Section IV

Page i
SECTION IV UNIVERSITY POLICIES AFFECTING FACULTY
A. PROCEDURES AND RECORDS ...ttt 91
1. PAYROLL PROCEDURES......cuuittiitittiett et ee et e e e st e st e et et s et e st e ta s et e e b s et s st s saassaassanestnssansasnsssnnen 91
2. PERSONNEL RECORDS ... ottt ittt ettt et e et e e s e et s e et e e e e e e et e e b s et et b e eaesba e snessnsesneasnsansas 91
3. FACULTY WORKLOAD «.cuiit ittt ettt e et e et e e e et s e b e e e e sa e e sa e e s e eb s et s ebaeean e st enans 91
B. POLICIES ON WAIVER OF TUITION AND FEES FOR PERMA NENT
Y O D = s ST 92
1. ELIGIBILITY AND ENROLLMENT RESTRICTIONS. ... cuuiituiitniiteiteiieetetteetsstsesanessnsssneesnsssneesnessnersneesnsssns 92
o = [T o1 1 YRS 92
o) I I 012 2= (L3RR 92
2. IMPLEMENTATION OF THEPROGRAM .. .ottt ittt ettt ettt et et e e st et s e e e st e s et e e s s s e e s e staesaneesnsrennns 93
o 00 o (U SR 93
C. POLICY ON PURSUIT OF ADVANCED DEGREES AT WASHIN GTON STATE
LA AVt ] I 1 /2 93
D. POLICY ON COMPENSATED OUTSIDE SERVICE BY FACULTY MEMBERS—
LO(0 ]\ VST U1 R I | 94
T == T 94
A € TU 1) = N5 TN 94
) CONSULTING. etttttttaeeaeaaeeaa e et e e ettt ettt e eeeeaaaaeaaaaaaaaa s e ne e et betbe s e e e et e e e e e e eeeaeaeeaaaannnsnnebssbseaneeeeeaeaaaaaaaaans 94
b) Non-Interference with Professional DULIES ...........coiiiiiiiiiee e e 94
(o) I o= 40 00T =11 o USSP 94
(o) IS ol [T 7= o) o SR 95
o) I T g L= TaTo I o] ) | USSP 95
) USE Of FACHITIES. ...ttt b et ae e se e e bt sbeebe s st ene e e e neeseeseeenene 95
(o) IR =00 1= ] o /SR 95
E. EXTENDED PROFESSIONAL ACTIVITIES ... 95
T == T 95
2. GENERAL PROVISIONS . ... ittt ittt ettt et e e e e s e et e et et e s b s e e e e b e s b s et e et e eaeaba e saes st esneasnssansas 96
BT AN == S T 98
N 1y 1] N 98
F. INTELLECTUAL PROPER Y et e e e e aeanaees 98
I T 230 510 o T TN 98
AN ol 1o Y =TI = XY TR 99
3. INTELLECTUAL PROPERTYCOMMITTEE .1uuituiitniiitiiuniitnittneetettsetsstessnsssasssnestnsssnsssnsssnsesnsstneranssnnerins QoL
4. OFFICE OFINTELLECTUAL PROPERTYADMINISTRATION ...uutiitniitiiteiteetiestiesnessnessessnierssssnesseesnesresans 100
G PATENT POLICY e ettt ettt et et e e e re e e e e e eaas 100
ol0] =1 =l o] = = o ]I {02 2T 101

~NOoO OB~ WN B
0
=
m
P4
_|
0
=
pd
m
Py
w0
I
0
N
o
N

Y NN =Y 1 = R ) = o 1 = N ST 103



Section IV

Page ii
8. DIVISION OF PATENT ROYALTIES. .ouiiitiitiiii ittt ieiee e e e e e et e e e e et e st e s s et e sb s ea s et e eb s et e st s easeaneens 104
9. PUBLIC RELEASEDAGRICULTURAL RESEARCHCENTERPLANT VARIETIES .. ccuiitiiitieieiiieieeree e eiee e aans 104
H COPYRIGHT POLICY e ettt e e e e e e ee et e e 105
1. COPYRIGHTPOLICY OBJIECTIVES ...ouuiituiitiiteitietteesttetttesaesstestesstestanssteetstasttetaesstsestasssassnsesanssnnees 105
2. COPYRIGHTOWNERSHIP ...uituiittiiteet et e et et e e e et e e s easeaa e e s e s st s e aa e e aa e s aa e e aa s aaseaneeta s sasansssbseansstsenen 106
3. ADMINISTRATION OF THE COPYRIGHTPOLICY ...ivuiiniiiiiiiiie et e e e e e e et s s e e s e et e s s e et e s b e eanesbaeees 107
4, MANAGEMENT OF COPYRIGHTS .. ituiittiitttite it et ettt et ettt e st et esa e e s e s ta s e e et et b e ean st e sbn s et ssbnsesneasnaes 107
5. DIVISION OF COPYRIGHTROYALTIES. . ituiiitiiiiii ittt ettt et e e e s e s e et e st e s b s et e s b s ea e et e ra s et ernns 108
. USE OF FACULTY AUTHORED, EDITED OR PREPARED SCH OLARLY
YN I = 7 108
J. TRA D EMARK S ..o e et e e e e aaas 109
K. FACULTY INVOLVEMENT AND RESIDUAL RIGHTS IN FILM S,

VIDEOTAPES, AND OTHER INSTRUCTIONAL MEDIA.....c.c.. o 109
L. BUSINESS POLICIES AND PROCEDURES. ... 109
1. USE OFNAME AND LOGO. . ... iiuiiiniiiiiiii ittt e e e s et e et e et e s e et e s e e b s et s eaa s et s saneeansssneeanssnsns 109

2. PROJECTFUNDS FROM OUTSIDE SOURCES. ... .cttiitiiiteitietteettietteesttsstsesaessassan st ssasstsstssaesstserassssesns 110

I X T I NN S Y - = =i I =\ = 110
AN T T N I = 7NV = T 110
LT =0 U=V =1 N T 111
(ST =81 L0 2 X717 111
7. CASH RECEIVED BY EMPLOYEES OUTSIDECONTROLLERS OFFICE ....cvuivtiitiiiieeiiieiieeieseieesesie s ssneeas 111
8. APPROVAL OFCONTRACTS ANDMEMORANDA OF AGREEMENTS . ..uuituiiiniiineiieiierteiiesieetesseennesanens 111
O. BONDING OF EMPLOYEES. ... itttittiittititietteett et teett e st e e s es st asa e et s sb s et s tt e st s et s eb s et satssanssansssneeansssnsns 112



