NSLS PROPERTY MANAGEMENT 

Many items at BNL are barcoded for accountability.  All items valued over $5,000, and any items considered Sensitive, are barcoded (for the complete list of Sensitive items go to: https://sbms.bnl.gov/ld/ld14/ld14e281.htm).  Non-sensitive equipment under $5,000 is identified with a red BNL ID tag.  Information regarding equipment, such as barcode, item description, model, serial number, responsible party and location is recorded and is used for inventory purposes.

Transfer of Property

If a barcoded item needs to be permanently relocated, the responsible party (if known) and the NSLS Property Representative (Wendy Morrin, X4884) must be notified so that the inventory information may be updated.

To Excess Property

Any Government owned property under the control of BNL that is not in productive use in its present location and is excess to the requirements of the Department, may be excessed.  Contact Wendy Morrin to have an EMR form (Equipment Movement Request), filled out.  You will be asked to sign the Process Knowledge section of this form before turning in your equipment.  (Note: all operational equipment will be offered to NSLS Staff via a monthly email, before it is excessed.)

Cannibalization of Property

Equipment may NOT be cannibalized for usable components and/or spare parts until the item has been approved for retirement.  See Wendy Morrin to complete the proper paperwork.

Equipment Belonging to Other Institutions

Equipment belonging to another institution should be clearly labeled as property of that institution.  If a piece of equipment has a barcode or identification label from another institution, it should be excessed through that institution.  Once notification is made and approval for disposal is obtained from the home institution, then the item may be disposed at BNL.

Taking BNL Equipment Offsite

Only BNL employees may take BNL equipment off site for BNL purposes.  A Property Pass must be obtained from Wendy Morrin prior to leaving the lab site.

To Lend BNL Equipment to Another Institution

You must allow sufficient lead-time (2 weeks minimum) to complete the required review process.  You will need to prove active collaboration and tangible benefits to be realized by BNL if the loan is granted.  To prove collaboration, you will need one of the following:  a Memorandum of Understanding, a Memorandum of Agreement, or a Field Work Proposal.  Lastly, you will need to fill out a Loan Agreement Worksheet and submit it for approval.

NSLS On-site Loan Policy

If another department or institution needs to borrow material or equipment (valued at $5000 or more) belonging to the NSLS, an NSLS On-site Loan Agreement form must be completed.  Please see Wendy Morrin for this form.  (Note:  off-site loans and loans to other institutions require additional paperwork – see above).  For the complete NSLS On-site Loan Policy click here.

If you are having trouble locating property, you may check our Property Photo file for a picture of your equipment.  The file is located on the network on NSLSNT1 in the folder labeled "Property Photos". Just scroll through until you find your barcode.  If you still cannot locate your equipment, please contact Wendy Morrin for additional information.

For more information go to the Supply and Materiel Group S.O.P. Manual, Section 300 – Property Management, which can be found at https://sbms.bnl.gov/ld/ld14/ld14t011.htm.

