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I. PURPOSE

This document contains the Sumner County Government’s purchasing and accounts payable policies and 

procedures.   

If you have questions or need assistance, please call the purchasing and accounts payable department at 

615-442-1178.

II. PURCHASE ORDERS

A purchase order is written evidence of an agreement between the county and a merchant that includes 

pertinent items: vendor’s name, issuance date, prices, delivery dates, and other relevant information. 

Unless explicitly exempted in this document, the county must issue a purchase order before any 

commitments to purchase are made: item or service ordered, contract signed, or purchasing card (p-card) 

used.    

A. EXEMPTIONS FROM PURCHASE ORDERS

The following items will not require a purchase order, as long as a liability or budgetary expenditure 

is not created that will extend (continue) more than 15 days into the next fiscal year (e.g., multi-year 

construction contracts, multi-year agreements, and other purchases with multi-year payments). In 

addition to the exemptions listed in Section II.A., the Sumner County Finance Director may grant 

other exemptions from the purchase order requirement as necessary. If your purchase meets one of 

the exemptions below, please skip to Section III. 

1. Non-purchasing card purchase of $1,000 or less

2. Purchasing card purchase of $5,000 or less

3. Annual support and maintenance costs for data processing services, copiers, and postage

machines

4. Debt service payments

5. Juvenile detention or incarceration, juror costs, court costs, legal fees, and interpreters for courts

6. If it could compromise an investigation, litigation, or probable litigation, the cost of investigators,

expert witnesses, or any other similar cost associated with an investigation or litigation

7. Drug testing

8. Dues, tuition, membership fees, licenses, and professional fees/taxes

9. Employee travel reimbursements, in-service training, and associated costs

10. Food for inmates while working for the county

11. Fuel-man, Fleet-one, or other fuel operators of this type

12. Inter-departmental and inter-governmental billings

13. Insurance payments, employee bonds, and official bonds

14. Law enforcement confidential payments

15. Lease and rental payments

16. Licenses and permits

17. Medical costs for inmates and K-9s

18. Newspaper advertisements, bank fees, service charges, and audit services

19. Non-profit donations

20. Payments through the self-insurance funds and agency-type funds (e.g., drug task force)

21. Payroll costs, including unemployment payments

22. Postage and shipping costs, if not part of an order

23. Refunds

24. Utilities (e.g., electricity, gas, water, sewer, phones, fiber optics, etc.)
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B. REQUESTING A PURCHASE ORDER  

 

1. To request a purchase order, an authorized individual (elected official, department head, or the 

approved designee) must properly complete a requisition in the county’s enterprise resource 

planning system—currently Tyler’s Munis. See Exhibit A for details. 

 

a. An adequate description must be supplied to determine that the purchase is authorized by 

state statute, has met all statutory requirements (i.e., bidding or emergency purchases, as 

applicable), and is for the public good. 

b. If the exact cost is not known, a reasonable estimate must be made for each item and noted 

as “estimated but not to exceed” on the purchase order requisition and on the purchase order. 

c. An adequate balance of unencumbered appropriations must be available in the appropriate 

line-item(s). See “Line-item Budget Balances” (Section V) for details.  

d. A vendor must exist in the system. To determine if a vendor exists and what, if any, actions 

to take, see “Vendors” (Section XI). 

e. If the purchase order is for at least $10,000 annually, see “Bid Procedures” (Section VI). 

f. If a contract is (will be) involved, ensure the finance department has a copy of the contract 

and documentation of the Sumner County Law Director’s approval. The finance department’s 

staff will assign a unique contract number to your purchase order requisition so that the 

finance department can retrieve it for you later if needed. See Section XIV.2. 

g. Services must be materially rendered within the same fiscal year as a budgetary expenditure.  

If a purchase order for services is required for multiple periods—current and subsequent 

periods—due to a contractual agreement, a pre-payment (not a budgetary expenditure) will 

be booked for subsequent periods.  

h. Purchase orders can only be issued for one vendor per purchase order. 

