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Research Equipment Policy  
 

University Policy No.: RH8220 
Classification: Research 
Approving Authority: Vice-President 
Research and Innovation 
Effective Date: May 2026 
Supersedes: New 
Last Editorial Change: n/a 
Mandated Review: May 2033  

Associated Procedures:  
Procedure for Transfer or Disposal of Research Equipment 
Procedure for Collection and Use of Research Equipment User Fees 
___________________________________________________________________________ 

 
Purpose 

1.00 This policy defines University of Victoria (UVic) Research Equipment, and provides 
guidelines for its acquisition, ownership, use, inventory, transfer, and disposal. 

 
This policy seeks to provide mechanisms that enhance the financially sustainable 
operation of equipment and the sharing of equipment. 
 
Definitions 

2.00 For this policy the following definitions apply: 

Disposal is a process by which an item of Research Equipment is removed from UVic 
ownership when no further use is envisioned. 

Funder The person, agency, program, or organization providing funding to support the 
purchase of Research Equipment, or the purchase of materials and/or the efforts of 
researchers that are used to fabricate a piece of Research Equipment 

Inventory A list of all items of UVic Research Equipment that meet the criteria for 
inclusion, as described below 

Principal Investigator The UVic employee who was primarily responsible for obtaining 
the funding used to purchase or lease a piece of Research Equipment, or for directing 
the fabrication of a piece of Research Equipment, or who has assumed responsibility for 
the Research Equipment upon Transfer from another Principal Investigator. For 
Research Equipment operated in a shared facility by an Academic Unit, Research 
Centre, or other Administrative Unit, the Principal Investigator can be the Academic Unit 
Head, Research Centre Director, or other employee in an administrative role. 

Research Equipment All physical items purchased, created, or otherwise acquired 
under the direction of UVic Faculty or Staff, that is for the purpose of carrying out 
research or creative works, that has an expected lifetime of more than one year, and that 
is not consumed during its regular use. This includes items that are either permanently 
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located off campus or that are temporarily taken off campus. Buildings and related major 
infrastructure are not equipment. 

Research Project A set of research activities with fixed duration as laid out in a 
research grant, contract, or other agreement that generates funds for the acquisition or 
fabrication of Research Equipment. 
 
Third Party Uses means uses that primarily benefit: 

a) A faculty or staff member’s commercial and non-commercial pursuits outside 
of their employment at UVic (i.e., which do not form part of their job 
description); and 

b) Use by outside or third-party entities, including business organizations (e.g. 
corporations, partnerships etc), associations, foundations and societies (even 
if UVic is a member, shareholder etc.). 

Transfer A process by which the Principal Investigator who is responsible for an item of 
Research Equipment changes. A Transfer may be internal to UVic or external to another 
owner at a different institution.  
 
Scope 

5.00 This Policy includes computers connected to Research Equipment and that are required 
for its control and/or operation. It excludes a computer used as a stand-alone item, even 
when it is used to conduct research.  

6.00 Where the Research Equipment is a motor vehicle, the Motor Vehicle Policy AD2315 
also applies. 

7.00 This policy governs the use of UVic Research Equipment by all equipment users. Users 
of Research Equipment must also comply with specific guidance from the Principal 
Investigator for the use of their Research Equipment.  

Policy 
Ownership 

8.00 Research Equipment is owned by UVic, except in the cases where it is leased or loaned 
to the University or co-owned as defined by inter-institutional agreements. The ongoing 
management, Transfer, and Disposal of Research Equipment that is co-owned with 
other institutions will be according to the terms of the applicable inter-institutional 
agreement. The Vice-President Research and Innovation (VPRI) is the authority by 
which UVic exercises its ownership of and responsibility for Research Equipment.  

Acquisition 
9.00 Research Equipment may be acquired: 

a) through purchase or leasing from external organizations by following the UVic 
Purchasing Policy, or 

b) through incoming transfers and/or donations from third parties, including other 
institutions, or 

c) when University community members create it by assembling various components 
(themselves purchased, transferred, donated, or fabricated).  
 

 

https://www.uvic.ca/universitysecretary/assets/docs/policies/AD2315_6810_.pdf
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Inventory  
10.00  The Inventory process shall endeavour to include all Research Equipment with an 

acquisition cost or estimated created value of greater than $25,000.  