Section IV
Page 91

SECTION IV: UNIVERSITY POLICIES AFFECTING FACULTY

A. PROCEDURES AND RECORDS
1. Payroll Procedures

Each employee signs an Employee's Withholding Eptem Certificate, Form W-4, as required by
the United States Treasury Department, before bpiaged on the payroll. Ordinarily, a faculty
appointee will have received this form, togethethwa copy of theFaculty Manual and the
Biographical Data Sheet prior to the start of emppient. The Form W-4 is to be completed, signed,
and returned promptly to the Benefit and Payrolivises. The social security number is a basic
identifying number in the Washington State Univgrgayroll system and must be shown on the
Form W-4 if the employee has a number. A copyroépplications for a social security number may
be submitted with the Form W-4; an employee will be placed on the payroll until a social security
number is receive. For other purposes, disclostithie faculty member’'s social security number
shall be voluntary, and refusal to disclose thanhier shall not be grounds for denying a faculty
member any right, benefit or privilege providedlaw. If the faculty member refuses to disclose his
or her social security number for such other pueppthe University shall assign a random number to
that faculty member for its record-keeping purposes

Payment for annual leave for faculty who retigsign, or terminate their employment and who are
entitled to a lump sum payout for accrued annualdewill be paid on the first payroll date followin
the last day worked. Faculty who retire, resignteyminate their employment, and who are not
entitled to a lump sum payout for accrued annuadewill be maintained on the payroll until the
accrued annual leave is exhausted with usual dgyratedures applicable. Academic-year faculty
do not earn annual leave.

An employee may sign an authorization in the Beéneind Payroll Services to have the payroll
check sent directly to a bank. If no authorizati®signed, the check will be sent to the emplayee'’
home address. In either case, the check will b&edhan official University pay dates established i
conjunction with the state legislature or by regola These dates are listed in the Payroll
Documents SchedulgFor information about this schedule seeBna ness Policies and Procedures
Manual, 55.04) Washington State University is prohibited by fmam paying salary in advance.

2. Personnel Records

A permanent cumulative personnel record is maiethifor each member of the faculty. Each new
member of the faculty fills out a Faculty Person@Qelestionnaire, thus providing initial information
for the file. Material submitted by deans and aepant chairs, pertinent correspondence, and other
information also become part of the cumulative rdcoAnonymous communications relating to
faculty members are not made a part of the perddihes

3. Faculty Work Load
Washington State University does not specificpligscribe a division of workload for each faculty

member, but, each unit is obligated to specify ghaportion of duties that individual faculty will
devote to teaching, research/creative activity, serdice.
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B. POLICIES ON WAIVER OF TUITION AND FEES FOR PERMANENT
EMPLOYEES

The objective of this policy is to allow half-tinand full-time permanent employees of Washington
State University to take advantage of educatiompgloctunities for both professional and personal
fulfillment and development. This policy is corsist with chapter 82, laws of 1979 of the state of
Washington (RCW 28b.15.535).

1. Eligibility and Enrollment Restrictions

a) Eligibility

(1) Faculty, on permanent, half-time, or full-tinméne- or twelve-month appointments are
eligible.

(2) Faculty on temporary, full-time, nine- or twelve-ntb, USDA/Agriculture Research
and ROTC appointments are eligible.

(3) Employees who are not eligible for the tuitind fee waiver are faculty on adjunct
appointment; retired faculty, undergraduate andiggite assistants, associates, or others
holding positions with student status

b) Limitations

(1) Up to six credits in any one semester or foedits in the summer session (including
audited course work and courses offered at ange¥ashington State University branch
campuses, courses offered through the Office oferided University Services, or

Washington State University courses offered over Ydashington Higher Education

Telecommunication System) may be taken by elig#nwloyees under the provisions of
this tuition waiver

(2) Eligible employees desiring to take more thixncsedits in a semester or four credits
in the summer will pay regular tuition and fees dtircredits over the limit allowed under
the fee waiver.

(3) Tuition-exempt employees will be admitted tasses when space and facilities are
available; i.e., in cases requiring limitationsobdiss size, tuition-exempt employees will
have lowest priority

(4) Tuition-exempt employees will have the respbifisy for paying a non-refundable
five dollar registration fee, plus any special cmufees laboratory, late registration, and
so forth

(5) Tuition-exempt employees are not eligible firdent benefits under this program
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2. Implementation of the Program

The tuition waiver applies to all courses exceperinships and courses numbered 499, 600,
700, 702, 800 and; tutorials, private lessons arcticums; Extended Degree Program or
flexible enrollment courses; those designated aplsmental or self-sustaining, whether or

not the course work is job-oriented.

a) Procedures

(1) Authorization for the employee to take classasst be given by the immediate
supervisor and/or the head of the department dr ubhe appropriate personnel officer
from Human Resource Services (French AdministraBoiiding 139) must determine the
employee's eligibility to take classes and signaiiorization form

(2) At the discretion of the employer, an emplogeghorized to take a class that is job-
related may or may not be required to make upithe t

(3) When a full-time employee is authorized to takelass that is not job-related, the
supervisor should arrange, in a cooperative effiort,the employee to make up work
missed during the employee's absence to attensl clas

(4) The employee should provide a copy of his ardi@ss schedule to the supervisor so
arrangements can be made to maintain the employeeks responsibilities while he or
she is attending class

C. POLICY ON PURSUIT OF ADVANCED DEGREES AT WASHIN GTON STATE
UNIVERSITY

In special circumstances faculty members may gupsagrams of study leading to advanced degrees
at Washington State University. Requests to darsoconsidered on a case-by-case basis by the
Dean of the Graduate School and the Graduate St@benmittee. Approval is subject to all rules
and regulations of the Graduate School and requhiesconcurrence of the Graduate Studies
Committee. Review of applications will include sateration of factors such as:

[. Abstention from service on the Washington Stagversity Faculty Senate, Graduate Studies
Committee, and Research and Arts Committee

2. Avoidance of situations which may constituteoaftict of interest
3. Impact upon the unit in which a faculty memtseappointed
4. Preparation in advance of admission of a gememgram of study with a stated timeline and

5. Abstention from pursuit of degrees in units whiate administratively related to the faculty
member's unit.
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D. POLICY ON COMPENSATED OUTSIDE SERVICE BY FACULTY MEMBERS—
CONSULTING

1. General
Washington State University encourages worthwhitdgssional outside services by faculty.

Full-time faculty members are compensated for tiulle service to the University in instruction,

research, public service, extension, or combinatiohthese responsibilities. The University
expects that each full-time faculty member will lrse a proper share of the functions and
responsibilities of the department, college, oreotlkequivalent administrative unit, and the
University.

University employees, as consultants, can be éduesesources to government, industry, and
public and private organizations. The Universibc@urages consulting that does not interfere
with the employee's performance of University dutsnd when no conflict of interest exists.

Under certain circumstances and within certain tBmia faculty member may receive

compensation for outside professional service vbeyond the scope of prescribed duties.