 

2. Properly completed and documented requisitions will generally be processed within two hours. 

If it is an emergency, indicate this in the requisition’s first description field. Requisitions received 

after 3:30 pm may be processed the next business day.  

 

3. Upon approval of a purchase order, the requester will receive an email from the Munis system 

with pertinent details (including the requisition number). Within thirty minutes of receipt of this 

email, a purchase order should be available for viewing and/or printing in the Munis system.  

 

4. If a request is not approved, the requester will receive an email from the Munis system with the 

reason of why it was not approved. See Exhibit B for details on how to re-submit a purchase 

order. 

 

C. BLANKET PURCHASE ORDERS 

 

To minimize any hardships in complying with the purchasing procedures, departments are authorized 

to utilize blanket purchase orders in certain instances. However, this is not the best—or preferred— 

method.   

 

1. Blanket purchase orders are for routine items only (e.g., office supplies, maintenance supplies, 

and similar items).   

 

2. The blanket purchase order shall be for like purchases.  

 

3. Each department is responsible for monitoring expenditures against blanket purchase orders and 

for ensuring the authorized amounts are not exceeded, except as noted in “Purchases Exceeding 

Purchase Order Limit” (Section II.E). 
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4. The blanket purchase order must be for a defined period, not to exceed June 30th, and will liquidate 

at the end of the period. Encumbered balances will not carry forward to a subsequent period.  

 

5. The purchase order must be a reasonable estimate of the total cost for the period requested. If 

circumstances change, the department should immediately initiate a change order within the 

Munis system (see Exhibit C). 

 

6. Blanket purchase orders may be requested only for the following lengths of time. 

 

a. Annual purchase orders must be for fixed monthly or annual amounts (e.g., service 

agreements or similar items) that generally do not vary, except for overages or other similar 

charges.    

b. Monthly purchase orders are for like purchases (e.g., office supplies, vehicle maintenance, 

janitorial supplies, library books, building materials, jail food, asphalt, rock, or similar items). 

 

D. PURCHASE ORDER CANCELATIONS  

 

1. If for any reason, a purchase will not be completed, email the finance department immediately at 

accountspayable@sumnercountytn.gov. Notification will cancel the purchase order and 

disencumber the budget line-item for that amount. 

 

2. Each department will be notified monthly and asked to validate or confirm that all open purchase 

orders are still valid. If confirmation is not received timely, the following actions may be initiated. 

The department will be notified of any actions taken.  

 

a. For any purchase order (other than monthly, annual purchase orders, or contracts) not returned 

with the invoice to the finance department within 90 days of issuance, the purchase order may 

be canceled.  

b. For all monthly and annual purchase orders not returned with the invoice to the finance 

department within 60 days following the end of the period (month), the purchase order may 

be canceled.   
 

3. After cancelation, purchase orders are no longer valid. 

 

E. PURCHASES EXCEEDING PURCHASE ORDER LIMIT 

 

In rare instances, the amount of the purchase may exceed the amount of the purchase order.   

 

1. With adequate justification and documentation of why an overage occurred, expenditures may 

exceed the purchase order by the lesser of the amounts presented below, without any additional 

approval. However, such overages cannot result in a change in scope for bid items, make the item 

biddable (over annual dollar threshold), or be the result of additional purchases not on the 

purchase order.  

  

a. the unencumbered balance in the appropriate line-item, or 

b. 25% of the purchase price, or 

c. $5,000   

 

2. With adequate justification, the Sumner County Finance Director or the financial management 

committee may grant exceptions.   
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F. FAILURE TO PROPERLY OBTAIN A PURCHASE ORDER 

 

1. The Sumner County Finance Director may grant one purchase order exemption each fiscal year 

to each department; the financial management committee may grant additional exceptions if all 

the following applicable criteria are met.  

 

a. The elected official, department head, the approved designee, or vendor has not been 

determined to be a habitual offender of this purchasing policy by the committee. 

b. A letter adequately detailing the circumstance that resulted in the failure to follow the policy 

and actions to prevent future occurrences has been filed with the finance department. 

c. There has been no violation of state statutes, which includes exceeding the budget, that has 

not been remedied. 

d. If applicable, the elected official, department head, or the approved designee has documented, 

with the finance department, that a good faith effort was made to avoid, or have abated, any 

late charges that may have occurred. 

