STATE OF VERMONT
AGENCY OF ADM NI STRATI ON

BULLETIN NO. 7.14

TO Al'l State Agencies and Departnents
FROM Thomas P. Menson, Secretary of

Adm ni stration
DATE: Oct ober 1, 1988

SUBJECT: Equi prent Revol vi ng Fund

A. PURPOSE
This bulletin pronul gates the policies and
procedures governi ng the Equi pnment Revol vi ng Fund.

B. BACKGROUND

The 1988 session of the general assenbly
anended the statutes to establish an Equi pnent
Revol ving Fund to be adm nistered by the
Comm ssi oner of General Services. This fund is
intended to be used for internal |ease purchase of
equi pnent for State agencies under criteria
established by the Secretary of Adm nistration.
Cost of the equipnment will be repaid to the fund
according to schedul es established by the
Comm ssi oner of Finance & Managenent
(Sec 903(e) of Title 29 of the Vernont Statutes
Annot at ed) .

The Equi prent Revol vi ng Fund may be used for
pur chase of equi pnent, which m ght otherw se be
approved by the Secretary of Adm nistration for
vendor financed | ease purchase. The fund will also
be available to neet the needs of departnents that
experience unantici pated equi pment needs due to
extraordi nary circunstances. However, the fund is
in no way intended to serve as a substitute for
proper planning and budgeti ng for equi pnment

pur chases.
C. POLICY
The followi ng policies will govern the use of

t he Equi prent Revol vi ng Fund:

1. Mninmumcost of an equi pnent purchased will be
$5, 000. Exceptions will be considered in the case
of small organi zati ons where this m ni num
represents a significant portion of the operating
expense. Individual itens of equipnent will not be
| unped together to achieve the m ni num unl ess the



conponents are intended to be installed or
ot herwi se |inked together and to function as a
system

2. Repaynent schedules will include adm nistrative
costs. Buy-out of existing |eases will be
consi dered on a case-by-case basis.

3. All purchases nmust be approved by the Secretary
of Adm ni stration.

4. Standard purchasing procedures will be used.

5. Purchase of copiers through the equi pnent
revolving fund wll not generally be allowed. These are
avai |l abl e through the General Services Departnent on a per
copy charge.

6. The fund will be used to purchase only
essential equipnent. Equi pnent normally replaced on a
regul arly schedul ed basis (e.g., vehicles) will be included

i n departnental budgets and not be purchased through the
Equi prent Revol ving Fund. Funds budgeted for purchase of
equi pnent will not be transferred to other expenditure line
itens in order to use the Equi pnent Revol ving Fund. This
fund will not be used to replace or circunvent the annual
budgeti ng process. Generally, it is expected that the fund
will be used only ~or enmergencies or for critical equipnent
needs originating after initiation of the budget process.
Al itenms that can be anticipated should be included in the
annual budget process. All requests to purchase equi pnent
through this fund wll require an explanation as to why it
was/wW Il not be included in the departnent’s budget request.
Any funds currently budgeted for the particul ar equi pnent or
for other equipnent that is not essential, wll be
transferred to the Equi pment Revol ving Fund. All funds
budgeted for equi pnment procurenent will be exam ned by the
review conmttee and may be subject to reallocation or
transfer.

7. The anortization period shall be established by
t he Comm ssioner of Finance and Managenment. The | ength of
period may vary, depending on the departnent and/or
equi pnent, but will not exceed five years. The bal ance on
obsol et e equi pnent nust be paid before purchasing
repl acenents. Shoul d equi pnment be repl aced using sources of
funds outside the Equi pnent Revol ving Fund, the depart nent
wi | I nonet hel ess be expected to discharge its debt to the
Equi prment Revol ving Fund. |f appropriations are insufficient
to nmeet the paynent schedule, the equipnent will be
transferred to Surplus Property for disposition.
| nsufficiency of appropriations will be determ ned by the
Secretary of Adm nistration.



8. Equipnment will not be insured through the
Equi prmrent Revol vi ng Fund. Shoul d i nsurance be required
beyond the Iimts of the existing State policies, the using
agency will be responsible for such insurance. Shoul d
equi pnent be destroyed or otherw se | ost agencies wll
remain |iable for reinbursing the Equi pnent Revol vi ng Fund
according to the paynent schedul e.