2. Guidelines

The following guidelines are intended to provide éertain employees to engage in a limited
amount of outside work for pay and to protect thiegrity of the employee-public university
work relationship.

a) Consulting

Consulting, which must be consistent with the Ursitg's mission and enhance the faculty
member's professional development, includes canguladvising, research, demonstrating, or
teaching for others in areas of professional coempmt for which the faculty member is

employed by Washington State University. Not ideld is appearance on the program of a
scientific or scholarly meeting attended mainly grpfessional peers or outside profit-making
business activities engaged in for personal moypaggam. Some such activities are covered in
section VI.E Extended Professional Activities.

b) Non-Interference with Professional Duties

Outside work must not interfere with a faculty meambé normal official University duties,
including those non-classroom responsibilities expe of all faculty members.

c) Remuneration
Compensation for outside work includes salariegs fehonoraria and gifts beyond actual

expenses. No compensation may be accepted bytyfac@dmbers for tutoring students in
courses they teach.



Section IV
Page 95

d) Solicitation

Attempts to arrange outside work must be consistgtit state law (RCW 42.18 especially
42.18.200 through 42.18.217) and University policy.

e) Limit and Approval

The University values faculty-student exchanges high quality of performance of duties.
Therefore, without special consent of the Deantlbeirocomparable unit administrator, and of the
Provost and Academic Vice President, on recommesrdaif the department chair, full-time
faculty are allowed to spend the equivalent of dag per week in outside work for each week
worked equivalent to the entire year of employmemll outside work must be disclosed
promptly and reported annually by the faculty memioethe department Chair or comparable
unit administrator. Such work by a department €baiDean must be reported to the Provost
and Academic Vice President. These provisionsatapply to full-time faculty on nine-month
appointments outside periods of obligated service.

Part-time faculty members may be self-employed ay @ccept additional employment outside
the University up to a level corresponding to dfuhe position.

The department Chair, or other comparable unit ahtnator, must determine in each specific
case whether outside professionally related selaat@ities by an employee are interfering with
official University duties. If, contrary to expetion, such activities prove in the judgment of the
department Chair or comparable unit administrator intterfere with prescribed standard
University duties and obligations, the faculty me&miust either seek an acceptable revision of
outside work activities or apply for a partial oflfleave of absence. A faculty member deemed
not to be meeting University obligations will beattewith as provided in thEaculty Manual.

f) Use of Facilities

University facilities (equipment, materials, spaa®, clerical service) may not be used in
connection with compensated outside professiomalated service work.

g) Responsibility

The University assumes no responsibility for thenpetence or performance of a faculty
member who engages in outside work for compensatim such responsibility may be implied
in any advertising or contractual documents. Ursiltg stationery may be used only for official
University business.

. EXTENDED PROFESSIONAL ACTIVITIES
1. General

The policies and procedures of WSU should allowetkigertise of University faculty and staff to
be available to society without interfering with idersity programs or academic freedom, and
without leading to conflict of interest.
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A University employee's commercial involvements may times go beyond ordinary
relationships arising from normal duties, profesaiaaffiliations, and consulting agreements and
thus may not be covered by University policies atrtaecompensation, patents, and copyrights.
These extended involvements also raise the pasgibil conflicts of interest, constraints on the
free exchange of information, or excessive diversilom the employee's primary
responsibilities to the University. The followingplicy and procedures for disclosure and
approval of extended professional activities appdy extended involvement and permit
supervisors flexibility for dealing with unusuatustions.

As used in this section, the wosdpervisor means:, Chair and Dean or Director for faculty who

are not administrators; Dean or Director for Chairlse Provost and Academic Vice President

for Deans, Directors, and Vice Provosts; the Pertidor Vice Presidents and the Provost and
Academic Vice President; and the unit head (Cliz@gn, Director, Vice President, Provost and

Academic Vice President, or President) for st&tipervisors bear responsibility for approval of

activities under this section. However, as pathefapproval process, supervisors should review
their actions with the Provost and Academic VicesRient.

2. General Provisions
a) Activities for which approval shall be obtainedder this policy include the following:

(1) Ownership of substantial equity in a commer@aterprise that carries on activities
closely related to the employee's area of Uniwersdrk

(2) Holding a line management position in such mmmercial enterprise
(3) Participation in the day-to-day operationswftsa commercial enterprise

(4) Assumption of an important continuing role hetscientific or technical aspects of
such a commercial enterprise

(5) Transfer, for personal gain, to a commercidbmrise of nonpatented technology or
potentially marketable information developed in ity research programs

In case 5, approval from the Intellectual PropeCiymmittee as well as the supervisors is
required.

b) Activities for which approval need not be obtainender this policy include the following:
(1) Minor holding of stocks
(2) Uncompensated service on boards of directos am some instances, compensated
service on company boards when this service dodscanflict with the employee's

University obligations

(3) Ownership of or equity in a corporation usetely for the employee's consulting as
reported under the policy on extra compensation
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The supervisor may determine that outside acts/itiecertain temporary or part-time employees
do not conflict with the University position andetiefore exempt them from the requirements of
this section.

c) Requests for approval of such commercial involeets must disclose:
(1) Nature of the relationship with the commereatity
(2) Short- and long-term commitment of time anidf

(3) Financial aspects, including extent of congadion, equity, indirect or potential
economic value

(4) Expected benefits to the commercial entity
(5) Expected benefits to the employee and to thigeysity

d) Supervisors should consider the following factansécceptability of such requests:
(1) The relationship should benefit the emploged the University

(2) The relationship should not interfere with theployee's primary obligations to the
University, nor should it detract from the integriof the University; in particular, there
should be no conflict of interest as defined in R@¥V18

(3) The employee's total time commitment duringiqus of obligated service, averaged
over the term, to commercial involvements and detsvork of all kinds should not exceed
one day a week

(4) There must be no anticipated distortion ofdaraic programs or direction of students,
the protection of whose intellectual property skadceive special attention

(5) There must be free access to the resultd aeésearch conducted at the University

(6) With rare exceptions, holding a line managenpasition or participating in day-to-day
operations in a commercial entity should not beraygd for full-time employees; employees
may engage in such activities if their appointmentshe University are at an appropriate
level less than full time

(7) If the applicant for approval is a departmétair or program Director, the request
should be consistent with unit goals, which theesuigor should determine by consulting
representative members of the unit

e) The information disclosed by the employee and arceof the supervisor's action on the
employee's request shall be transmitted to thed3taand Academic Vice President and placed
in the employee's file where it will be protectedm public disclosure to the extent permitted by
law. Moreover, the supervisor shall not disclasearicial aspects of the request except to his or
her own supervisors.
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3. Appeals

Negative decisions by the supervisors may be apgetd the Provost and Academic Vice
President. When this occurs, the Provost and Anad®ice President shall establish a suitable
review process in consultation with the Facultyt®&®aCommittee. The appeal shall be filed
within fifteen days of the decision and the Provast Academic Vice President shall reply
within thirty days after receiving the appeal.

