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UNIVERSITY OF PUERTO RICO – MAYAGUEZ
RESEARCH AND DEVELOPMENT CENTER 

PROCEDURE FOR RECEIVING, MARKING AND DELIVERING OF THE 
MOVABLE PROPERTY ADQUIRED WITH THE UPRM’s CORPORATIVE CARD
AMERICAN EXPRESS 

A. Introduction 
The University of Puerto Rico – Mayagüez / Research and Development Center is responsible for administering the federal, state and private funds that are assigned. As a part of this administrative function it is the responsibility of the UPR-M/RDC, to establish the procedure for the acquisition and management of movable property with the Corporative Card American Express which must be in accord with the federal, state, private and other institutional policies. 

B. Legal Bases
We make public this Procedure in accord with the Certification Number 062,1994-95 “Regulation for the Control of the Moveable Property of the UPR”, “Procedure for the Use of the RDC’s Corporative Credit Card”, “Regulations on the Acquisition of Equipment, Materials and Non Personal Services of the UPR”, Certification Number 30, 2008-2009

C. Purpose and Application
To establish a uniform procedure that would expedite receiving, marking and delivery of the Movable Property bought with the American Express Credit Card with the goal of exercising and guarantying adequate control of the property. 

D. Classification of Movable Property
All movable property that due to its considerable cost or due to the nature and use it merits classification as equipment will entail an effective control of the accounting books. It will be established as a norm that it will be classified as equipment all property whose acquisition cost is of $200 or more. Besides the monetary value, the cost of the property including freight, cost of delivery, installation, transportation, insurance and the value assigned to any unit given in trade in, among others. 

[bookmark: _GoBack]Useful Life refers to the lapse of estimated time during which the movable property ill be useful without suffering major damage by wear and tear, obsolescent, or deterioration of the same. 
E. Definitions 
a. Moveable Property – a fixed commodity used to carryout University activities of relative permanence and value that can be transported from one point to another without impairment of the immoveable thing to which it is united and can be used without breaking the material or deterioration of the object, like office equipment, laboratory equipment, computers, machinery and furniture among others. 
b. Officer or Person in Charge of the Property – persons designated by the Director of the institutional unit which will be responsible of accountability and control of that part of the moveable property subject to the jurisdiction of its inventoried unit. 
c. Corporative Card – Credit line provided by a financial institution in the name of authorized functionaries that form part of general credit account of the University of Puerto Rico - Mayagüez which is used for the acquisition of Movable Property. 
d. Evidence of expenditures – A receipt from the business from which the goods were obtained, credit card receipt, invoice or any document that substantiates the acquisition of goods or services for official use.

F. General Orders
a. The Chancellor, Director of the Research and Development Center  and the functionaries these authorize to use the corporative card will be responsible for informing and correctly documenting according to this procedure, 
 
 