11.00  As the Inventory is mainly to enable insurance and risk management by the University, 
the Manager, Risk, Insurance & Continuity Planning, will hold the inventory document, 
will update it through periodic Inventory update exercises, and will make the information 
available for queries through the Associate Vice-President Research.  

12.00  The Inventory record should include enough information to allow for tracking of the 
original acquisition of each item, as well as the current location, status, and responsibility 
for each item of equipment. Such information will normally include the following items, as 
available: 
a) Research Equipment name / description  
b) Principal Investigator 
c) Current Location  
d) Manufacturer / Supplier  
e) Funder 
f) Account Number(s) for purchase funding 
g) PO# / Webreq# 
h) Acquisition cost (or estimated created value) 
i) Acquisition date  
j) Estimated date for end of useful life 

13.00 Principal Investigators are responsible for holding the above information for all newly 
acquired or created Research Equipment and are responsible for providing updated 
information as requested during Inventory updates by the Manager, Risk, Insurance & 
Continuity Planning.  

14.00 The Insurance of Research Equipment shall be managed by the Manager, Risk, 
Insurance & Continuity Planning.  
 
Use 

15.00 The Principal Investigator is responsible for the operating costs, as well as overseeing 
the day-to-day care, maintenance, repair, personnel training, supervision, and housing, 
of an item of Research Equipment, for taking reasonable measures to protect it during its 
useful life, and for ensuring that the Research Equipment is operated in accordance with 
Sustainability Policy (GV0800). Regularly scheduled preventative maintenance is 
encouraged, as appropriate to the equipment. 

16.00 To ensure maximum use of Research Equipment, Principal Investigators are 
encouraged to share Research Equipment with other UVic researchers to the extent that 
doing so does not interfere with the Research Project for which the Research Equipment 
was acquired. The PI determines who has access to the Research Equipment.  

17.00  Where appropriate to the item of Research Equipment, the University encourages the 
collection of user fees as an important mechanism to offset current and future operating 
costs of the Research Equipment, as a mechanism that promotes sustainability. 
Guidelines are in the Procedure for Collection and Use of Research Equipment User 
Fees.  
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18.00 Research Equipment can be made available for Third Party Users when: 
a) such use is consistent with Funder requirements; 
b) the degree of use by UVic researchers allows excess time and/or capacity for use by 

non-UVic users;  
c) the Principal Investigator decides to make that capacity available because use by 

non-UVic users is beneficial to UVic research efforts. Such benefits may include user 
fees as described in the Procedure for Collection and Use of Research Equipment 
User Fees; 

d) fees are collected at market rates and subsequently used to support UVic research, 
according to the Procedure for Collection and Use of Research Equipment User 
Fees; and 

e) the Third-Party User enters into a written agreement that complies with this Policy. 
 

19.00  A Principal Investigator or other decision‑maker must not authorize or provide 
preferential access to Research Equipment in a manner that creates, or could 
reasonably be perceived to create, a Conflict of Interest. This includes, but is not limited 
to, circumstances where the Principal Investigator or equipment user: 
a) has a financial or ownership interest in a Third‑Party User; 
b) holds a management, advisory, or governance role with a Third‑Party User; or 
c) stands to derive personal, professional, or commercial benefit beyond those accruing 

to the University. 

Any actual, potential, or perceived Conflict of Interest must be disclosed and managed in 
accordance with applicable University conflict of interest policies before Third‑Party 
access is granted. 
 
Transfer and Disposal — General 

20.00 Research Equipment shall not be given away, taken away, used or sold to generate 
personal financial benefit.  

 
21.00  When the Principal Investigator decides an item is surplus to their needs, they should 

consult with their Academic Unit Head to seek the most appropriate solution. If there is 
no need within the Academic Unit, then the Principal Investigator may request a Transfer 
or request that the asset be declared surplus by following the Procedure for Transfer or 
Disposal of Research Equipment.  

22.00 Research Equipment must be used for the collective benefit of the University of Victoria, 
so a Principal Investigator who is no longer using an item of Research Equipment should 
Transfer it to another UVic Principal Investigator whenever possible. Transfers of unused 
Research Equipment should be sought promptly as a mechanism that promotes both 
environmental sustainability and the sustainable operation of the Research Equipment.  
 