 

G. PURCHASE ORDER YEAR-END PROCEDURES 

 

1. For an amount to be encumbered (budgetary expenditure) at fiscal year-end, the purchase order 

must be for a specific amount and for specific items or services and a purchase commitment must 

exist—the item has been ordered.   

 

2. The validity of purchase orders and the amounts as of June 30th must be confirmed to the finance 

department no later than July 15th. Confirmation should be made by invoices, if possible, or 

estimates, if an invoice cannot be obtained by July 15th. Failure to comply may result in the 

cancelation of the purchase order. 

 

3. Starting June 1st, requisitions for purchase orders may be completed in the Munis system for the 

next fiscal year. Please note, the correct fiscal year must be used for the requisition. See Exhibit 

A for details.  

 

III. PURCHASES MADE WITH A PURCHASING CARD (P-CARD) 

 

1. P-card charges must be reconciled at least once each month but no later than the 10th of the month 

(can be reconciled more often if desired). P-card charges are generally imported into the Munis system 

each business day. See Exhibit D for details. 

 

2. All supporting documentation supplied must, on its own without supplemental explanation, have all 

details necessary to document that the expenses are for the public good, that all county policies were 

followed, and that statutes were complied with. Adequately detailed invoices must be supplied. 

Documentation with white-out, correction tape, or blacked out sections will not be accepted unless a 

legal requirement for redaction exists and is documented. A single line through an item or multiple 

items with adequate documentation of the validity of alteration (e.g., a footnote or other additional 

explanation) is acceptable. 

 

3. Certain purchases are explicitly prohibited by the county: personal expenses, alcohol (for non-law 

enforcement purposes), pornography (for non-law enforcement purposes), cash advances, and charges 

that can be converted into cash equivalents (e.g., gift cards). Also, the county is not authorized to pay 

Tennessee sales tax or late charges, unless it is clearly documented that the sales tax or late charges 

could not reasonably be avoided. 

    

4. Service charges, for using the p-card, that are de minimis—generally $3 or less—are allowable. 

Higher thresholds may be granted by the finance director.  
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5. If the purchase is $10,000 or more annually, see “Bid Procedures” (Section VI).  

 

6. The county’s travel policy provides for a per-diem amount for meals and incidentals; therefore, meals 

and related incidentals, while away on county business, may not be charged to county p-cards.  

 

7. County p-cards may not be used by anyone other than the named cardholder(s).  

 

8. For fiscal year-end purchases, any prior fiscal year charges must be reconciled and released to the 

finance department no later than July 31st, if possible. If not possible, the unreconciled expenditures, 

with detailed explanations, must be emailed to pcardpayable@sumnercountytn.gov no later than July 

31st. 

 

IV. REQUESTS FOR PAYMENTS VIA CHECK ISSUANCE OR OTHER ELECTRONIC MEANS 

 

A. GENERAL PROVISIONS 

 

1. Unless requested otherwise in advance, all requests for payment will be subject to being converted 

to electronic payments, including automated clearing house (ACH) payments, when available. 

 

2. Payments will generally be issued within four business days of proper submission of the request 

for payment (including all necessary documentation) to the finance department.  

 

3. Invoices from vendors who allow discounts must be submitted to the finance department in a 

timely manner to allow for the utilization of all said discounts. 

 

4. For effective internal controls, it is strongly encouraged to not return checks to requesters; 

therefore, unless requested otherwise in advance, all checks will be mailed directly to vendors.  

 

5. Vendors are not allowed to pick up checks directly from the finance department. 

 

6. Payments, unless necessary, shall be after receipt and acceptance of goods and/or services. 

 

7. The finance department utilizes the bank’s positive pay feature to ensure checks are valid. 

Emergency payments, to be made by check, will require at least a one-day turn-around time to 

allow for processing of the positive pay file by the bank. Failure to submit invoices timely is not 

considered an emergency. 

