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ACQUISTION OF GIFT EQUIPMENT/SUPPLIES/MATERIALS

POLICY AND ACQUISTION FORM

POLICY

Equipment, supplies and materials given to the university often involve transportation, installation, maintenance, cataloging, storage or operational expenses that must be borne by the university even though the item or items are given free of charge.  Therefore, faculty and staff members wishing to accept gift equipment, supplies, or materials must submit the Acquisition Form for review and approval before the gift can be accepted.  This policy does not pertain to fundraising projects.
GUIDELINES

Individuals proposing to acquire equipment, supplies, or materials must complete an Acquisition Form.  This statement identifies the item or items to be received and requires an itemization of costs in moving, installing, housing and/or storing, as well as maintaining and operating.  The form is available from the Office of Academic Administration or on their website at:  http://www.academicadministration.cmich.edu/Documents/Gift Acquisition Forms.pdf
After completing the information items on the Acquisition Form, individuals wishing to accept gift equipment, supplies, or materials should have the request reviewed and signed by the appropriate department chairperson and dean.  The form should then be submitted to the Vice Provost for Academic Administration (Warriner Hall 312) for review.  This office will be responsible for obtaining additional information if it is needed.  Such additional information will be shared with the dean, chairperson, and faculty or staff member(s) before a final decision is made.  Gifts may not be accepted until acquisition is approved by the Vice Provost for Academic Administration and you are notified by Dave Bunting of Development and Alumni Relations.

PROCEDURES

1.  Complete items 1-11 of the Acquisition Form and the Gift-in-Kind Transmittal Form.

2.  Obtain the signatures of the appropriate chairperson and dean.

3.  Submit the form to the Office of Academic Administration, Warriner Hall 312.
4.  Do not accept gifts until notified by Development and Alumni Relations that approval has 

     been obtained.
Academic Administration

               12/20/2005

