[Date]
Address
Dear [New Institution Representative]
Dr. [name] has informed us of his intention to transfer to [New Institution] on [date] and has request the transfer of the equipment listed below that were purchased using federal funds.   By signing below you have agreed to accept the transfer of the equipment with the following understanding:
· The equipment was purchased using federal funds whose terms and condition has vested the equipment title with the University of Houston;
· The equipment and title is being transfer to the university [name]; 

· The current per unit fair market value of the item(s) are less [less or more amount] and is being transferred with further obligation to the federal awarding agency as required;
· The period of performance of the project the equipment was purchased for has ended and the equipment is no longer needed by the University of Houston; and,
· The equipment will not be included as a contribution toward cost sharing for other federal awards.

List of equipment
	UH Tag #
	Equipment Name
	Federal Agency
	Acquisition  Date
	Acquisition Amount
	Current Book Value

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


​​​_______________________________                ___________________________                   
[UH Chair or Dean]



      
[Other university Chair or Dean]
________________________________

Beverly Rymer, 

Executive Director, OCG