4. Evaluation

a) By November 1, each employee who in the precedesgy ias had commercial involvements
in areas related to his or her University respalisds approved under the provisions of this
section shall submit a summary of those activiteethe approving supervisor(s) with a copy to
the Provost and Academic Vice President. Review maault in revision of activities based on
apparent or emerging conflicts with University pgli

b) Before the end of each fall semester, the Dearrgcioirs, and Vice Presidents shall review
employee commercial involvements, as treated i\ $bction and reported under I, and prepare
an evaluative report for the President

c) The summaries and reports required in items 1 améy? be combined with those prescribed
for outside consulting. See alBasiness Policies and Procedures Manual, 60.44

. INTELLECTUAL PROPERTY

1. Introduction

a.) Intellectual property is the inherent value prosld by human creativity and invention,
protected by law from unauthorized exploitation diyers, and includes patents, copyrights,
trademarks, and other proprietary information.

b.) The University's patent and copyright policies anéended to encourage a healthy
atmosphere conducive to research and developmenigin a system of rewards and incentives
for the creation of intellectual property whilethe same time giving proper consideration to the
responsibilities that the University has as a pulalhd-grant university.

c.) The strength of the University lies in its employeelhe University's policies can provide
invaluable assistance in bringing employee ideaiet@lopment and fruition within a framework
of mutual trust and collegiality.

d.) These policies are intended to spell out the aesipilities of the University and its
employees and establish a framework for ethicabtlooh While employees aencouraged to
consider the potential market value of their ini@mg, they shall not be held liable for failing to
recognize a potentially patentable invention. Nughin this policy shall be construed as
abridging a faculty members’ academic freedom endlassroom.

e.) Employees of Washington State University may tere@pyrightable works and patentable
discoveries. It is desirable in the public intéressome cases to seek University intellectual
property protection for these works and discoveri€mmercialization through licensing the
use of the property provides an opportunity forhbotcome to the inventor and support for
further University research and scholarship.
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f.) This Intellectual Property Policy applies to allilersity Employees. For the Purposes of
this Intellectual Property Policy, “Employee” shdlle defined as any person receiving
compensation for service, or any person voluntgeservices for the benefit of the University.
Employees shall include, but not be limited to, ulac administrative and professional
personnel, classified staff, research fellows,fshggistants, and all other student employees.
“Faculty” shall be defined as permanent and temyot@aching, research, service, extension,
library, or student affairs appointment facultyadwate teaching and research assistants, visiting
scientists, and postdoctural researchers. Themyensated activities of students in furtherance
of their education shall not be considered serthe¢ benefits the University within the meaning
of this policy unless an agreement exists to theraoy.

g.) All employees accept the terms of these policiex@slitions of employment or gratis
association. Employees shall agree to executesagnasent of their future patentable works and
discoveries to the University. These policies nimy modified by the administration with
approval from the Board of Regents after consulith faculty and staff of the University.

2. Applicable Laws

a.) Federal law governs the creation of intellectuapgrty. The United States Constitution,
Article Ill, Section 8, gives to Congress, in ordés promote the progress of science and the
useful arts, "the power to grant, for limited peisoof time, to authors and inventors, the
exclusive right to their respective writings andativeries." The Copyright Act, in Title 17 of
the United States Code, sets out the requirementghiich an author of literary, artistic, and
similar works may obtain copyright protection, grdvides that in the case of a “work made for
hire,” the employer is the author for copyright poges. 17 U.S.C. § 201(b). The Patent Act, in
Title 35 of the United States Code, sets out tlgiirements by which inventors of new and
useful processes, machines, manufactures, or camogpss of matter may obtain patent
protection.

b.) The Washington State Ethics Law (Ethics Law), RC®/52, and the rules promulgated
pursuant to the law, restrict the use of statewess for private purposes, and state employees
are individually responsible for complying with$Haw. For Ethics Law purposes as it relates to
this Policy, state employees are defined as allilfgcstaff, and students employed by the
University. The Ethics Law provides that "No stafBcer or state employee may employ or use
any person, money, or property under the offic@r'esmployee's official control or direction, or
in his or her official custody, for the private ledith or gain of the officer, employee, or another."
RCW 42.52.160. However, the Ethics Law allows estafficers and employees to receive
"honoraria" if "authorized by the agency where tiseyve." Honoraria is defined in the Ethics
Law to mean “money or thing of value offered totates officer or state employee for a speech,
appearance, article, or similar item or activitydannection with the state officer’s or state
employee’s official role.” RCW 42.52.010(11).

c.) Consistent with the Ethics Law, this Policy autkes University employees, under defined
circumstances, to retain ownership to certain lie¢géhal property created with University
resources. Additionally, this Policy authorizesiigmsity employees to receive royalty payments
from commercialization of certain University-owniediellectual property that they created.
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3. Intellectual Property Committee

a.) The Intellectual Property Committee serves as amsad/ committee to the Vice

Provost for Research on all University intellectpabperty (i.e., patent, copyright, trademark,
and proprietary information) especially with regaodUniversity policy on these matters. All
members of the Committee shall hold confidentidlnahtters coming before the Committee
regarding specific intellectual property.

b.) The composition and tenure of the Intellectual BropCommittee shall be:

(1) Six faculty with three-year terms, one of whdlwe appointed chair. The Faculty
Senate may suggest faculty members to be consitgreéee President.

(2) Two Deans or Associate Deans of the collegethfee-year terms.

(3) One member of the administrative and profesdipersonnel or staff, with a three-year
term.

(4) Director of OIPA who serves as secretary to @oenmittee. Director of the Office of
Grant and Research Development. Both Directors agctex officio members to the
committee.

c.) The quorum required for voting at a committee tingemust be no fewer than five voting
members; three of whom must be faculty.

4. Office of Intellectual Property Administration

a.) The Office of Intellectual Property Administrati¢®IPA) (http//www.wsu.edu/~oippserves
the University and its employees by promoting thengfer of technologies, encouraging the
disclosure of intellectual property, conducting lipnenary reviews of commercial potential of
invention disclosures, and recommending copyrigit patentprotection and licensing to the
Washington State University Research Foundation YRfS. OIPA works closely with the
WSURF, a private non-profit organization resporesitor the commercialization and licensing of
inventions and other University intellectual prdger In association with the WSURF, OIPA
monitors invention disclosures, patent status,nkee agreements, marketing efforts, federal
reporting, and royalty income. The professionaffsincludes the Executive Director, Program
Support Supervisor, and Technology Licensing Asge(s).

