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COLORADO BULLETIN NO:  CO-120-04-02



March 30, 2004
SUBJECT:   ADS – Procurement Needs and Vehicle Sale
PURPOSE:  To request that the Areas submit their procurement/vehicle needs, to request the areas submit vehicle sale information, and to ensure compliance with General Manual policy concerning the numbers of vehicles we have in each of our offices.
EXPIRATION DATE:  September 30, 2004
ACTION REQUIRED BY:  May 21, 2004 and June 11, 2004
In order to prioritize on what we should spend our equipment/vehicle budget this fiscal year, please provide the following information:
1.
Employees should submit requests for equipment, IT, and/or furniture $500 and over to their Principal Staff representative.  Please provide a clear justification for all purchases.  Also, prioritize the items into the following categories and indicate such on the request:

1 = I can't do the job without this item, must have it

2 = I need the item and it would make my job easier, but can survive without it

3 = The item would be nice to have; wish list item
Principal Staff members should then approve or disapprove the purchase request and forward all approved purchase requests to Tony Doxtater, Contract Specialist, in the State Office by May 21, 2004.  Feel free to add to the justification or change the priority as needed.

A first round buy will occur sometime later in May or early June.  The items not purchased will stay on the list for the end of the fiscal year in case we need to spend more money on equipment.

2.
AREA CONSERVATIONISTS ONLY:  Submit to Tony Doxtater a list of the top 10 vehicles in your area to be replaced by June 11, 2004.  It appears that we may be buying around eight vehicles for the field and will possibly place another order at the end of the year.  Include in the list of vehicles a description of the need for replacement (i.e. condition, repair costs, mileage, age, etc.)  Please recommend what kind of vehicle with which you would like to replace it.
Submit to Tony Doxtater a list of vehicles that we need to sell by June 11, 2004.  Since we bought 74 replacement vehicles for the field last year, we should at least have that many to sell.  Area 1 received 20 vehicles and the other three areas received 18.

The General Manual dictates policy on the number of vehicles allowed in a field office as follows:

	Number of Employees
	Number of Vehicles

	1
	1

	2
	2

	3
	3

	4
	4

	5
	4

	6
	5

	7
	5

	8
	5

	9
	6

	10
	6


Apply the logic of this table to offices with more than 10 employees.  Conservation District employees, other partner employees, and volunteers cannot be included in the calculation.  Any Soils Offices, RC&D Offices, and Area Offices can be counted as separate offices when applying this table.  Submit enough vehicles for sale to bring each office in compliance with this table.  Submit a spreadsheet showing the numbers of employees versus the number of vehicles in each location in your area by June 11, 2004.
Call Tony Doxtater at 720-544-2826 if you have any questions.
ALLEN GREEN
State Conservationist
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