 

B. NON-PURCHASE ORDER PAYMENTS 

 

The following instructions are for the preparation of a request for payment that does not pertain to a 

currently open purchase order.   

 

1. A “request for payment” form must be completed, based on the following items, to authorize 

payment when a purchase order is not needed (see Exhibit E). 

 

a. The proper account classification must be used based on the chart of accounts.   

b. An adequate unencumbered appropriation in the correct line-item must be available.  

c. The request for payment must have an authorized signature and date. 

d. A vendor must exist in the system. To determine if a vendor exists and what, if any, actions 

to take, see “Vendors” (Section XI). 

e. The vendor’s number or official name must appear on the form where such is indicated. 

f. All travel and other regulations apply.  
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g. If expenditures for like items are expected to be at least $10,000 annually, see  “Bid 

Procedures” (Section VI).  

h. Expenditures for services must be materially rendered within the same fiscal year. If not, 

contact accounts payable regarding prepaid expenses. 

 

2. Requests for payment may be submitted to the finance department in one of two ways. 

 

a. Attach supporting documentation with a paper clip to the request for payment, and submit it 

to the finance department, or 

b. Submit the request for payment and the supporting documentation by email to 

accountspayable@sumnercountytn.gov.  

 

All supporting documentation supplied must, on its own without supplemental explanation, have 

all details necessary to document that the expenses are for the public good, that all county policies 

were followed, and that statutes were complied with. Adequately detailed invoices must be 

supplied. Documentation with white-out, correction tape, or blacked out sections will not be 

accepted unless a legal requirement for redaction exists and is documented. A single line through 

an item or multiple items with adequate documentation of the validity of alteration (e.g., a 

footnote or other additional explanation) is acceptable. 

 

3. Certain purchases are explicitly prohibited by the county: personal items, alcohol (for non-law 

enforcement purposes), pornography (for non-law enforcement purposes), cash advances, and 

charges that can be converted into cash equivalents (e.g., gift cards). Also, the county is not 

authorized to pay Tennessee sales tax or late charges, unless it is clearly documented that the sales 

tax or late charges could not reasonably be avoided. 

 

4. Only county commission approved credit cards shall be used for county purchases. Credit cards 

must have accompanying statements and invoices attached.   

 

C. PURCHASE ORDER PAYMENTS 

 

1. If an order is complete (i.e., nothing after current invoice(s) will be paid to the purchase order), 

return, to the finance department, the purchase order with the invoice number(s) indicated, the 

total amount of the invoice(s) indicated, mark “Full Payment of P.O”, sign the bottom of the 

purchase order (receiving signature), and attach the invoice(s) and any other necessary supporting 

documentation to initiate payment. 

 

2. For partial payments, return, to the finance department, the purchase order with the invoice 

number(s) indicated, the total amount of the invoice(s) indicated, mark “Partial Payment of P.O”, 

sign the bottom of the purchase order (receiving signature), and attach the invoice(s) and any 

other necessary supporting documentation to initiate payment.   

 

3. Requests for purchase order payments may be submitted to the finance department in one of two 

ways. 

 

a. Attach supporting documentation with a paper clip to the purchase order for payment, and 

submit it to the finance department, or  

b. Submit the purchase order payment request and the supporting documentation by email to 

poreceiving@sumnercountytn.gov.  

 

All supporting documentation supplied must, on its own without supplemental explanation, have 

all details necessary to document that the expenses are for the public good, that all county policies 

were followed, and that statutes were complied with. Adequately detailed invoices must be 
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supplied. Documentation with white-out, correction tape, or blacked out sections will not be 

accepted unless a legal requirement for redaction exists and is documented. A single line through 

an item or multiple items with adequate documentation of the validity of alteration (e.g., a 

footnote or other additional explanation) is acceptable. 

 

4. Certain purchases are explicitly prohibited by the county: personal items, alcohol (for non-law 

enforcement purposes), pornography (for non-law enforcement purposes), cash advances, and 

charges that can be converted into cash equivalents (e.g., gift cards). Also, the county is not 

authorized to pay Tennessee sales tax or late charges, unless it is clearly documented that the sales 

tax or late charges could not reasonably be avoided. 

