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THE JOHNS HOPKINS UNIVERSITY  
EQUIPMENT INFORMATION FORM  

 
 

INSTRUCTIONS FOR DEPARTMENTS  
 
CHANGE IN STATUS - TRANSFER  
 
1. When an item of equipment is permanently transferred from one department to another or off-campus, check this box. Also, 

indicate the transferring department, budget number, and the recipient department and budget number. Include the 
name and address of the responsible person after the change. Approval must be given when equipment is located in a 
home.  

 
2. When an item of equipment is being permanently transferred out of the University, check this box. Also, indicate the 

recipient’s school or organization, building and budget number from which they are transferring the item.  
 
3. When an item of equipment is being transferred from another University or Organization, check this box. Also, indicate the 

building, room number and budget number to which they are transferring the equipment item. The name of the 
University or Organization from which it came, should be included. Please include the original cost and the date of 
acquisition if known. Also, include any documentation that would be useful for generating the data needed to produce 
a property record.  

 
CHANGE IN STATUS - OTHER  
 
4. When a department sells an item of equipment, check this box. Please note the buyer and the selling amount.  
 
5. If an item of equipment is lost or stolen, note the date of the occurrence here. Please be sure to contact the Security Office. 

Also, please note any pertinent follow-up information.  
 
6. If a department disposes of equipment by scrapping or by some other means, note it here.  
 
7. If an item of equipment changes status for any other reasons than the above, please note it here. Please provide an 

explanation (i.e., personally owned equipment has mistakenly appeared on the equipment list).  
 
8. When an item of equipment is to be returned to the Sponsoring Agency, check this box. Provide the date of return and the 

reason for returning the equipment.  
 


