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Reimbursable Purchases: An institution must receive approval of its application from the Commission on Higher Education (CHE) prior to purchasing equipment under the Equipment Leasing Fund.  Equipment purchased without such approval is not eligible for reimbursement from the Fund.  In addition, equipment purchased after CHE approval but before the bond sale or review by the Educational Facilities Authority (EFA) may not be reimbursable and is at the institution’s risk.

Deadlines for Submitting Applications: Grant applications will be on the agenda of a meeting of the Commission on Higher Education only if received at least four weeks before the meeting date and if the application is complete and consistent with the law and regulations.  

Number of Copies: An institution must submit the original and one copy of each application.  The original must contain authentic signatures on the transmittal letter, the required governing board resolution, and the Equip-02 forms.  
Contents of the Application: Applications must include information as required by the regulations [see N.J.A.C. 9A:14-1.3(a)].  Each program or function for which equipment purchases are proposed must be documented separately on two forms, Equip-01 and Equip-02.  The overall application is summarized on Equip-03.  The Executive Director may require additional information on a case-by-case basis.

The application also must include a transmittal letter, which should include an overview of the application and a description of the process used to generate the request, and a copy of the institutional governing board’s resolution approving the institution’s application.  

Notes:  If, because of the timing of the board meeting, it is not possible for the full governing board of an institution to approve the equipment purchase before requesting CHE approval, an officially designated committee of the governing board may authorize the equipment purchase.  Under no circumstances will the institution be allowed to purchase the equipment or enter into a contract with the EFA without full governing board approval.  

The board’s resolution authorizing the purchase must commit the board to funding 25% of the debt service and acknowledge the function/program areas that will be supported with the equipment purchased.
Equip-01 (Program/Function Description).  This narrative form describes the program or function for which equipment will be purchased.  A separate form must be submitted for each program.  Equip-01 contains the following information:  

1.  A description of the program or function to be served by the equipment, including the specific educational or research objectives to be met. 

2.  A description of how the proposed Equipment Leasing Fund purchase relates to current institutional mission and plans.  

3.  The estimated timetable for acquiring and installing the equipment.

4.  Identification of all sources of revenue from which the institution will provide its share of debt service on the bonds used to acquire equipment for the institution.  

5.  Identification of the source(s) used to determine the useful life of the equipment.

Equip-02 (Itemization of Proposed Equipment).  This tabular form itemizes the equipment to be purchased, its useful life, and the estimated costs.  Useful life may be determined either by reference to the Internal Revenue Service’s Class Life Asset Depreciation Range System set forth in Revised Procedure 87-56, as amended, supplemented or superseded, or by appraisal of any independent engineering or accounting firm, as appropriate.

Notes: Brand names and model numbers are to be included as illustrative information, when known.  Successor models, “clones,” or comparable models of different manufacturers may be substituted without CHE approval.  

If balances remain after an institution has purchased all equipment on an approved list, the institution may purchase additional units of equipment on the approved list provided the equipment will be used for the same purpose for which it was approved.  CHE approval is required if the equipment will be used for a different purpose or if the proposed equipment is not on the approved list.

Although the Commission will not separately verify useful life estimates, EFA may need to do so before issuing bonds or reimbursements.  Using the Equip-01 form, the application should indicate the source of the determination of useful life.

Equip-03 (Summary of Programs/Functions Supported).  This tabular form summarizes the application.  The institution should list each program or function to be supported by equipment purchased through the fund together with the total associated value of the equipment as shown on the itemization (Equip-02).  The institution then provides the total value of all equipment purchases at the foot of the form.  If the total value exceeds the institution’s allocation or balance, the institutional commitment must be shown.  If there is a balance remaining after the proposed use of funds, the balance must be shown.

Additional copies of the forms may be obtained by contacting the Commission or on the Commission’s web site (www.state.nj.us/highereducation/elf).  The forms are Microsoft Word or Excel documents. 

Supplemental Lists of Equipment: To provide more flexibility and to mitigate the need for subsequent CHE approval if bids are lower than anticipated, institutions may include a list of equipment that would be purchased if sufficient funds are available.  Note that all proposed purchases, even those on the supplemental equipment list, require justification.

Permitted and Excluded Equipment and Costs: As stated in the enabling act, the purpose of the Equipment Leasing Fund is “to establish a regular financing mechanism for scientific, engineering, technical, computer, communications, and instructional equipment at New Jersey’s public and private institutions of higher education.”  Accordingly, institutions have significant latitude in determining the specific equipment to be purchased.  The Commission will review and approve institutional proposals as long as the equipment meets the intent of the statute and all required information is provided.  

Consistent with the earlier use of funds, however, the following items may NOT be purchased through the Equipment Leasing Fund:

· Furnishings (e.g., tables, chairs, cubicles) other than laboratory tables

· Blinds curtains, carpeting, etc.

· Library stacks or carrels

· Photocopy machines

· Objects for museum and art collections

· Any equipment for administrative functions of the institution

· Recreational equipment

· Automobiles, trucks, vans, and other vehicles

Reasonable and customary costs associated with the purchase of the equipment may be included in an application for funding through the Equipment Leasing Fund.  Such costs include operating system software for, installation of, and warranties on the specific equipment purchased.  Projects with broader applicability – such as electrical power upgrades, space renovation, HVAC improvements, and the installation of cable – may NOT be included in an application even though they may be necessary to accommodate the equipment being purchased.  

Submission: Send applications to the Commission on Higher Education, Ms. Betsy Garlatti, Director of Finance and Research, P.O. Box 542, Trenton, NJ 08625-0542 (regular mail) or 20 West State Street, 7th Floor, Trenton, NJ 08608 (delivery service).  The transmittal letter should include the name and telephone number of the individual(s) who can provide additional information.  

If there are additional questions, please contact Ms. Garlatti at 609-292-3235 or via email at betsy.garlatti@che.state.nj.us.

Attachments:

a. Equipment Leasing Fund; Program/Function Description (Equip-01)
b. Equipment Leasing Fund; Itemization of Proposed Equipment (Equip-02)
c. Equipment Leasing Fund; Summary of Programs/Functions Supported (Equip-03)
d. Regulations

e. Deadlines for Submitting Proposals, 2000-2001.
f. Sample Governing Board Resolution
