Administrative Board Rule #13*

In planning the new Municipal Services Building, consideration was given to the concept of
providing a small area on each floor to accommodate vending machines for the use and
convenience of all employees in this Building. The primary purpose of this revision to the
Administrative Board Rule is to incorporate into the ruling the provision for central management
of the contract and the funds relative to the installation and operation of vending machines in the
Municipal Services Building. Therefore, the following provisions shall apply to the situations
indicated.

. Municipal Services Building

1. The operation and installation of vending machines in the Municipal Services
Building shall be confined to a single contractor who shall be selected by the
Procurement Commissioner on the basis of the bid most advantageous to the City.
The contract procedure shall be in accordance with the provisions of Section 8-
201 of the Philadelphia Home Rule Charter. The contract shall include the
requirements indicated in Part 11, Paragraphs 5 ¢, d, e, and f of this Board Rule.

2. All monies received for commissions, rentals or other sources pertaining to the
installation of these machines shall be deposited in a special (custodial) bank
account to be maintained by the City Treasurer.

3. The Director of Finance shall:

a. Maintain complete records of the income and disbursements pertaining to
these machines.

b. Prescribe a basis for the allocation of income among the several agencies
and departments which occupy the Municipal Services Building and notify
those agencies and departments periodically of the amounts so determined
and credited to them.

c. Establish procedures whereby participating agencies and departments may
request disbursement of monies to their credit.

Il. All Other Buildings Occupied By City Employees

The following provisions shall continue to apply those vending machines which are
installed in buildings other than the Municipal Services Building and operated
primarily for the enjoyment, benefit, and convenience of City employees as set forth
in the City Solicitor’s Informal Opinion No. 160.

! Unclear when established. Amended November 25, 1964, February 28, 1968 (no copy of
amendment; memorandum says amendment requires provisions that apply to MSB to apply to
City Hall Annex).



The department head shall determine whether or not it is feasible and
advisable to install vending machines in the areas under his supervision for the
primary benefit of his employees.

On City owned property over which the Department of Public Property has
maintenance responsibility, the department head shall secure the approval of
the proposed location of the vending machine from the Commissioner,
Department of Public Property. Approval shall be granted in consideration of
the proximity of the proposed location to a power line, water pipe and sewer

pipe.

On property leased to the City, the department head shall determine from the
Commissioner, Department of Public Property, whether installation of the
machine is permissible within the terms of the lease. If it is, the vending
machine company must also secure written approval of the lessor in addition
to the requirements described below.

The department head shall submit a memorandum giving the approved
location, type of machine and a statement that the machine is primarily for the
use of employees in accordance with City Solicitor’s Informal Opinion No.
160, to his respective Director (Managing Director, Director of Commerce,
and Director of Finance) for approval and coordination. Independent agencies
and units under the Mayor shall forward a similar memorandum to the Mayor.

After approval, the department head may enter into an agreement between
himself and the vending machine company which must at least include the
following provisions (use the standard agreement furnished by the Law
Department).

a. The approved location of the vending machine in his departmental
area.

b. The type of vending machine desired.

c. The requirement that the machine must be inspected and approved
before and after installation by the Department of Public Property.

d. The requirement that the vending machine company is responsible for
providing leakproof waste containers.

e. The requirement that the vending machine company agrees to maintain
the cleanliness of the area surrounding the machine.



1.

f. The requirement that the vending machine company maintains a
liability policy which protects the City of Philadelphia from personal
injury and property damage claims.

g. Financial arrangements between the vendor and the department.
GENERAL

The following provision of this Board Rule shall apply generally to the situations
described above.

Record-keeping and control of cash shall be in accordance with the procedures set forth
by the Director of Finance- refer to Accounting Directive No. 2 revised.

The department head shall recognize and hold responsible an Employees” Committee
(composed of at least three elected or appointed employees) for the supervision and
administration of the installation and profits therefrom. The committee shall submit a
written statement of the purposes, by-laws and intended disposition of proceeds. Funds
may be spent only for the general interest and benefit of the employees. The by-laws
shall specify the purposes for which funds can be spent. Expenditures shall be subject to
the approval of the department head.

If at any time the head of the responsible department or agency finds:

a. The vending machines are being used primarily by the public, such machines
must be contracted for under Section 8-201 of the Philadelphia Home Rule
Charter.

b. The proceeds are not being administered as set forth in the stated purposes and
by-laws, OR the presence of the machines in the department are interfering with
operations he may at his discretion:

I. Request that a new responsible committee replace the present committee.

ii. Discontinue the installation and order final dissolutions of the remaining
fund on hand.

EXCEPTIONS

Existing arrangements in various departments on vending machines located in buildings
other than the Municipal Services Building, and the sales of similar commodities-which
have the approval of respective Commissioners-need not be disturbed except that
accounting methods must be made to conform to Accounting Directive No. 2.