 

5. Only county commission approved credit cards shall be used for county purchases. Credit cards 

must have accompanying statements and invoices attached.   

 

V. LINE-ITEM BUDGET BALANCES 

 

For all purchases or for a purchase order to be issued, an adequate unencumbered balance shall exist in 

the appropriate line-item. These line-item classifications (account codes) are based on the State of 

Tennessee Comptroller’s Uniform Chart of Accounts. Sumner County is required to use this classification 

system by state statute. The Sumner County Commission has line-item budgetary control by state statute.   

 

To expedite the purchasing process, the budget committee and the Sumner County Commission authorizes 

the Sumner County Finance Director to adjust between non-salary budget line-items within the same 

major category. These amounts shall be presented to the budget committee at the following meeting. Final 

fiscal year adjustments, unless for uncontrollable circumstances, must be received no later than noon of 

the Wednesday preceding the regular June budget committee meeting. Any adjustments after this date can 

be only for “uncontrollable circumstances” (i.e., could not have been avoided), will be considered 

approved, and will be reported to the budget committee in July. The final determination of uncontrollable 

circumstances will be made by the budget committee. 

 

VI. BID PROCEDURES 

 

A single item or all like item purchases estimated to be at least $10,000 in any fiscal year will be 

competitively bid in a newspaper of general circulation and on the county’s website unless exempted (see 

“Exemptions from Bids” below). The practice of splitting an order or dividing items to be purchased to 

avoid the use of the bidding process or other purchasing procedures is prohibited and may result in non-

payment of invoices. No bid will be awarded nor contract entered into if the bid price exceeds the current 

market price. 

 

A. EXEMPTIONS FROM BIDS 

 

The following items are exempt from the bid requirements. 

 

1. Annual (fiscal year) purchase of an item or like items totaling less than $10,000 

 

2. Purchases or leases for immediate delivery in actual emergencies arising from unforeseen causes, 

including delays by contractors or in transportation or un-anticipated volume of work 

 

3. Purchases from agencies created by two or more governments 

 

4. Purchases from nonprofit corporations whose purpose(s) is to provide goods or services 

specifically to governments, such as the Local Government Data Processing Corporation 
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5. Purchases for professional services such as lawyers, engineers, architects, doctors, public 

accountants, and others allowed by state statutes 

 

6. Maintenance for which the extent of the repairs cannot be reasonably estimated 

 

7. Any product or service which may not be procured by competitive means because of the existence 

of a single source of supply or because of a proprietary product (sole source). To be considered a 

sole source, the following requirements must be met.  

 

a. The vendor must provide written documentation to the finance department, and 

b. There must be compelling evidence that a product or a service cannot be reproduced due to 

patent, licensing, or uniqueness of product or service in such a manner that there is no 

comparable substitute. 

 

8. Drug dogs are considered a specialized service  

 

9. Real property is a unique item 

 

10. Undercover law enforcement vehicles for confidential reasons 

 

11. Library books are not considered like purchases for the annual bid limit 

 

12. Software if only sold by one vendor or geographical licensing by one vendor 

 

B. GENERAL PROVISIONS 

 

The following guidelines set forth the procedures for preparing and issuing a request for proposal 

(RFP) and accepting a bid. 

 

1. All RFPs shall be processed through the finance department, except for construction contracts 

that have an architect.  

 

2. For construction contracts under an architect’s supervision, all RFP documentation shall be 

forwarded to the finance department in PDF format for electronic storage. 

 

3. Specifications for the RFP shall be submitted to the finance department or emailed to 

purchasing@sumnercountytn.gov not less than ten business days before the date of the 

publication of the invitation to bid; however, as necessary, this requirement may be waived. 

 

4. The elected official or department head will need to verify that funds are available to cover the 

item(s) being bid. 

 

5. Specifications will be reviewed by the finance department to allow maximum competition for 

bidders.  

 

6. A draft of the RFP will be returned to the elected official or department head for revisions and for 

final approval.  