Transfer 

23.00 Research Equipment can be transferred but cannot be sold to other UVic Principal 
Investigators, Departments, Faculties, or Research Centres. Other considerations that 
benefit the parties to the internal Transfer of the Research Equipment (e.g. discounted 
user fees, protected usage time) can be negotiated between those involved.   

24.00 Transfer of Research Equipment between UVic Principal Investigators must be done in 
accordance with the Procedure for Transfer or Disposal of Research Equipment.  
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25.00 The external Transfer of Research Equipment outside of UVic requires the written 
approval of the Vice-President Research and Innovation (VPRI) or designate and must 
be carried out according to the Procedure for Transfer or Disposal of Research 
Equipment.  
 
Disposal 

26.00 If the Research Equipment is deemed surplus to the University’s needs, then Purchasing 
Services will be engaged to oversee its Disposal.  
 
Authorities and Officers 
i) Approving Authority: Vice-President Research and Innovation  
ii)  Designated Executive Officer: Vice-President Research and Innovation  
iii) Procedural Authority: Vice-President Research and Innovation 
iv) Procedural Officer: Associate Vice-President Research 

Related Policies and Documents 
• Motor Vehicle Policy AD2315 
• Purchasing Policy FM5105 
• Research Policy RH8100 
• Acceptable Use of Electronic Information Resources IM7200  
• Information Security Policy IM7800 
• Sustainability Policy GV0800 

https://www.uvic.ca/universitysecretary/assets/docs/policies/AD2315_6810_.pdf
https://www.uvic.ca/universitysecretary/assets/docs/policies/FM5105_1750_.pdf
https://www.uvic.ca/universitysecretary/assets/docs/policies/RH8100_1200_.pdf
https://www.uvic.ca/universitysecretary/assets/docs/policies/IM7200_6030_.pdf
https://www.uvic.ca/universitysecretary/assets/docs/policies/IM7800.pdf
https://www.uvic.ca/universitysecretary/assets/docs/policies/GV0800_1794_.pdf
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Procedure for Transfer or Disposal of Research Equipment 

Procedural Authority: Vice-President Research and 
Innovation 
Procedural Officer: Associate Vice-President 
Research  

Effective Date: May 2026 
Supersedes: New 
Last Editorial Change: n/a 

Parent Policy: Research Equipment Policy 
 

1.00 A Principal Investigator who no longer wishes to manage an item of Research 
Equipment can initiate a process requesting its Transfer or Disposal. The Academic Unit 
Head should be consulted to seek the most appropriate solution for any given item of 
Research Equipment.  

2.00 The first preference is for eligible Research Equipment to undergo an internal Transfer to 
another UVic Principal Investigator, where one can be identified who has the space, 
resources, and expertise to operate the equipment for ongoing UVic research or creative 
works. In the unusual event that such an individual can’t be identified, the Principal 
Investigator can ask that the item be declared surplus and the process for surplus asset 
disposal through Purchasing Services is followed. 
 
Internal Transfer between UVic Principal Investigators 

3.00 Any costs arising from internal Transfers are the responsibility of the two Principal 
Investigators involved. 

4.00 The Principal Investigator receiving the Research Equipment assumes all operating 
responsibilities and costs as outlined in the Research Equipment Policy. 

5.00 Internal Transfers that occur to facilitate the inclusion of the Research Equipment within 
a shared facility that provides access to multiple UVic researchers are encouraged. 

6.00 The internal Transfer of Research Equipment must comply with all rules that are 
established by the Funder of the original purchase.  

7.00 The Principal Investigator and location must be updated in the inventory record at time of 
the next periodic Inventory update.  

8.00 Where the original purchase price or estimated created value was ≥$25000 or where the 
Research Equipment has specialized electrical, ventilation, safety, and/or infrastructure 
requirements, a written agreement between the providing Principal Investigator, 
providing Unit Head, receiving Principal Investigator, and receiving Unit Head must be 
reached. The agreement for the proposed Transfer should describe at a minimum the 
cost sharing for moving expenses (including renovation and accompanying infrastructure 
requirements) and all financial and operational responsibilities going forward. The 
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Associate Vice-President Research can help the parties in reaching this agreement if 
such assistance is required. 

