CiTy oF RICHMOND

INTRACITY CORRESPONDENCE

To; All Agency Directors
From: Eric R Mens, PP, cppvt SR
Director, Procurement Services
Date: February 8, 2008
Subject: Policy No. 45, Master Lease Operating Procedures

Reference:  Purchasing Policies and Procedures Manual dated 09-01-02

1. Purchasing Policies and Procedures Manual dated 09-01-02 is out of date and needs
substantial revision to bring the Manual into compliance with applicable State and City
Codes and to incorporate current policies and procedures. Until the Manual can be
rewritten, updated, coordinated, and issued, interim changes in procurement policies and
procedures will be implemented through Memorandum issued to City Agencies and
Departments.

2. Policy No. 45 is hereby incorporated into the referenced Manual. The Policy implements
the policies and procedures that must be followed to acquire goods or services under the
Richmond Master Lease Agreement No. 07082A-1 with Grant Capital Management, Inc.
(previously known as First Municipal Credit Corporation). Policy No. 45:

(a) Discusses the concepts applicable to the Operating Lease portion of the Master Lease;
(b) Identifies Agency/Department responsibilities associated with defining requirements
and obtaining appropriate approvals for items that are contemplated for acquisition

via an individual Operating Lease agreement entered into under the Master Lease;

(c) Discusses the role of Procurement Services in entering into and managing individual
lease transactions under the Master Lease Agreement;

(d) Discusses Agency/Department responsibilities for receipt, inspection, acceptance, and
safeguarding of leased items; and

(e) Requires Procurement Services to report all Operating Lease transactions to the Chief
Financial Officer on an annual basis.

3. This change is effective immediately upon publication.
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