 

7. Any unsettled disagreements, if applicable, on the preparation of the RFP shall be settled by the 

purchasing committee.  

 

8. After the RFP is finalized, the finance department staff will place an invitation to bid in a 

newspaper of general circulation. A detailed RFP will be placed on the Sumner County website. 

10

mailto:purchasing@sumnercountytn.g


 
The invitation to bid and its corresponding RFP will be published at least ten days before the bids 

are to be opened unless it is demonstrated—documented—that a shorter period is necessary.  

 

9. All bid files will be assigned a unique index number that shall be used in all future references to 

the bid.   

  

10. Bid submissions and/or bid modifications by email, telephone or any other electronic means will 

not be allowed. 

 

11. Bids shall be received, handled, and protected in a manner that will prevent fraud and preserve 

the integrity of the competitive bidding system. 

 

12. Each bid envelope received shall be stamped, or have permanently written on it, the date and time 

of actual receipt. The notation shall be signed by the person entering the information on the 

envelope. 

 

13. Sealed bids will be received and opened by the finance department staff, with at least two county 

employees present (in total) during all bid openings. A schedule of all bids will be prepared by 

the finance department staff.  

 

14. The finance department staff, along with the agency or official to receive the merchandise, 

construction, or service, will determine if the bid conforms to the detailed specifications. 

 

15. The finance director’s designee, with input from the elected official or department head, will 

determine the best and lowest bid. If other than the lowest conforming bid is chosen, compelling 

justification for not choosing the lowest conforming bid must be documented and provided to the 

finance department.  

 

16. The elected official or department head is responsible for notifying all bidders of an award. 

 

17. After approval of the bid by the elected official or department head, the bid schedule will be 

placed on the county’s website by finance department personnel. 

 

18. All documentation will be stored electronically by the finance department.  

 

19. If a purchase order is required, the elected official or department head shall complete a requisition 

in Munis (Section II.B), which will initiate the purchase order process. The unique bid index 

number (Section VI.B.9) shall be referenced in the requisition for the purchase order. 

 

20. Upon approval of a purchase order, the requester will receive an email from the Munis system 

with the pertinent details (including the requisition number). Within thirty minutes of receipt of 

this email, a purchase order should be available for viewing and/or printing in the Munis system. 

  

21. If a request is not approved, the requester will receive an email from the Munis system with the 

reason (pertinent details) of why it was not approved. See Exhibit B for how to re-submit a 

purchase order. 

 

C. SPECIFICATIONS OF INVITATIONS TO BID AND REQUESTS FOR PROPOSAL 

 

The following includes specifications that must be adhered to when issuing invitations to bid and 

preparing the corresponding requests for proposal. 
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1. Ad in Newspaper – An invitation to bid should appear in a local newspaper of general circulation 

at least ten days before the bid opening date unless it is demonstrated—documented—that a 

shorter period is necessary. 

 

2. Request for Proposal – The details of the request for proposal (RFP) shall be placed on the Sumner 

County website during the same period as the invitation to bid.  

 

3. Alternate Bids – Bids may be invited on alternate items or schedules but may not be considered 

unless requested in the RFP. 

 

4. Amendments to Specifications – Amendments to the bid specifications, including changes, 

additions, reductions, modifications, omissions, explanations, or interpretations, may be made 

and issued in the form of an amendment to the RFP. The amendment(s) must be made before the 

bids are opened and must be placed on the Sumner County website. 

 

5. Clarifications and Answers to Inquiries – All questions by prospective vendors shall be submitted 

in writing via email to purchasing@sumnercountytn.gov. All questions, along with the answers, 

shall be posted on the Sumner County website. 

 

6. Cancelations – Invitations to bid may be canceled if it is clearly in the county’s best interest, such 

as when there is no longer a requirement for the order or when amendments would be of such 

magnitude that a new invitation to bid would be desirable. If the invitation to bid is canceled, bids 

received shall be filed (unopened) in the official bid file, and all bidders shall be notified. 