G PATENT POLICY

An invention may be a design, process, code, piokd material, or device that shows novelty,
usefulness, and non-obviousness. A patent is mamirbetween the inventor and the government to
allow the inventor exclusive rights to make, sel,use the invention for a definite period of time
(generally 20 years from the filing date). Plamiriéty Protection, international Plant Variety Righ
and international patents are other forms of ineanprotection. Transfer of biological material,
software source code, or proprietary informationyniae protected through confidentiality
agreements. For further information about pataefgr to the U.S. Patents and Trademarks Office
at http://www.uspto.gov/
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1. Scope of Policy.

a.) This policy applies to potentially patentable digeries and proprietary information which
are developed using Washington State Universitypegent, supplies, facilities, employee time,
or proprietary information, or which relate dirgctio the University's business, research, or
development. The University will be assigned owhéy in patents and other tangible research
property developed by its employees as a resuhief University research or employment. The
University does not claim rights in inventions f@hich no equipment, supplies, facilities or
proprietary information was used and which was tpexl entirely on the employee's own time.

2. Sponsored Research.

a.) Where the invention has been developed througlarelsesponsored by a grant or contract
with the federal government (or its agencies), uistrbe reported to the agency and the agency
joins the University to determine distribution agtrights in the invention, to determine if patent
prosecution should be sought, and how the patemildibe administered or disposed of in the
public interest. The WSU Office of Grant and Reskdevelopment (OGRD) is responsible for
the submission and acceptance of sponsored pragette University. For further information,
you may refer to OGRD’s home pagehép://www.ogrd.wsu.edu/

b.) Where private industry or foundations have spordsoesearch, licensing of patents or other
intellectual property shall be negotiated betwess $ponsor and the University, or its agent
where appropriate. The University will strive tmfect the financial interests of all and ensure
that the University retains the traditions of ggifvernance and academic freedom. The
University, on behalf of its constituent collegsshools, or departments, will not accept grants
or enter into agreements for the support of insimacor research that confer upon an external
party the power to censor, unduly delay, or exereiective veto power over either the content
of instruction or the publication of research. Ration of research findings may temporarily be
delayed in order to protect patent rights or perin research sponsor to review the proposed
publication for the sole purpose of identifying pretary information furnished by or belonging
to the sponsor.

c.) The University normally retains ownership of prdgedeveloped under sponsorship
agreements and will negotiate rights to license gheperty. The proprietary rights of the
University and of the University's employees shadl subject to the agreement between the
sponsor and the University. Agreements with oetsgonsors shall be approved by the Vice
Provost for Research or his or her designees.

3. Disclosure of Potentially Patentable Discovess.

a.) Prior to employment by the University and for thetpction of the employee's interests at
the time of employment, each new employee shalilaie to OIPA all inventions previously

developed or being developed by the employee fer ghrpose of establishing his or her
ownership rights to developments made.

b.) While employed at the University, employees shadicidse patentable inventions and
discoveries to OIPA for review. The Executive i@ of OIPA will provide assistance in

filing out forms for disclosure. Invention Disdore forms may be found at

http://www.wsu.edu/~oipa/agreements.htm
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4. Patent Ownership.

a.) The University shall own the rights to all pateméaproperty and other tangible research and
scholarship developed as a result of University leympent, or when the equipment, supplies,
facilities, employee time or proprietary informati@f the University are used. After the

employee terminates his or her Washington Statesddsity employment and is re-employed

elsewhere, the University retains ownership of sghent inventions where the invention is a
direct outgrowth of the University's business oivgrsity research and development.

b.) Under the federal patent and trademark legislatiba980 (35 U.S.C. § 200 et seq.), the
University has the right of first refusal to title inventions made in the performance of federal
grants and contracts. The University will assiie to and attempt to license inventions made
with federal government funds so that the Congoesgipurpose of fostering the development of
industry in the United States will be furthered.

c.) For any patentable inventions and other discovemi@gich the University, its assignee, or a
sponsor has an interest, the employee shall exgcateptly all assignments, waivers, and other
legal documents necessary to vest in the Universgtyassignee, or the sponsor any and all rights
to the invention, including assignment of any ptgem patent applications.

5. Patent Ownership Appeals.

a.) If there is a question of ownership, OIPA will deténe whether the potentially patentable
property is owned by the University, by the empmygointly by the University and the
employee, or by an outside sponsor. The Office detgrmine that the employee or sponsor is a
partial owner of the intellectual property with tbaiversity in cases where it would be unfair to
determine that the property is wholly owned by theversity, e.g., when an employee disclosed
enabling discoveries that occurred before employméh the University or when the sponsor’s
employees have contributed to the invention. lohsoases, OIPA shall notify the previous
employer (if any) and negotiate percentages ofaesge ownership. If OIPA deems it to be in
the best interests of the University to releaseigists to the invention, it may do so.

b.) When a question of ownership arises, the procefturdetermination of ownership shall be
as follows. OIPA shall make its determination afnership, or request additional time, within
45 business days of full disclosure. If OIPA aiksadditional time, it must, in any event, make
its determination within 35 business days of itguest for additional time. The employee will
be notified of OIPA’s decision within 5 business/sl@f its determination. The employee shall
have 30 business days from the date of OIPA’s nmitif the notice of the determination of
ownership to appeal the decision to the Vice Provos Research. |If the Vice Provost for
Research cannot resolve determination of ownensftisin 5 business days of the appeal, the
appeal shall be heard by the Intellectual Prop@dynmittee within 20 business days of the
notice of the appeal. The Intellectual Propertyn@uottee will make its recommendation to the
Vice Provost for Research. The decision on apgieal be issued within 30 business days of the
deadline for submitting material. If OIPA fails tootify the employee in writing of
determination of ownership within 50 business daf/gull disclosure or 80 business days if
additional time is requested, then the Universityights in the patentable property shall
automatically become the property of the employegponsor.
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c.) Following this internal appeal process, the emptoyl have recourse to settle ownership
by binding arbitration administered by the Ameridsibitration Association (AAA) under AAA
Patent Arbitration Rules. The employee shallliile or her claim with any Washington office of
the AAA within 60 business days of the Vice Prowstecision, and provide a copy of such
claim to OIPA within the same period of time. oeft the arbitration shall be shared equally by
the parties.

d.) After the determination by OIPA and exhaustion loé mployee's right of internal and
external appeal, the employee shall execute docismeh assignment to convey to the
University, its assignee, or the sponsor all oféhgployee’s interest in the invention determined
to be owned by the University, its assignee orsih@nsor and assist in obtaining, protecting, and
maintaining patent rights.

e.) In the event an appeal results in ownership byetnployee, the University shall formally
release all claims to the employee’s invention.

6. Publication and Disclosure to Third Parties.

a.) Once an invention is identified as potentially padble, premature publication, public use,
or disclosure of an invention can jeopardize tlyhts of the employee, or the university or its
assignee to secure patent protection - particufgatgnt protection in other countries. In close
consultation with the employee inventor and for bdemefit of employee inventor, University,
and possible Licensee, there shall be no publmitgisclosure concerning the invention until
patent applications have been filed. OIPA shdllim@ timely fashion in such cases so as to not
unreasonably delay employee publications. All ity public reports, interviews, news
releases, speeches, public disclosures, or pubheodstrations of the invention subsequent to
the filing of the application shall have prior alaace in writing from the University or its
assignee.

b.) This section shall not be applicable to sponsprmgreements that impose different
obligations on disclosure.

