








 
 
 

PPUURRCCHHAASSEE  AANNDD  LLOOAANN  PPRROOCCEEDDUURREESS  

 
  Thoroughly review Administrative Rules and Regulation 7.3 – Employee Computer Loan Program 

      (http://cityoflosalamitos.org/your-government/administrative-rules-and-regulations/)  
 
 

 Research the computer and ensure it meets or exceeds all the system requirements of the 
program 

 
 Obtain IT Sign off for Computer specifications 

 
 

 Submit Loan Application with supporting documentation (quote and/or advertisement) 
 (Both the Loan Application and Supporting documentation must have IT approval)   
  
 Date:        
 
 

  Receive approved and signed Loan Application from Administrative Services Director  
  
 Date:      
 
 

  Purchase the approved equipment      
  
 Date:        
 
 

  Submit Employee Computer Loan Agreement to the Finance Department 
 (include copies of receipts and approved loan application)  
    
 Date:      

 

 

CITY OF LOS ALAMITOS  
EMPLOYEE COMPUTER LOAN  
Administrative Services Department 
3191 Katella Ave., Los Alamitos, CA 90720-5600 
Phone: (562) 431-3538     Fax: (562) 493-0678 



 

GGEENNEERRAALL  IINNFFOORRMMAATTIIOONN 

Employee Name:               
 
Department:          Extension:         
 
Mailing Address:                
 
PPUURRPPOOSSEE  OOFF  LLOOAANN  

  Computer System Purchase       Notebook (Laptop) Computer   Computer Upgrade 
 

CCOOMMPPUUTTEERR  SSYYSSTTEEMM  SSPPEECCIIFFIICCAATTIIOONNSS  

Processor (minimum of Core i5):              
 
RAM (minimum of 4 GB) :              
 
Hard Drive (100 GB or more):              
 
Desktop Monitor (17 in. – 24 in.):             
 
Microsoft Office Application Suite Software:            
 
Printer and/or Scanner:               
 
Optical Drives (internal or external):             
  

Attach quotes and/or advertisements. Must show proof of purchase or ownership for software. 
 
I acknowledge and pledge that any funds granted to me from the Employee Computer Loan Program 
will be used solely for the purchase of computer equipment and related items. Further, I agree to 
purchase or show proof of ownership of Microsoft Office application suite.  
 
Signed: _____________________      ____________________ 
  Employee        Date 
 
Administrative Services Department Approval: 
The proposed purchase(s) meet(s) the guidelines of the Employee Computer Loan Program. 
 
 
Signed: _____________________      ____________________ 
  IT Approval (initial attached quote)    Date 
 
 
Approved:  _________________________     ____________________ 
  Administrative Services Director      Date 

 

CITY OF LOS ALAMITOS  
EMPLOYEE COMPUTER LOAN APPLICATION 
Administrative Services Department 
3191 Katella Ave., Los Alamitos, CA 90720-5600 
Phone: (562) 431-3538     Fax: (562) 493-0678 
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City of Los Alamitos 
Employee Computer Loan Agreement 

 
THIS AGREEMENT is made this _____day of ________20___by the City of Los 
Alamitos, a municipal corporation (“CITY”), and ____________________________, 
a City of Los Alamitos Employee (“EMPLOYEE”). 
 

RECITALS 
 
 The following recitals are a substantive part of this agreement: 
 
 1. This Agreement is entered into pursuant to Los Alamitos City Council 
approval of of Resolutions 1640A and 1670. 
 
 2. EMPLOYEE who is full-time or City Council Member who desires to 
purchase a computer and related equipment and/or software to a maximum of 
$2,500 through City approved vendors. Part-time employees must have worked for 
the City for at least one year, work an average of twenty (20) hours per week, and 
have the approval of the department head for whom the employee works. The 
maximum loan amount is  $1,250 with repayment made through payroll deduction of 
equal amounts to be paid off in not more than one year or 26 payroll periods. 
 
 3. EMPLOYEE acknowledges and pledges that these funds will be used 
solely for the purchase of computer equipment and related items and will not be 
used for the purpose of avoiding tax liability. 
 
 4. EMPLOYEE is qualified by virtue of experience, training, education and 
expertise to utilize this equipment or will obtain appropriate training in order to utilize 
the equipment. 
 

AGREEMENT 
 
THE PARTIES MUTUALLY AGREE AS FOLLOWS: 
 
1. Term of Agreement.   
 
This Agreement shall cover a period of two years from purchase of the equipment or 
until the payroll deduction has resulted in the payoff of the equipment whichever 
occurs first for full-time employees.  
 
City Council member agreements shall cover a period of two years or the number of 
pay periods left in their term which ever is shorter.  
 
Part-time employee’s agreement shall cover a period of one year or until the payroll 
deduction has resulted in payoff of the loan. 
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2. Payment.  EMPLOYEE shall reimburse CITY as follows: 
 

2.1 Total.  Reimbursement under this Agreement shall not exceed $2,500 
for full-time employees and City Council members and $1,250 for part-
time employees. 

 
2.2 Payment. To comply with the terms of this Agreement, payment shall 

be made at each pay period.  The total amount advanced shall not 
exceed $2,500 for full-time employees and City Council members and  
$1,250 for part-time employees.  The entire amount shall be paid 
within two years of the first advance for full-time employees, City 
Council members shall cover a period of two years or the number of 
pay periods left in their term which ever is shorter. one year for part-
time employees.   

