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This Form applies to NASA equipment in the custody of NASA employees or (on site) contractor employees performing official duties off-site (Telework or travel). This agreement is consistent with the conditions set forth herein and authorizes the employee/contractor to remove the equipment described below to the location cited for the official purpose or project stated and for a temporary period not to exceed 180 calendar days for NASA employees (30 calendar days for contractor employees). Subject equipment will be returned at the conclusion of the loan period, or immediately at the discretion of NASA upon notice to the employee.
5. PERIOD OF PASS/AGREEMENT (Calendar days)
10. EQUIPMENT DESCRIPTION
6. EQUIPMENT DESCRIPTION
ITEM #
a. ECN
b. ITEM NAME
c. MODEL
d. SERIAL NUMBER
CONDITION. The employee assumes full responsibility for the accountability, care, safeguard, and use of the NAA equipment and shall not permit its use for other than the purpose of this pass/agreement. Per NASA Policy Directive outline in NPD 4200.1 (Equipment Management), the employee may be subject to disciplinary action and/or pecuniary liability for any loss, damage, or destruction of the NAA equipment resulting from the employee's negligence, misuse, dishonesty, or wanton and willful misconduct.
11. EMPLOYEE ACCEPTANCE
6. EQUIPMENT DESCRIPTION
I request, accept, and assume complete responsibility for the equipment listed in Section 10 and I certify that the equipment will be used to conduct official NASA business. I also certify that this pass/agreement is requested for the minimum time required to complete the specified purpose or project. The use and the timely return of the above listed equipment will comply with all stipulations contained in this property pass agreement.
12 NAME AND SIGNATURE OF APPROVING OFFICIALS
6. EQUIPMENT DESCRIPTION
13. RECEIPT FOR RETURN OF PROPERTY
6. EQUIPMENT DESCRIPTION
Instructions for Completing NF892
(Employee Property Pass Agreement and Removal Permit)
 
         1.           Enter the name of the employee receiving the equipment.
         2.           Enter the name of the organization to which the employee belongs.
         3.           Enter the custodial account number to which the equipment belongs.
         4.           Enter the employee's work phone number.
         5.           Select the required period of the Pass Agreement. The Center Supply and Equipment Management Officer's (SEMO) concurrence is required for property passes over 30 calendar days.
         6.           Employee's Supervisor or Division Chief enters approximate approval removal date.
         7.           Employee's Supervisor or Division Chief enters approximate approval return date.
         8.           Enter the contract number if contractor employee.
         9.           The employee making the request enters a justification for the property pass, and includes the location where the equipment will be utilized.
         10.           Equipment Description
         a.           Enter the Equipment Control Number (ECN).
         b.           Enter the Item Name.
         c.           Enter the Model number of the item.
         d.           Enter the Serial number of the item.
         11.           Employee signs and dates.
         12.           Name and signature of approving officials.
         a.           The Property Custodian signs and dates this block acknowledging that the equipment will be removed from the NASA facility, and ensures that the status of the equipment is properly updated in SAP.
         b.           The Division Chief (for Government employees)  equivalent NASA official, or Contracting Officer (if contractor employee), signs and dates this block certifying the validity of the property pass agreement..
         c.           The Center SEMO reviews and has the option to concur or not concur with employee passes exceeding 30 calendar days. The SEMO monitors compliance with the specified return date.
         13.           The Property Custodian signs and dates this block acknowledging the condition and return of the equipment, and ensures that the equipment status is properly updated in SAP.
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