 

7. Solicitation of Bids – Bids shall be solicited from all qualified sources deemed necessary to assure 

full and free competition and the best value for the county’s dollar. In addition to a newspaper 

advertisement, the elected official or department head may mail invitations to bid and/or requests 

for proposals to all known prospective bidders. 

 

D. CANCELATION OF INVITATION TO BID 

 

1. Preservation of the integrity of the competitive bidding system dictates that after bids have been 

opened, an award must be made to the responsible bidder who submitted the best and lowest bid 

unless there is a compelling reason to reject all bids and to cancel the invitation to bid. As a rule, 

after opening, an invitation to bid should not be canceled or re-advertised due solely to increased 

requirements for the items being procured. An award should be made on the initial invitation to 

bid, and the additional requirements should be treated as a new procurement unless specified as 

part of the bid specifications.  

 

2. Invitations to bid may be canceled after the bid opening, but prior to awarding of the bid, when 

such action is consistent with number one above and is in the best interest of the county for the 

following reasons. 

 

a. Inadequate, ambiguous, or deficient specifications were cited in the RFP. 

b. Items are no longer needed. 

c. The RFP did not provide for consideration of all factors of costs to the county. 

d. Bids received indicated that the needs of the county can be satisfied by a less expensive item 

which differs from that on which bids were invited. 

e. All otherwise acceptable bids received were at unreasonable prices. 

f. The bids were not independently arrived at in open competition, appeared collusive, or were 

submitted in bad faith. 

g. The bids received did not provide competition which was adequate to ensure reasonable 

prices. 
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3. Should administrative difficulties be encountered after the bid opening which may delay the 

award beyond the bidder’s acceptance period, the several lowest bidders should be requested, 

before the expiration of the bids, to extend the bid acceptance period to avoid the need for re-

advertisement of an invitation to bid. 

 

4. When it is determined to cancel an invitation to bid, the elected official, department head, or the 

designee shall notify each bidder that the invitation to bid has been canceled, stating the reasons 

for such action. Any bids received should be filed, unopened, in the finance department. 

 

E. MINOR INFORMALITIES IN BIDS RECEIVED 

 

Sumner County always reserves the right to accept or reject any and/or all bids in whole or in part 

and to waive any minor informalities or irregularities in any bid. 

 

F. MISTAKES IN FORMAL BIDS RECEIVED 

 

1. Prior to the specified bid opening time, a vendor will be allowed to withdraw their bid for any 

reason.  

 

2. After a bid is opened, Sumner County shall permit the withdrawal of the bid upon showing clear 

and convincing evidence of an alleged mistake.  

 

3. All withdrawals of bids must be in writing and signed by the bidder. 

 

VII. EMERGENCY PURCHASES 

 

Emergency purchases are purchases that are necessary to avert hazards that may threaten health or safety, 

to protect property from damage, or to avoid major disruption of governmental activities. Emergency 

purchases do not include purchases due to improper planning. If within budgetary limits and deemed 

essential, emergency purchases may be made by the elected official or the department head. If the 

purchase is of such significant magnitude as to impact the integrity of the budget, the finance director 

shall call a special or emergency meeting of the purchasing committee to deal with the matter.   

 

1. If a purchase order is required and if the emergency is after the finance department’s normal business 

hours, a requisition for a purchase order must be completed in the Munis system during the finance 

department’s next business day. 

 

2. If a purchase order is required and if the emergency is during the finance department’s normal 

business hours, immediately after averting the hazard(s), a requisition for a purchase order must be 

completed in the Munis system. 

 

3. The requisition shall be accompanied by correspondence (as an attachment) or in the description field 

of the requisition explaining the nature — necessary to avert hazards which may threaten health or 

safety, to protect property from damage, or to avoid major disruption of governmental activities—

and date of the emergency. 

 

4. If the vendor does not exist in the county’s system, notify the finance department’s accounts payable 

coordinator at 615-442-1178, and a vendor will be added to allow for timely submission of a purchase 

order requisition. An Internal Revenue Service (IRS) Form W-9 must subsequently be forwarded to 

the finance department, as soon as possible, but in any instance before any payment can be made to 

the vendor.  
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5. If within budgetary limits, an emergency purchase order will be issued (for a valid emergency) and 

shall be noted as such on the purchase order. 