 
EMPLOYEE shall pay a total of $_______________.  Payment shall be 
$___________ per each two week pay period. 
 
Absence from work, with or without pay, will not excuse or delay 
payments as stated in this section.  Exceptions to this section will be 
made only upon approval by the City Manager. 

 
2.3 Records of  Expenses.  EMPLOYEE shall keep records in which 

complete and correct entries will be made of all expenditures subject to 
this Agreement.  These records will be made available at reasonable 
times to CITY. 

 
3. Payoff.  If EMPLOYEE should terminate employment with CITY for any 

reason, CITY may withhold from EMPLOYEE the unpaid balance of the 
amount advanced.  If the remaining balance exceeds EMPLOYEE’S final 
check, EMPLOYEE shall reimburse CITY the remaining balance by check or 
major credit card on last day of employment. 

 
4. Taxes.  CITY is not liable for any federal, state or local taxes due at any time 

as a result of this transaction.. 
 
5. Warranty.  CITY makes no warranty, whether express or implied concerning 

the computer equipment and any peripherals.  CITY has no responsibility 
whatsoever concerning the equipment.  CITY shall not repair, replace or 
insure the equipment. 

 
6. General Provisions.  It is mutually agreed as follows: 
 

6.1 Compliance with Law.  EMPLOYEE shall comply with all applicable 
laws, ordinances, codes and regulations of the federal, state, and local 
government. 
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6.2 Conflict of Interest and Reporting.  EMPLOYEE shall at all times 
avoid conflict of interest or appearance of conflict of interest in 
performance of this Agreement. 

 
6.3 Notices.  All notices shall be personally delivered or mailed to the 

below listed address, or to such other address as may be designated 
by written notices.   

 
  A.   Address of EMPLOYEE is as follows: 
 
   _____________________________________________ 
 
          _____________________________________________ 
 
          _____________________________________________ 
 
 
  B.   Address of CITY is as follows: 
   
   Administrative Services Department    
         City of Los Alamitos   
   3191 Katella Ave    
         Los Alamitos, CA  90720 
     

6.4 Employees Proposal.  This Agreement shall include a written quote 
from the seller, and presented to the City for conformance with the 
terms and conditions for the purchase of the equipment. The quote 
shall be incorporated herein by this reference.  In the event of any 
inconsistency between the terms of the proposal and the Agreement, 
this Agreement shall govern. 

 
6.5 Licenses, Permits, Fees and Assessments.  At its sole expense, 

EMPLOYEE shall obtain all licenses, permits, and approvals as may 
be required by this Agreement. 

 
6.6 Time of Essence.  Time is of the essence in the performance of this 

Agreement. 
 

6.7 Limitations Upon Subcontracting and Assignment.  The 
experience, knowledge, capability, and reputation of EMPLOYEE were 
substantial inducements for CITY to enter into this Agreement. 
EMPLOYEE shall not contract with any other entity to handle the 
obligations of this Agreement without the written approval of the CITY.  
Neither this Agreement nor any interest may be assigned voluntarily or 
by operation of law, without the prior written approval of the CITY. 
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6.8 Indemnification.  EMPLOYEE agrees to protect, defend, and hold 
harmless CITY and its elective or appointed boards, officers, agents, 
and employees from any and all claims, liabilities, expenses or 
damages of any nature, including attorneys’ fees, for injury or death of 
any person, or damage to property, or interference with use of 
property, arising out of, or in any way connected with performance of 
the Agreement by EMPLOYEE.  The only exception to EMPLOYEE’S 
responsibility to protect, defend, and hold harmless CITY, is due to the 
sole negligence of CITY, or any of its elective or appointed boards, 
officers, agents or employees. 

 
 This hold harmless agreement shall apply to all liability regardless of 

whether any insurance policies are applicable.  The policy limits do not 
act as a limitation upon the amount of indemnification to be provided 
by EMPLOYEE. 

 
6.9 Modification.  This Agreement constitutes the entire agreement 

between the parties and supersedes any previous agreement, oral or 
written.  This Agreement may be modified only by subsequent mutual 
written agreement executed by CITY and EMPLOYEE. 

 
6.10 Waiver.  All waivers of the provisions of this Agreement must be in 

writing by the appropriate authorities of CITY and by EMPLOYEE. 
 

6.11 California Law.  This Agreement shall be construed in accordance 
with the laws of the State of California.  Any action commenced 
pursuant to this Agreement shall be initiated in the central or main 
Branch of the Orange County Superior Court. 

 
6.12 Interpretation.  This Agreement shall be interpreted as though 

prepared by both parties. 
 
7. Preservation of Agreement.  Should any provision of this Agreement be 

found invalid or unenforceable, the decision shall affect only the provision 
interpreted, and all remaining provisions shall remain enforceable. 
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 IN WITNESS WHEREOF, these parties have executed this Agreement on the 
day and year shown below. 
 
 
 
DATE:___________________________ “CITY” 

 
 CITY OF LOS ALAMITOS 

 
  

By:______________________________ 
 City Manager 
  

 
 
 

DATE:___________________________ “EMPLOYEE” 
 

  
By:______________________________ 

 Employee Signature 
  
 _______________________________ 
 Job Title 
  
 _______________________________ 
 Employee Number 
 
 
APPROVED AS TO FORM: 
 
 
___________________________ 
Los Alamitos City Attorney 
 
 
Date: ______________________ 
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