 
 

    If not, why not?      
8. Is there a contract in place or in process with the entity to which the equipment will be shipped that addresses how the entity may use the equipment (this may be a subcontract or collaboration agreement under the sponsored project award)?  

 
 FORMCHECKBOX 
 Yes, an agreement was reviewed and approved by ORED and has been executed by the destination entity and by ORED on behalf of FIU. 

 FORMCHECKBOX 
 Yes, an agreement is in the works but has not been finalized. The agreement should be executed before the equipment is shipped.  

 FORMCHECKBOX 
 No.  If no, an agreement may be needed.  Please contact the Pre-Award representative for your project to determine if an agreement is needed and if so, for preparation of the agreement.

IV.
Property Control

Property Control must authorize the transfer of the equipment via the Offsite Form for University Property (http://finance.fiu.edu/controller/Docs/Property/Property_That_Is_Used_And_Remains_Offsite_Form.pdf) before the shipment can occur.  Please contact Property Control at ext 72167 with any questions.  The Property Control website is at http://www2.fiu.edu/~property/ for more contact information.  
Has Property Control approved the transfer of the equipment? Yes FORMCHECKBOX 
  No  FORMCHECKBOX 
  If not, why not      
V.
Shipping Costs
1.  Name of the shipper being used:      
2. Cost to ship the equipment:      
3.  List the Project ID or the Dept ID that will be used to pay shipping costs:      
VI.
Destination and Export Control
For information about export controls, please see the ORED Export Controls webpage at http://research.fiu.edu/export-controls/index.html.

1. List the name of the entity and the location to where the equipment will be shipped: Name of Entity:      
Address:        
Name of Contact person at Entity:        Phone #:      
2. Please list the names of all personnel whom you know will have access to the equipment at the destination.  This is needed for export control purposes:      
FOLLOWING QUESTIONS VI(A-D) TO BE COMPLETED BY DOR:

A. Award document allows the transfer of equipment to entity requested.  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
  

B. Award document allows the transfer of equipment to country involved. Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
  

C. All equipment listed in item II above has been run through Visual Compliance and are cleared.   Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
  

         If no, list the equipment that has not been cleared on Visual Compliance       
D. The name of the entity to which the equipment is being shipped and all personnel listed in item VI(2) above have been run through Visual Compliance and are cleared.   Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
  

         If no, which person(s) his/have not been cleared on Visual Compliance?       
If any equipment or personnel is not cleared through Visual Compliance, the shipment may be prohibited or a license from the U.S. Government may be needed.  Further review is required by DOR.

VII.
Insurance on Equipment
Please note that FIU insurance will not cover equipment if the equipment is not physically located on FIU property.  
1.
Will shipper provide insurance during shipping? Yes FORMCHECKBOX 
  No  FORMCHECKBOX 
  If yes, attach a copy of the written confirmation from shipper of what insurance will be provided, including the coverage amount.  If no, PI will need to purchase insurance coverage from FIU Facilities Management Department for time equipment is being shipped.  Please see instructions after question VII(2) below.
2.
Will the entity where the equipment is being shipped provide insurance during the time the equipment is there?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
  

If no, PI will need to purchase insurance coverage from FIU Facilities Management Department.  PI, please contact Alex Fals, Associate Director, Insurance, at ext 76970 to get a quote for the insurance and to order and pay for it.  Alex Fals will need a list of the equipment that will be shipped and the value of each equipment item.

If yes, FIU needs a copy of the insurance certificate that reflects the insurance that the entity has for the equipment.  The insurance must, at a minimum, have coverage limits sufficient to cover the value of the insurance and must name FIU as an additional insured.  ORED needs to get a copy of the insurance certificate and confirm with Alex Fals that it is sufficient.  If not sufficient and the entity will not purchase additional insurance, then FIU insurance will need to be purchased as noted in the paragraph above by payment from the sponsor Project ID or a Department ID, or the PI’s college will need to agree to cover the risk of loss on the equipment that is shipped and reimburse the University/grant for the cost of any lost or damaged equipment.
3.
The FIU Facilities Management Department has approved the insurance coverage both during the time of shipment and while the equipment is at the destination site. 

      
Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
  
4.         Insurance that is not provided by shipper or destination entity is being purchased through the FIU Facilities Management Department 
Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
   

VIII. Environmental Health and Safety (EH&S)

The equipment being shipped has safety concerns (including but not limited to radiation, laser, biological, chemical).  Yes FORMCHECKBOX 
  No  FORMCHECKBOX 
   If you are unsure, please contact the Environmental Compliance Manager at ext. 76971 for further assistance.  Additional contact information is on the EH&S website at http://www2.fiu.edu/~ehs/who_are_we/who_matrix.htm
Any equipment that has any safety issues (including but not limited to radiation issues) may require additional shipping requirements.  Therefore, the PI must consult with EH&S prior to shipping to ensure no additional requirements are needed.  Has EH&S approved the transfer of the equipment? Yes FORMCHECKBOX 
  No  FORMCHECKBOX 
  If not, why not      
Have you provided any special instructions required for the shipment as advised by EH&S? Yes FORMCHECKBOX 
  No  FORMCHECKBOX 
  If not, why not      
The information above is true and correct.  Should there be any change in the information above or as relates to the equipment being shipped, I will promptly advise the Office of Research and Economic Development.
___________________________________

PI Signature

Date: ______________________________

TO BE COMPLETED BY DOR:   
Information above provides: 

 FORMCHECKBOX 
  Sponsor award allows shipment.

 FORMCHECKBOX 
  Property Control approved shipment. 

 FORMCHECKBOX 
  Contract with destination entity regarding equipment use is in place.  

 FORMCHECKBOX 
 Costs for equipment shipment are covered.

 FORMCHECKBOX 
  All Export Control checks were clear. 

 FORMCHECKBOX 
  Insurance is in place during shipment. 
 FORMCHECKBOX 
  Insurance is in place during equipment location at destination site.  

 FORMCHECKBOX 
  EH&S was consulted and EH&S shipping instructions, if any, were provided to shipper. 
Based on the above checklist, the equipment shipment may proceed: Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
  If No, please explain why equipment may not be shipped:      
Reviewed By: ______________________________

Date: _____________________

