SERP Purchases in NICHD

Guidelines:

· Equipment must have been rented for a minimum of six months.

· The maximum amount of equipment that an institute can purchase is 25% of the equipment they were renting at the end of the fiscal year.  This percentage is based on the acquisition cost of the equipment.

Procedures:

In order to keep track of the percentage, please route all SERP through the NICHD Budget Administrative Officer:

· Complete “Request for Purchase” Memo

· Complete NIH 649 form – Report of Property Transfer (only complete the Transferred To upper right side of the form and the equipment information including decal, description, serial number, condition) including signatures from Lab Chief or designee and NICHD PCO)

· Make copy for your records and send original memo and form to Budget Administrative Officer who will then forward to SERP
Note:  Multiple pieces of equipment can be placed on the forms if they are being transferred to the same laboratory CAN and custodial code.