9. Prograns currently funded by revol ving funds
are not eligible to use the Equi pnent Revol vi ng Fund.

10. Prograns funded by federal funds nmay utilize
t he Equi pnment Revol ving Fund if such use is not prohibited
by federal regulations. If paynents to the Equi pnent
Revol ving Fund are not made, the equi pnent may be
transferred to surplus property for disposition.

11. Agencies will remain liable for paynents on
equi pnent specified by that agency for purchase and then
rej ected upon delivery or subsequently returned as being
i nadequate for the job.

D. PROCEDURES

On or about Septenber 1 annually, a conmittee chaired by
t he Comm ssi oner of Finance and Managenent (or a designated
representative) with representation fromthe CGeneral
Servi ces Departnent and the Departnent of Finance and
Managenment will recommend a limt (cap) on total equipnent
purchases for the fiscal year. This limt wll be
coordinated with the State Treasurer.

Agenci es and departnents w shing to use the Equi pnent
Revol vi ng Fund under the policies outlined above may forward
requests to the Secretary of Adm nistration including (but
not limted to) the foll ow ng:

1. Conpl ete description of the equi pnent

2. Cost of the equi pnent

3. Intended use

4. Need for the equi pnent (justification)

5. Cost to the state if the equipnment is not
pur chased

Each request will be reviewed by the General Services
Department and the Departnent of Finance and Managenent and
recommendations f or approval or disapproval forwarded to
the Secretary of Adm nistration. Should the proposed
purchase exceed the annual |imt the reviews will address
t he urgency of need and the recommendations will include a
statenent on whether the limt should be exceeded. If
pur chase t hrough the Equi pnrent Revol ving Fund is approved,

t he Conm ssioner of Finance and Managenment will establish an
anortization schedul e (using available funds to reduce the



anount being anortized) and forward the request to the
General Services Departnent for purchasing action.

The General Services Departnment will purchase the equi pnent
t hrough normal purchasing channels and initiate paynent from
t he Equi pnment Revol ving Fund. The General Services

Department will draft a letter of agreement with the
recei ving departnent concerning the terns of payback, early
buy-out, and other itens of understanding, which will be

executed by both parties prior to delivery of the equipnent.
When the equipnment is delivered, currently avail able funds

in the accounts of the receiving departnment will be
transferred to the Equi pnent Revol ving Fund. Repaynent in
subsequent years will be acconplished by a single transfer

annual ly to the Equi pnent Revol ving Fund not |ater than
Cct ober 31st.

Upon delivery and acceptance of the equipnment by the
requesting agency or departnent, the equi pnent becones the
property of that agency or departnent.



APPROVAL OF EQUI PMENT REVOLVI NG FUND REQUESTS
In accordance with 29 V.S A Section 903 9(e), the use of Equi pnent Revolving Fund is
hereby aut horized for the foll ow ng purposes:

NOTE: Just a reninder that you need to request this formfromthe Secretary of
Adm nistration's Ofice and that it should be routed to them FI RST before the process
bel ow (St ep#1 etc.) begins.

Depart nment :

Equi prment :

Pur pose:

Cost of Equi prent Approved through ERF: $

General Services Adm nistrative Cost (@003) $
Tot al $

Year of Payback: Annual Payback$

Begi nning in Fiscal Year:

Addi ti onal Funding Required in Future Years:

1 NO [1 YES

I f yes, Explain:

Gt her Condi tions:

PLEASE FOLLOW THESE STEPS I N ORDER TO PROCESS TH S ERF REQUEST, THANKS.

(To check the status of this request, please call the Secretary of Administration's Ofice
@ 828- 3322)

STEP #1 STEP #1.a (I F I T APPLI ES)

RECOMVENDATI ON: RECOMVENDATI ON : (Info Systens Rel ated Only)
O Yes O NO O Yes O NO

General Services Dept. Dat e Dept of Information Dat e

& |l nnovation

STEP #2
RECOMVENDATI ON:
[1 YES [ ] NO

Fi nance & Managenent Dat e

STEP #3
APPROVAL
[1 YES [ ] NO

Sect. O Adm n. Dat e
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