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City of Mt. Pleasant 
 

Administrative Memo #4-99 
 

Issued:  July 26, 1999 
 

 
SUBJECT:  Loans for Employee Purchase of Personal Computer 
 
 
SUMMARY:   
 
This memo is to provide guidelines to the program which allows the City to loan funds to 
regular (not seasonal or temporary) non-probationary employees for the purchase of a 
computer and peripherals and the employee repays the loan from the City through 
payroll deduction.  This program is based on the belief that access to a computer at the 
employee’s home results in increased knowledge and, potentially, productivity 
increases. 
 
 
MEMO:   
 
The computer purchase agreements in existence prior to the approval of this 
Administrative Memo will continue as outlined in the agreement.  Any new purchases 
will adhere to the following guidelines and procedures. 
 

Guidelines 
 
I. Sales tax must be paid on the transaction.  The City’s sales tax exemption 

cannot be used to eliminate sales tax. 
 
II. Financing will be allowed for up to $2,500 and will only be for computers, 

printers, scanners and other computer peripherals. 
 
III. Purchases of software will be limited to software used in the employee’s 

department. 
 
IV. The maximum amount of time to pay back the City will be 18 months. 
 
V. An interest rate will be charged on the unpaid balance to partially reimburse the 

City for lost cash flow and administrative time spent on the program. 
 
VI. An employee can only finance a computer purchase or upgrade every four (4) 

years from the end of the last payment. 
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VII. The payroll deduction contract form, signed by the employee, will include a 
statement indicating the employee intends to use the computer to expand their 
personal knowledge as it relates to their work responsibilities. 

 
Procedure 

 
I. The employee chooses what equipment and software he/she wants to purchase. 
 
II. The employee provides the detailed voucher to the Accounts Payable Office 

Professional and indicates the desired length of financing, not to exceed 18 
months. 

 
III. The Finance Director will review the voucher for adherence to all portions of this 

policy and then will draft a payroll deduction authorization similar to Attachment 
A. 

 
IV. The employee and the Finance Director will sign the payroll deduction 

authorization. 
 
V. The City will provide a reimbursement check for the eligible amount to be 

financed. 
 
VI. Payroll deduction will begin on the next pay date. 
 
VII. The computer will be collateral for the payroll deduction contract and can be 

repossessed and sold to satisfy the remaining debt. 
 
VIII. If the employee leaves employment at the City before full repayment, the 

remaining amount due will be deducted from the last paycheck.  If the last 
paycheck is not enough to pay off the balance, the employee will need to provide 
a personal check for the balance within one (1) month. 
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 ATTACHMENT A 
 

 
CITY OF MT. PLEASANT 

CONTRACT 
 

 
I, ________________, ________________ of the City of Mt. Pleasant, agree to 
payroll deduction bi-weekly to pay for the purchase of a __________________ 
in the amount of $2,278.09 payable per the following schedule: 
 
  
 
There will be interest charged on the unpaid balance at the rate of 3% annually 
based on a 365 day year with 15 days assumed for each paycheck.  I 
understand I can pay off the unpaid balance at anytime without penalty. 
 
I agree that I will personally use the computer to expand my knowledge as it 
relates to my work responsibilities. 
 
I further agree that if I should leave the employ of the City of Mt. Pleasant before 
full re-payment has been made, the payroll department is hereby authorized to 
deduct the remaining amount due from my last paycheck. 
 
This equipment shall be deemed collateral in this contract.  Failure to make an 
installment payment in a timely fashion shall constitute a default of the contract.  
In the event that a default does occur, the City has the right to demand payment 
in full immediately.  If payment in full is not forthcoming, the collateral will be 
repossessed and sold to satisfy the debt remaining. 
 
 
______________________________________________ ________________ 
(Employee Name and Title)     (Date) 
 
 
APPROVED:  _______________________________ 
  Nancy Ridley, Finance Director 
 
 
cc: Kathie Grinzinger, Assistant City Manager/Personnel Director 

 