7. Management of Patents.

a.) The University will assign its interests in all pats and other intellectual property to the

WSURF for development. The assignment will takacpl under the agreement between the
University and the WSURF. Copies of the agreenbemiveen the University and the WSURF

may be obtained from OIPA. If the agreement isnteated, the University shall select a

managing agent and execute the proper assignneetiits agent.

b.) Patent protection prosecution and commercializatimough licensing are complex and
expensive endeavors requiring active participabgnthe inventors and the University over a
period of 20 years after patent filing. The WSURBerves the right to return the invention to
the University if commercialization is not possibl&or inventions that were enabled through
sponsored research, the federal, state, or prsgaiasoring agency must be notified and allowed
the right to patent the invention. If there wasemabling sponsored research, or the sponsor or
the University declines to pursue the inventiorntihe invention rights will be returned to the
inventor.
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8. Division of Patent Royalties.

a.) All monetary proceeds from commercialization ohikérsity-owned inventions are the
property of the WSURF. The WSURF will collect ashdtribute royalties, fees, equity interests,
or dividends to inventors and University in accorcka with procedures established by the
University.

(1) The WSURF will deduct the costs of obtainimgl anaintaining legal protection for each
invention to arrive at “adjusted income.”

(2) The WSURF will deduct twenty percent (20%)nfradjusted income and the remainder
will be “net income.” This deduction is directeaimard covering the expenses (excluding
direct patent expenses) for administering OIPA amdvides initial funds for patent
prosecution for other inventions without obviousntoercial partners.

(3) Distribute net income according to the follagischedule.

Cumulative Net Income Inventor University
$1-$10,000 100%

$10,001 - $200,000 50% 50%
Above $200,000 25% 75%

(4) With consideration to other University priggg and policies, the University will
distribute a portion of its share to the Officetlog Vice Provost for Research to be invested
in further research and technology efforts for theversity and at least 20% of its share to
be split equally between the inventor's departnagwt College (or relevant branch campus
when appropriate) for further research.

b.) Inventors, whose technology was previously assigagde WSURF for administration, will
be given the one-time option of selecting the abDixdsion of Royalty policy over any pre-
existing royalty policy.

c.) In the event of multiple inventors, the inventavdl agree among themselves as to the
distribution of the income accruing to the investatistribution of the inventors’ share shall be
made only upon receipt of a signed agreement artt@ngnventors.

d.) The WSURF may negotiate, but shall not be obligatedegotiate, for equity interests in
lieu of or in addition to royalty and/or monetamnsideration as a part of an agreement relating
to inventions or Copyrighted Works. Neither the WRS- nor University acts as a fiduciary for
any person concerning equity nor other considaratceived under the terms of this regulation.

9. Public Released Agricultural Research Center Bht Varieties

a.) The research and development, patent or plargtyasrotection, and public release of plant
varieties requires the cooperation of the planetee/breeder team, funding agency (USDA),
Variety Release Committees, WSU Agricultural Rese&@enter (ARC), Washington State Crop
Improvement Association (WSCIA) or similar commgdifroups, and OIPA. The distribution of

Research Fees and Royalties will follow this sciedu
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b.) Seed Propagated Crops

(1) The WSURF will deduct the costs of obtainimgl anaintaining legal protection for each
plant variety.

(2) WSCIA typically collects a two percent (2%) magement fee for its services in
producing and distributing seeds, and collectioth @istribution of research fees.

(3) Seventy percent (70%) of the adjusted inconfieoe distributed to the Agricultural
Research Center for enhancement of plant variegrpms.

(4) The remaining thirty percent (30%) of the atigal income will be distributed
10% to WSURF
10% to WSU-ARC
10% to plant breeder/breeder teams

c.) Vegetated propagated crops

(1) The WSURF will deduct the costs of obtainimgl anaintaining legal protection for each
plant variety.

(2) Fifty percent (50%) of the adjusted incomelvkié distributed to the Agricultural
Research Center for enhancement of plant variegrpms.

(3) The remaining fifty percent (50%) will be dibuted as follows:
10% to WSURF
10% to WSU-ARC
30% for breeder/breeder teams

H COPYRIGHT POLICY

The United States government grants a copyrighth& author or creator of original works of
authorship. Copyrights for works created afteruday 1, 1978, are granted for the term of the
author’s life and an additional 70 years. In tlesec of a work made for hire, the term of the
copyright is 95 years from the year of first pubtion or 120 years from the year of creation,
whichever expires first. The copyright allows @nghor or persons assigned rights for the author to
rightfully withhold others from copying or usingehworks without permission. A copyright is
automatically secured when the work is createdfied” in a tangible medium. No publication or
registration or other action in the Copyright O#fics required; however, it is required that a
copyright be registered before a lawsuit is broudRefer to the U.S. Copyright Office at
http://lcweb.loc.gov/copyright/ for further inforriian.

1. Copyright Policy Objectives.

a.) The University encourages the publication of sciiplavorks as an inherent part of its

educational mission. In this connection, it acklemges the right of faculty, staff, and students
to prepare and publish, through individual initrati architectural designs, photographs and
slides, illustrations, computer software, multineediresentations, sound recordings, video
productions, telecasts, music, grant proposalspladiy publications, and other material. The
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following statement of University policy on owneiglof copyrightable material is provided to
clarify the respective rights and responsibilitiek individuals and the University in this
important area. OIPA will administer the policy.

2. Copyright Ownership.
a.) University Ownership of Copyrighted Works

(1) Work Made for Hire. Except as otherwise pdad in the Employee Ownership of
Copyrighted Works section of this Policy, the Umsity shall own all copyrightable works
that were created as a “work made for hire.” “Waonkde for hire,” as defined by the
Copyright Act, includes (1) works prepared by Umsry employees within the employee’s
scope of employment, or (2) works not created withie employee’s scope of employment
but that are specially commissioned by the Univesiursuant to a written agreement that is
signed by both the University and the employee.

(3) Sponsored Agreements. The University shalehhe right to perform its obligations

with respect to copyrightable works, data, protegjpand other intellectual property under
any contract, grant, or other arrangement withdtlgarties, including sponsored research
agreements, license agreements, and the like. |oye®gs shall assign all rights to the
University or as required by the sponsored agreémenessary to facilitate obligations

under grants and contracts.

(4) The Employee shall own copyrightable workseleted to the employee’s University
employment responsibilities that are developed oremployee’s own time and without
University support or use of University facilities.

b) Faculty Ownership of Copyrighted Works.