9.00 In the case of Research Equipment that is moving into or out of a facility based outside 
of an Academic Unit (such as a Research Centre), the Unit Head’s role in the above will 
be taken by the relevant administrator who has the authority over that facility. 
 
External Transfer to another institution upon relocation of Principal Investigator to that 
institution 

10.00 When a Principal Investigator is relocating to another institution and desires to Transfer 
Research Equipment to the new institution, the following requirements must be met for 
the Equipment to be Transferred: 
a) The Principal Investigator must initiate the process by applying in writing to their 

Dean and VPRI for permission to Transfer the Research Equipment. 
b) If such permission is granted, the Director of Research Services will attempt to 

negotiate satisfactory terms of Transfer with the receiving institution, which might 
include cash and non-cash considerations.  

c) As a part of that negotiation, the Director of Research Services will confirm that the 
Principal Investigator has an appointment at the receiving institution, that the 
Research Equipment will continue to be used according to Funder rules, and that the 
receiving institution will be responsible for all transport and installation costs.  

d) The Director of Research Services will distribute revenue and proceeds (see below), 
and notify the Manager, Risk, Insurance & Continuity Planning, to remove the item 
from the Inventory. 
 

Surplus Research Equipment  
11.00 When Research Equipment is no longer needed by the Principal Investigator, and when 

they have not been able on their own to identify a recipient of an internal Transfer, they 
will request that Research Equipment be deemed as surplus by the Purchasing Services 
Surplus Asset Coordinator  

12.00 Research Equipment assessed by the Purchasing Services Surplus Asset Coordinator 
and deemed as surplus will enter the surplus asset disposal stream. This process shall 
include a broader search for Principal Investigators from (in order of priority) the home 
Faculty and whole university who could receive a Transfer of the item. If no appropriate 
receiving Principal Investigator can be identified, the item will be disposed of via an 
approved Disposal process. 
 
Distribution of Revenue from External Transfers or Disposals of Research Equipment 

13.00 When an external Transfer or Disposal of Research Equipment generates revenue, the 
revenue shall first serve to pay for expenses that are incurred during the transactions. 
Proceeds are calculated after removal of these costs. Proceeds shall normally be used 
for expenses related to research and creative works. It is expected that all Proceeds will 
be used within three years of the Transfer or Disposal, in keeping with the guidelines for 
similar funds such as research startup accounts and internal research stipends. 

14.00 Proceeds from the Transfer or Disposal of Research Equipment will be distributed 
according to the following rules unless otherwise required by funder: 
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14.01 If the Principal Investigator no longer holds a primary appointment at 
the University of Victoria:  
a) 50% of the proceeds will go to an operating account, under the Faculty in 

which the Principal Investigator held their primary appointment.   
b) 50% of the proceeds will be transferred to an operating account under 

OVPRI.   

14.02 If the Principal Investigator continues to hold a primary academic appointment at 
the University of Victoria:  
a) 50% of the proceeds will go to an operating account, under the Principal 

Investigator.  
b) 50% of the proceeds will go to an operating account, under the Faculty in 

which the Principal Investigator held their primary appointment. If the 
Principal Investigator is outside of an academic unit (for example when the 
Equipment is in a facility outside of an Academic Unit), then funds instead will 
be deposited in an operating account under the responsible administrative 
unit.  

14.03 Deviations from the above distributions in revenue can be negotiated in advance 
of the Transfer upon agreement between the Principal Investigator (where they 
continue to have a primary appointment at UVic), the Dean, and the VPRI. 
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Procedure for Collection and Use of Research Equipment User Fees 
 
Procedural Authority: Vice-President Research 
and Innovation   
Procedural Officer: Associate Vice-President 
Research 

 
Effective Date: May 2026 
Supersedes:  new 
Last Editorial Change: n/a 

Parent Policy: Research Equipment Policy 
 

1.00 This Procedure outlines the general guidelines for the collection of Research Equipment 
user fees and the mechanisms for collection of such fees from sources that are internal 
to the University (including the Principal Investigator’s own research funds) and from 
Third Party Users. 

