
PPP4 Section 3.23


Freezer/cabinet stock programs

Policy:   On-Site Freezer/Refrigerator/Cabinet Stock Programs are established to provide the researchers the capability of immediate access to products commonly purchased by the department. 
The goal of stocking programs is convenience for the researcher, not establishing a freezer for any vendor’s product who requests access.  Access to one department does not mean a vendor has universal permission to establish programs in other departments. Decisions are made independently by department based on need.

Procedures:
There are some fundamental issues that departments need to be aware of:

1. To be considered legally binding by the University, any contractual arrangement/agreement must be reviewed by Purchasing Services staff and signed by an authorized campus signatory authority. Any other individual signing an agreement can be held personally accountable for the terms of the contract. See reference #2 below.

2. Ownership 

a. If vendor donates the freezer/cabinet, Gift in Kind paperwork must be completed.  See reference #9
3. Liability issues must be clearly understood by both the department and the vendor. The liability issues include the physical liability risk of having a freezer or cabinet on campus, as well as the potential risk of inventory shrink from theft, unintentional events, power outage, or any other unforeseen event. 

a. It is desirable for the vendor to own and accept full risk of loss for their entire consignment inventory stocked in any freezer or cabinet regardless of ownership status. 

b. If the University owns the contents of the freezer/cabinet (non-consignment), the University bears all the risk of loss.

c. Ownership of the freezer or cabinet has some implied legal bearing on liability in the event of equipment failure, or power outage. Vendors must be informed in writing that regardless of the freezer/cabinet ownership, that all consignment products are provided at the vendor’s risk, and that no additional university insurance will be provided for the contents.  See reference #8 below.

d. Researchers must be aware that as a standard rule the University does not insure research experiments against loss regardless of where they’re stored. See reference #4 below or contact Risk Management.

e. Researchers should not physically commingle research experiments in vendor stocked freezer or cabinet space. 

4. Location of freezers or cabinets 

a. Suitability of the proposed freezer/cabinet and its location must be established by the building manager and in some instances FP&M.  Reference #3 below
b. University Safety Dept should be notified of any plans to store materials on site in freezers/cabinets.  Reference #5
5. Any funds paid by vendors in the form of monthly fee payments or servicing cost reimbursements should not be paid directly to University employees per state law. Any such fees paid by the vendor to have UW staff manage or restock freezer/cabinets should be issued to the department and the funds directed back to the departmental budget/project grant, or should be taken in the form of discounted products provided to the freezer or cabinet program.   Through this process no employee may benefit financially or otherwise for any services they might provide to establish or maintain the program(s).  See reference #1 & 6 below
6. Security. Departments should work with their building management staff to arrange the details of installing freezer/cabinets and any necessary building security measures required. It is recommended that power interruption alert systems be installed whenever practical. All cabinets should be locked, or pass code protected.

7. There are regulations (EAR, ITAR) relating to Homeland Security that mandate restricted access to certain materials and equipment by foreign nationals that may be visiting, teaching, or attending the University. The scope of these regulations is broad, and their restrictions unintuitive. Please refer to the University website for additional details. See reference # 7 below.
8. The University individual in charge of the freezer/cabinet program should establish an approved user list, conduct necessary background checks, and conduct user training with all users. See reference #7 below.

9. Stocking the freezer or cabinet. The department should establish and maintain a consistent methodology for stocking the freezer/cabinets. Typically this duty would fall to university staff, vendor staff, or the vendor’s agent; departments should recognize this step as a potential security breach point that should be formally documented, managed, and reviewed. See reference #7 below.

10. Paperwork and ordering.  Departments are encouraged to require users to utilize existing web based ordering technology, or P-Card; and to avoid Open Vendor Blanket Orders.
11. Selection. Vendor or product selection needs to be made based on consistently fair and repeatable criteria defined and documented in advance by the department that focuses on addressing the researcher(s) need, balanced with product quality, availability, service, selection, and price.  Establishment of a departmental selection board is recommended.
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