(1) The University shall not assert ownership he following works created by Faculty
within the Faculty’'s scope of employment, unles$ ¢libstantial kinds or amounts of
University resources, as defined below, were usedréate the works; (2) the works are
created pursuant to a written agreement betweeartipdoyee and the University; or (3) the
works are created pursuant to a third-party sp@usaxgreement, contract, or grant,
specifically allocating ownership rights to the aisity.

(a) scholarly material,

(b) educational material,

(c) art works,

(d) musical compositions, and

(e) dramatic and nondramatic literary works.

(2) Substantial University Resource Use Resuitingniversity Ownership. The University
shall assert an ownership interest for works idieatiin the previous paragraph to which the
University contributes substantial kinds or amowftsesources. Each department or unit of
the University may publish, with the approval ofethProvost, a description of what
constitutes substantial kinds or amounts of Unitersesources. In the event that a
department or unit does not publish such a polidgrpto the creation of the works,
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substantial kinds or amounts of resources shallnntlea use of staff or clerical time other
than peer review; provision of university fundingesifically for or in support of the
development of the work; not to include professideave, and provision of equipment,
facilities, and supplies beyond that which is usug@rovided for meeting employment
obligation.

c.) Student Writings. Students employed by the University in any capaarg covered by the
terms of this policy. In addition, where a studesteives financial aid or remuneration under a
sponsored research, training, or fellowship progrhai® or her rights in copyrightable material
are limited by the terms of the University agreetmeith the sponsoring agency. The University
has no ownership rights in copyrightable matereledoped by students who are not employees.

d.) Patentable Works.Some works, particularly certain types of compytesgrams, may
qualify for patent as well as copyright protectioln author, upon recognizing that one of his or
her works is of this kind, is responsible for dosihg it to OIPA for a determination of (i)
ownership and (ii) whether the University wisheséek patent protection should ownership be
vested in the University. OIPA, following the pealtres set out in the University’s patent
policy, will make these determinations. If ownepsbf such a work is vested in the University
under the patent policy, but the University decidet$ to protect the work, ownership and
disposition of the work is then determined in ademce with this Policy. If Faculty wish to
appeal OIPA’s or its staff's decisions, the proaedset out in section 6 of the Patent Policy shall
be followed.

3. Administration of the Copyright Policy

a.) Disclosure. Material subject to copyright and odmnley the University under the
circumstances set forth in the Copyright Policywdtidoe promptly disclosed to OIPA.

b.) Determination of Ownership in Unclear Cases. Sisterminations will be made by OIPA
and will follow the guidelines set out in this Riyli Either the University or the author may
initiate this review.

c.) Distribution of Royalties. See the Division of Goight Royalties section of this document.

d.) General Advice and Assistance. Contact the Washintate University, Office of
Intellectual Property Administration, WSU Reseaactd Technology Park, Pullman, WA 99164-
1802, telephone (509) 335-5526.

4. Management of Copyrights.

a.) The University will either assign its copyright emésts to WSURF or retain ownership for
development by other University publishing unitsy.e Office of Publications and Printing,
Educational Telecommunications and Technology, rmédion Technology, or the Extended
Degree Program. For the WSURF the assignmenttaké place under the agreement between
the University and the WSURF. Copies of the ages@nbetween the University and the
WSURF may be obtained from OIPA. If the agreenemérminated, the University shall select
a managing agent and execute the proper assignioehts agent.
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b.) Copyright registration is simple. Software commalization through sale or licensing may
be complex and expensive requiring active particypaby the authors and the University. The
WSUREF reserves the right to return the copyrighth® University if commercialization is not

possible.

5. Division of Copyright Royalties.

a.) In cases where the University assigns its copyrigtgrest to the WSURF, all monetary
proceeds from commercialization of University-ownampyrighted works (often software) are
the property of the WSURF. Often the WSURF willlect and distribute royalties, fees, equity
interests, or dividends to authors and Univergityaccordance with procedures established by
the University. The guidelines as follows will lsed most commonly, but the University
reserves the right to adjust the distribution sfsihare.

(1) The WSURF will deduct the costs of obtainimgl anaintaining legal protection for each
copyrighted work to arrive at “adjusted income.”

(2) The WSURF will deduct twenty percent (20%)nfradjusted income. This deduction is
directed toward covering the expenses for adminmgjeOIPA.

(3) If required by the University, the WSURF wiirst reimburse the University for
expenses in developing and distributing the copyed work, e.g., distance learning
courseware. The remaining income is the Net Income

(4) Copyright royalty income will be distributed alentified in Patent Policy V. a.2.

b.) In the event of multiple authors, the authors vefiree among themselves as to the
distribution of the income accruing to the authatstribution of the authors’ share shall be
made only upon receipt of a signed agreement bettreeauthors.

c.) The WSURF may negotiate, but shall not be obligé&betegotiate, for equity interests in lieu
of or in addition to royalty and/or monetary cores@tion as a part of an agreement relating to
Inventions or Copyrightable Works. Neither the WRFUnor the University acts as a fiduciary
for any person concerning equity or other constilamareceived under the terms of this
regulation.

I. USE OF FACULTY AUTHORED, EDITED OR PREPARED SCH OLARLY
MATERIAL

Faculty members are expected to educate our dtidesing the best scholarly materials and
knowledge available. In some cases, this will ltdaufaculty producing materials, such as textb®ok
or unpublished laboratory manuals, for student Ipase. Requiring the use of faculty authored
materials must only be done to promote appropréatecational goals. It must not be done for
personal benefit or to obtain special privileges feculty (See the Ethics in Public Service Act,
RCW 42.52). Faculty members may not sell any malgedirectly to students. Students may be
required to use textbooks or other material writtgtWWSU faculty only if:

the faculty member receives no financial gain fisates to WSU students, or
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the materials are printed and copyrighted by a geized publishing house and either in
widespread use in other institutions or with eveof independent external review by peers,
or

the materials are reviewed and approved for use @rpoup designated by the Faculty Senate
Executive Committee. A request for review and apal must be submitted

J. TRADEMARKS

University trademarks include the names, desidogps, and colors for “Washington State
University”, “WSU”, “Cougars”, “Go Cougs”, “Ask DrUniverse”, and others. Permission of the
University is required before use of these tradé&siar Commercial use requires licensing and
payment of royalties. Royalty income from licergpiof University and Athletic marks is
administered by the Washington State University rfiéation. The Trademarks Officer may be
contacted through OIPA.

From time to time other University trademarks @agistered for software, plant varieties, or dewvice
in conjunction with their patent or copyright proten. These trademarks may generate royalty
through commercialization. Net royalty income tged by the WSURF shall be distributed
according to the schedule used for Patents.

