
	POLICY:   CTRAC Permanent Loan

	PURPOSE: 

To establish a clear policy and procedure for CTRAC Staff to place equipment and supplies on permanent loan to an outside organization.



	POLICY:     

The Executive Director shall be responsible for assuring that any organizations receiving equipment or supplies that will require future accountability per the funding stream it was purchased with will be required to sign a Permanent Loan Form prior to receiving the equipment. 



	REVISIONS:  original 1.16.20

	PROCEDURE:  

1. CTRAC purchases supplies or equipment on behalf of member agencies and organizations allowing for economies of scale to be achieved and grant funding to be utilized as effectively and efficiently as possible.

2. Equipment and supplies should be shipped directly to the CTRAC offices when possible. Once items are received per the Asset Receiving Policy, they are marked and divided according to pre-determined recipient. This assignment should be completed as soon as possible after receipt, but no later than 10 working days.

3. Once items are received and marked a Permanent Loan Form should be completed for each individual piece of equipment. Like items are still required to have separate Permanent Loan Forms.  All items purchased by CTRAC to be placed on permanent loan with an outside organization should be permanently loaned no later than 30 days after receipt of item.
4. For items that are shipped directly to a receiving agency, a Permanent Loan Form needs to be completed and signed within 48 hours of receipt of items. 

5. CTRAC staff is responsible for completing the form with the appropriate information completed. When filling out a form, use as much detail as possible to describe items being permanently loaned. Like items should have similar if not identical descriptions. No boxes on the form should be left blank. 

6. A copy of the purchase invoice for items being permanently loaned should be attached to the Permanent Loan Form. 

7. A copy of the completely executed Permanent Loan Form should be attached to the original purchase invoice. 

8. Any items currently on permanent loan that are being returned or confiscated require the signature of both parties on the original Permanent Loan Form and the date items are returned. 

9. A new Permanent Loan Form is required for items being moved from one organization to another or back to CTRAC.

10. Items permanently loaned to entities shall not be transferred to any other entity.  If an entity wishes to return items or move them to another entity, requires CTRAC approval.

11. All permanently loaned items must be insured and maintained by the receiving entity as stated on the permanent loan form.

12. Original Permanent Loan Form with all supporting documentation should be filed in agency specific folders and maintained by CTRAC for a period of no less than 7 years.


	AUTHOR:  Christine Reeves, Executive Director



	APPROVAL SIGNATURE:           CReeves                                                  Date Approved: 1.16.20

	


