Acceptance Certificate Package

Instructions

1. Do not complete the Appendix No. section at the top of each certificate (this section will be completed by the Department of the Treasury). 

2. Each completed Certificate requires signature by Agency Head or Designee.

Schedule 1: ACCEPTANCE CERTIFICATE

3. Complete agency name in the first blank of the paragraph of Schedule 1.

4. Complete the location of where the equipment will be installed in the second blank of the paragraph of Schedule 1. 

5. Complete the description of the equipment and related information pertaining to the equipment of Schedule 1. 

Schedule 2: DISBURSEMENT AUTHORIZATION CERTIFICATE

6. Complete the amount of the disbursement (invoice amount) and the requested payment date of the disbursement. 

7. Complete Vendor name or the Agency name in case of Reimbursement.

8. Complete the physical address of the Vendor or Agency in case of Reimbursement, Tax Identification Number and contact information. Please note that the payment cannot be delivered to a P.O. Box.

Schedule 2 Continued: DISBURSEMENT AUTHORIZATION CERTIFICATE

9. Please do not complete this Certificate. This Certificate will be completed by the Finance Company on the day of the disbursement. Please include with the submission of the Acceptance Package to the Department of the Treasury.

Schedule 3: AGENCY REPRESENTATION CERTIFICATE

10. Complete the agency name in the blank at the top of Schedule 3.

Schedule 3 Continued: AGENCY REPRESNETATIVE CERTIFICATE

11. Provide agency contact name and related information for the person who will be responsible for the administration of the lease.

12. Provide vendor contact name and related information for payment of the lease.

13. Provide agency billing address where lease payment invoices will be sent.

14. Provide specific billing references for identification of lease by your agency, if applicable. 

Schedule 4: PAYMENT SCHEDULE CERTIFICATE

Please do not complete this Certificate. This Certificate will be completed by the Department of the Treasury.