K. FACULTY INVOLVEMENT AND RESIDUAL RIGHTS IN FILM S,
VIDEOTAPES, AND OTHER INSTRUCTIONAL MEDIA

Washington State University may transmit or repizelby television, radio, or other means, for local
or general distribution, news and general infororatprograms prepared by Washington State
University on which faculty members have appearé&the negotiation of a contractual agreement
between the responsible faculty member(s) and thigelsity is handled through the Provost and
Academic Vice President.

Nothing in this policy shall be construed as atpnd a faculty member's academic freedom in the
classroom.

L. BUSINESS POLICIES AND PROCEDURES

Many additional policies and procedures which nadfect faculty are included in thBusiness
Policies and Procedures Manual which is available online on the WSU homepage at
www.wsu.edu/~forms/manuals.htmlAmong the policies covered in detail in that n@nare the
following.

1. Use of Name and Logo

The name Washington State University and its lagothe exclusive property of the institution
and consequently, should not be used in suppodiains or advertisements by any outside
organization without permission of the PresideRésearch grants from commercial concerns are
given in accordance with a memorandum of undergtgnahich states that the name of the
University or any of its departments shall not Isediin connection with advertising except by
permission.
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Faculty members publish a considerable numbeepbnts in the form of bulletins, circulars,
scientific articles, monographs, and books, sometoth are copyrighted and others which are
not. Material from such recognized publicationsoiscourse, quotable, and proper recognition
should be given both to the individual author amt¢he publishing institution of quotations.

University stationery may be used only for offldidniversity business. No report or statement
relating to private consulting or other serviceg/mae the name of Washington State University
or be attributed to it. The use of official titlés personal gain or publicity is not appropriate
procedure. See Business Policies and Procedures Manual, 60.44.
www.wsu.edu/~forms/manuals.html

2. Project Funds From Outside Sources

The University encourages individual investigatodepartments, and other units to seek
financial support for research and other scholanlgt creative activities from sources outside the
funds ordinarily available to the Board of Regentsimerous organizations, governmental units,
and other agencies offer support for research progr Demonstrated ability and recognized
professional standing of an individual or group stdate the most important means of attracting
financial assistance.

Policies and procedures relative to projects stpddoy outside agencies have been established.
A copy of these policies is included in tiBeisiness Policies and Procedures Manual. All
proposals for research, academic, scholarly, smeatinstructional, extension, and service
activities require approval of the Chair of the @ement, the Dean of the college, and the Vice
Provost for Research, to whom the authority has bdslegated for giving final University
approval to all such proposals. Aid in the prepamaof proposals to external agencies is
available through the Office of Grant and Resedbevelopment. Before an application is
forwarded to an external agency, this office igoesible to ensure approval of all concerned
units.

Acceptance of any grant, gift, or contract resgitirom such proposals must be approved and
confirmed in writing by the Vice President of Busas Affairs, and copies of all pertinent
documents must be deposited with this officer dw@dDean concerned.

3. Faculty and Staff Travel

Authorized travel by University employees is subjecstate regulations and to such budgetary
and travel regulations as are established by theelbity, as well as by certain units thereof.
Expense of travel not within the scope of theseulegns will not be reimbursed from
University funds nor from any funds administerediby For purposes of these regulations, in-
state travel includes only travel within the stat&Vashington.

Travel authorization forms should be submitted e tprincipal administrative officer via
channels established by the respective units fer dbntemplated travel by all employees.
Business Palicies and Procedures Manual, Chapter 95.01.

4. Applicant Travel

It is occasionally important that potential facultgembers be invited to the campus for
interviews. A recommendation for each such visitto be submitted to the principal
administrative officer on the Personal Professi@®ivice Request form. Following approval of
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this recommendation, the invitation to come to taenpus should be sent by the department
Chair, Dean, or Director concerned. It shouldudel a statement that travel expenses will be
reimbursed at a rate not to exceed round-trip, ltoaitfare. SeeBusiness Policies and
Procedures Manual, Chapter 95.01.

5. Equipment

All equipment purchased by or given to the Univgrer to one of its departments is the property
of Washington State University and not the propeftg department or other unit. Priority in the
use of a piece of equipment ordinarily is held bg tlepartment that purchased it out of its
department funds. No individual has any proprietaterest in property of the University, nor
are University buildings available for the permanencontinuing storage of employee personal
property not used in official operations. Propertytinuously stored in University buildings is
presumed to be state property. Department Chaids principal administrative officers are
responsible for maintaining inventories of equipmand are the custodians of the property
assigned to their respective units. Universityipopent may not be borrowed by or loaned to an
individual for private use. The Controller is amtized to rent certain items of equipment at
times not needed in University operations.

6. Purchasing

All purchases by any unit of the University mustdseanged through the Division of Purchasing
prior to acquisition of the merchandise or equiptmby the University or by one of its
employees. Forms as furnished by the Purchasingalyex must be used to place purchase
orders. Purchasing procedures are prescribedaby lstw and regulation and must be observed
by all units of the University. The acquisition oustody of property not covered by normal
purchasing procedure should be reported to the Riesident of Business Affairs.

7. Cash Received by Employees outside Controller's Gée

Except for those departments traditionally consgdeas vendor departments, no department can
sell goods or services to students, employeesy aliygartments, or the general public without
obtaining specific authority from the Assistant ¥idresident of Business Affairs. The
procedures for handling cash sales must be codedingith the Controller. Washington State
University receipts and invoices or other receiptsinvoice documents approved by the
Controller must be used by all departments to kqgayments or charges immediately upon
receipt. All payments made to employees handloupants and sales of produce, poultry, trees,
and other property of the University, or for whitie University is responsible, are to be
deposited intact within a week with the Office d¢fetController. Cash, checks, or other
payments totaling $100 or more are to be depositélg. The department must be responsible
for providing adequate safeguards for cash.

(Departments may take charge sales only when anéubby the Office of the Controller.)
8. Approval of Contracts and Memoranda of Agreements

The Vice President of Business Affairs, or desigrthe Assistant Vice President of Business
Affairs, is the contracting officer for the Univéss Each agreement or arrangement that any
unit of the University or any employee wishes tdeennto which, if made, would commit the

University to any obligation, financial or other@jsmust formally documented in a contract or
memorandum of agreement. These contracts or mea®ia agreement must be approved and
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signed by the Assistant Vice President of Busimd&ars. Persons wishing to negotiate such an
agreement should, with the approval of their Deamioector, discuss it in principle with the
Assistant Vice President of Business Affairs in amthe or at least in the early stages of
negotiation. A sufficient number of copies of egamtoposed contract or memorandum of
agreement should be routed to the Assistant Viesiéent of Business Affairs to permit the
retention of one copy in the permanent contraesfiBusiness Policies and Procedures Manual,
70.21http://www.wsu.edu/~forms/manual.html

9. Bonding of Employees

Every member of the faculty and staff is bondethemamount of $100,000 as an employee of the
State of Washington. It is not consistent with \émsity policy for any employee to handle
funds for any other organization as a part of hisey duties as a University employee.



