[Date]
Address
Dear [University Represented]
Dr. [PI name] has informed us of his intention to transfer to [new institution] on [date] and has requested the transfer of the equipment listed below which was purchased using federal funds.  By signing below you are agreeing to accept the transfer of the equipment with the following understanding:
· The equipment was purchased using federal funds in which the terms and condition have vested the equipment title with the University of Houston;
· The equipment and title is being transferred to the [new agency];
· The current per unit fair market value of the items are less than $5,000.00 and are being transferred with no further obligation to the federal awarding agency;
· The period of performance of the project for which the equipment was purchased has expired and the equipment is no longer needed by the University of Houston; and,

·  The equipment may not be included as contribution towards cost sharing for other federal awards.

List of equipment being transferred:
	UH Tag #
	Equipment Name
	Federal Agency
	Acquisition  Date
	Acquisition Amount
	Current Market Value

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Our property management office requires a signed letter of agreement accepting these terms before we can proceed with the equipment transfer.  Please sign below and return the letter to me.

Sincerely,

___________________________


______________________________
[Department chair name, title and address]

Beverly Rymer, Executive Director
On behalf of the [new institution], I accept the terms of transfer indicated above.

​​​_____________________________________                  

[Name, Title, Institution Name]