 
General Guidelines  

2.00  User fees are used to support the financial sustainability of Research Equipment. Fees 
can be used to offset the costs of service contracts, repair costs, maintenance costs, 
and costs for consumable items that are required for the operation of Research 
Equipment. They can also be used to pay the salary of an individual who is responsible 
for operating, maintaining, and/or providing training on the use of the Research 
Equipment.  

3.00 While the Principal Investigator is responsible for collection and use of user fees, the 
involvements of Academic Unit Heads, Centre Directors, and their administrative staff 
members are strongly encouraged in order to promote consistent practices within Units 
and Centres. 

 
4.00 When it has been determined that user fees will be charged for use of Research 

Equipment, a separate Equipment Sustainability account should be established to 
account for the revenues and expenses related to the equipment.   
a) The Principal Investigator will request an Equipment Sustainability account from 

Research Finance, who will in turn determine if the request meets the necessary 
parameters to establish this type of account.    

b) Any surplus/deficit remaining at the end of a fiscal year will be carried forward to the 
subsequent fiscal year. 

c) An agreement should be reached between the department and the Dean’s office with 
respect to any surplus/deficit remaining, when the equipment is no longer being 
used. 

5.00 A Principal Investigator is encouraged to use a single Equipment Sustainability account 
to collect user fees for multiple items of Research Equipment. 

6.00 An equipment use agreement is required for both internal users and Third-Party Users. 
Agreements for internal users can be as simple as is appropriate to the proposed use. 
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All Third-Party User agreements must be developed and executed with facilitation by the 
Research Contracts team and are subject to institutional approval.  

7.00  Fees charged to Third-Party Users will include indirect costs in accordance with any 
applicable University Policy that applies to research equipment user fees. 

8.00     Decisions regarding user fees, discounts, protected access, or other preferential terms 
must be made in a manner that is impartial and consistent with this Procedure. 

Establishing User Fee Rates 
9.00 The Research Equipment’s Principal Investigator is responsible for setting the rates of 

user fees. The Principal Investigator may choose to use a steering committee of their 
own creation to inform their decision making.    

 
10.00  Principal Investigators and administrators must not set user fees or usage conditions in a 

way that creates, or could reasonably be perceived to create, a conflict of interest, 
including by providing financial or non-financial advantage to entities with which they 
have a personal or professional relationship. Where a conflict of interest exists or 
may reasonably be perceived to exist, the determination of user fees and access terms 
must be reviewed or approved by an appropriate independent authority, as defined 
by University policy.  

 
11.00 The Principal Investigator must provide a fee schedule to potential users.  

a) The fees should be reasonable and based on market or academic rates for 
comparable Research Equipment.  

b) User fees must not be used to provide personal financial gain to the Principal 
Investigator or to the payer of the user fees. 

c) Fees can be established on the basis of charges per sample, charges per unit time, 
a capped fee structure, or on some other basis. 

d) Differential fees can be charged to different categories of user (e.g. those who were 
involved in raising funds for the purchase, Third Party Users, early career 
researchers, those who require training, etc.). The basis for these distinctions must 
be described in the fee schedule.  

e) The frequency and timing of fee invoicing/billing is normally also specified in the fee 
schedule.  

f) The University encourages coarse-grained and pragmatic fee schedules that avoid 
undue burden from tracking usage and collecting the fees.  

g) The Research Finance office can advise on all matters relating to the above, 
including on the availability of software for usage tracking and billing and the 
processes required to receive payments from internal accounts and from Third Party 
Users. 

Collecting fees 
12.00 The Principal Investigator is responsible for the administrative aspects related to use of 

the Research Equipment, including invoicing and subsequent collection of fees, unless 
otherwise agreed by Research Finance. 
a) An invoice will be issued to all users, in sufficient detail to justify the fees being 

charged. Invoices should be issued at least on a quarterly basis. 
b) Internal users will provide a FAST account from which to pay the invoice.  
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c) Payment terms for Third-Party Users should be 30 days. It is the responsibility of the 
Principal Investigator to follow up on and collect outstanding fees. Uncollected user 
fees will be charged as a ‘bad debt’ to the FAST account to which the fees were 
initially posted. 

d) Any users with fees outstanding for more than 90 days should not be granted further 
access to the equipment until outstanding amounts are paid. 
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