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Time: 

● A department can store items in the warehouse for up to 24 months as long as the department actively manages the 
items on a quarterly basis. 

● At 3 months and 1 month prior to the two year term, the department contact will be contacted by email and phone 
with email copies to the financial administrator and appropriate VP, to warn them of the coming deadline. If 

additional time is needed, they will be asked to submit the Extension Request Form which will be considered in 6 
month increments based on a “space available” basis, unless a waiver is agreed on or an earlier agreement was 
made. 

● Departments with a pre-existing arrangement and allotted space for operational use are exceptions to the time 
limitation rules. 

●  If additional space is needed, the department must submit a “Storage Extension Request Form" and will be subject 

to all rules/charges for the additional space thereafter. 
● If at any time the department no longer needs the items, the department can complete the “Warehouse Surplus 

Inventory Transfer Out Form” which will transfer ownership to the University which will then evaluate and 

determine the best disposition which could include recycling, selling, donation or disposal. If there is a cost 
associated with the solution, it will be charged to the department. 

● At 27 months, the department will be contacted again by. If the department does not make plans for their inventory 

after 30 months and they have not received approval for additional time, they will be asked to complete 
“Warehouse Surplus Inventory Transfer Out Form” and the University will then evaluate and determine the best 
disposition which may include recycling, selling, donation or disposal. 

● If inventory is in the warehouse for 6 months beyond the 30 month period (total of 3 years) with no productive 
action taken by the department, the inventory will be considered property of the University. The warehouse team 
and the Office of Sustainability will evaluate and determine the best disposition which could include recycling, 

selling, donation or disposal. If there is a cost associated with this, it will be charged to the department and can 
include a one time removal fee as well as monthly storage fees until removed. 

● Departments must plan for budgeting of storage fees out of their current operating budget. If supplemental funding 

is required the department must request this through their respective Chair/Head and Dean/VP. 
 
Fee: 

● Upon approval of any extensions, a fee of $25 per bay will be charged to the department monthly after the first 24 
months of storage. The university may increase this fee annually based upon current operating costs and will 
provide notification to all paying users annually. 


