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PURCHASING POLICY 28
DATE:

November 21, 2007
TO:

State Employees and CPV Employees that utilize the
        


the State’s Employee Purchase Program
FROM:

Kent Allin, Director

SUBJECT:
Employee Purchase of Computer Equipment and Related Products
POLICY OBJECTIVES:
To outline the rules for the purchase of computer equipment by State of Minnesota employees and Cooperative Purchasing Venture (CPV) entities’ employees under the Employee Purchase Program.
BACKGROUND
Minnesota Statutes § 16C.03, subd. 9, establishes the Commissioner of Administration’s authority to create a process by which state employees may purchase computer equipment and related products from state contracts.  

Minn. Stat. § 16C.03, subd. 9 states:
Employee purchasing. The commissioner is authorized to enter into contracts under which a vendor agrees to sell computer equipment and related products to state employees, for their own use related to work, at contract prices. Employees may make only one purchase under this subdivision. Under no circumstances shall the state be liable for purchases made under this subdivision. The provisions of section 43A.38, subdivisions 4 and 5, clause (a), do not apply to this subdivision.

This law is applicable to state employees only.  CPV entities’ employees will need to receive approval from their entity that they are allowed to utilize this program.
POLICY  

The Materials Management Division (MMD) will work with current and potential vendors to make work-related computer equipment and products available to state employees through this program; however, no vendor is required to participate.  The computer equipment offered will be the “Minnesota IT standards equipment”.  Vendors who choose to participate must agree to provide data, tracking and monitoring of all program transactions.  Offering this program will NOT be considered a factor in the state’s decision to enter into any contract.

Requirements for state employees:
The employee must complete the attached form and provide it to the vendor at the time of ordering.  By reading and signing this document the employee is attesting that the employee understands and meets all requirements to purchase a computer under the Employee Purchase Program.
Requirements for Cooperative Purchasing Venture entities’ employees

The employee must receive approval from their entity that they are allowed to utilize this program.  If approved, the employee must complete the attached form and provide it to the vendor at the time of ordering.  By reading and signing this document the employee is attesting that the employee understands and meets all requirements to purchase a computer under the Employee Purchase Program.
Requirements of Participating Vendors:
1.  The vendor must collect an Employee Purchase Agreement (see attachment) for every employee that makes an employee purchase.  The vendor must develop and maintain sufficient documentation to certify the purchaser’s executed “Employee Purchase Agreement” by his/her signature.  This documentation can be in any format that allows for the tracing of an individual to his/her Employee Purchase Agreement.

2.  The vendor agrees to sell only the Minnesota IT standards equipment to authorized employees utilizing the Employee Purchase Program.
3.  Upon the state’s request, the vendor must provide employee purchase reports.
Attachment:

Employee Purchase Agreement

Employee Purchase Agreement

This form outlines the rules for the purchase of computer equipment by State of Minnesota employees and Cooperative Purchasing Venture Members employees under the Employee Purchase Program.  By reading and signing this document the employee is attesting that the employee understands and meets all requirements to purchase a computer under the Employee Purchase Program.

Employee needs to check one:

□
State Agencies Employees:
a.
I certify that I am a current state employee

b.
I certify that I meet all statutory requirements, regarding the employee purchase program.  

Minn. Stat. § 16C.03, subd. 9 states:  Employee purchasing. The commissioner is authorized to enter into contracts under which a vendor agrees to sell computer equipment and related products to state employees, for their own use related to work, at contract prices. Employees may make only one purchase under this subdivision. Under no circumstances shall the state be liable for purchases made under this subdivision. The provisions of section 43A.38, subdivisions 4 and 5, clause (a), do not apply to this subdivision.
c.
I certify that I have not purchased under this program before (state employees can make only ONE purchase, under this program).

d.
I understand that the State of Minnesota bears NO financial, contractual or legal responsibility for payment to or agreements/disputes with the Contract Vendor.  I agree that I am  personally liable for payment of the full contract price of items purchased, including applicable state and local sales taxes, shipping/handling fees and all other charges 

State Employee Name (Print):  ______________________________    Date:  ________________

Signature:  _______________________________________________________

State Agency Dept. and Division:  _____________________________________

□
Other Governmental Entities (that are current CPV members) Employees:
a.
I certify that my entity is currently a member of the State of Minnesota’s Cooperative Purchasing Venture Program (CPV).

b.
I certify that I have received authorization from my governmental entity to purchase under this employee program.

c.
I understand that the State and my entity bear NO financial, contractual or legal responsibility for payment to or agreements/disputes with the Contract Vendor.  I agree that I am personally liable for payment of the full contract price of items purchased, including applicable state and local sales taxes, shipping/handling fees and all other charges 

Employee Name (Print):  ____________________________    Date:  _______________________

Signature:  ________________________________________________________

CPV Entity Name:  __________________________________________________
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