 

6. If outside budgetary limits, after being duly appropriated by the Sumner County Commission, an 

emergency purchase order will be issued (for a valid emergency) and shall be noted as such on the 

purchase order.  

 

7. If all policies are followed, such purchase orders will not be considered deficient—for being after the 

fact.  

 

VIII. USED OR SECONDHAND PURCHASES 

 

Purchasing used or secondhand articles consisting of goods, equipment, materials, supplies, or 

commodities is allowed without public advertisement or competitive bidding as long as the department 

making the purchase documents the general range of value of the purchased item(s) through a listing in a 

nationally recognized publication or through an appraisal by a licensed appraiser and the price is not more 

than 5% of the highest value of the documented range. 

 

IX. COOPERATIVE PURCHASING  

 

A. PURCHASING COOPERATIVES 

 

The county may use purchasing cooperatives only if a resolution adopting the master agreement for 

the cooperative has been approved by the governing body. Such resolutions shall be on file in the 

Sumner County Finance Department. To utilize a purchasing cooperative, the requesting department 

must supply the following items. 

 

1. The contract between the vendor and the purchasing cooperative 

 

2. If the approved vendor uses resellers, a copy of the approved reseller list must be provided 

 

3. A vendor quote with the purchasing cooperative’s contract number and pricing that is the same 

as, or less than, the contract (pricing agreement) with the purchasing cooperative 

 

4. A price list or screenshots (whichever is available) that verifies the vendor provided the correct 

prices   

 

B. PURCHASING FROM THE FEDERAL GOVERNMENT’S GENERAL SERVICES 

ADMINISTRATION 

 

Sumner County may purchase from the federal government’s General Services Administration (GSA) 

as allowed by state statutes and federal regulations. To utilize GSA, the requesting department must 

supply the following items. 

 

1. The contract between the vendor and the GSA 

 

2. A quote from the vendor that references the GSA contract number from authorized federal 

schedules (www.gsa.gov), if allowed by state statute 

 

3. Pricing verification screenshots from GSA. If these are not available, documentation on how the 

amounts were verified to a GSA contract 
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C. PURCHASING FROM THE TENNESSEE DEPARTMENT OF GENERAL SERVICES 

STATEWIDE CONTRACTS 

 

A valid statewide contract (SWC) may be utilized in lieu of a bid. However, all documentation must 

be submitted to the finance department before a purchase order can be issued. To utilize a statewide 

contract, the requesting department must supply the following items. 

 

1. A quote from the vendor that references the SWC number or the Edison contract number 

 

2. If the approved vendor uses resellers, a copy of the approved reseller list must be provided 

 

3. A price list or screenshots (whichever is available) that verifies the vendor provided the correct 

prices  

 

X. VENDOR RELATIONS AND CONFLICTS OF INTEREST 

 

The elected officials, the department heads, and the approved designees shall give equal opportunity to 

all eligible vendors. Each order will be placed based on quality, price, delivery, and service history.   

 

XI. VENDORS 

 

1. Other than p-card payments, before a non-emergency requisition for purchase order can be entered or 

any payment can be processed, whichever is earlier, a vendor is required to have an IRS Form W-9 

on file with the Sumner County Finance Department. If the vendor is an independent contractor, see 

number three below.  

 

2. To determine if a vendor exists, do a vendor inquiry in Munis (see Exhibit F). The individual 

requesting a purchase order or a disbursement must provide IRS Form W-9 to the finance department, 

if not already on file. This form may be obtained from the finance department, the Sumner County 

Government’s website, or the Internal Revenue Service’s website (www.irs.gov). 

 

3. To comply with the Tennessee Lawful Employment Act, non-employees (individuals hired as 

independent contractors, including single-member LLCs without an EIN) must have on file any one 

of the following documents. If not on file, the requester must provide the required document. 
 

• Valid Tennessee driver’s license or photo ID issued by the department of safety 

• Valid out-of-state driver’s license 

• U.S. birth certificate 

• Valid U.S. passport 

• U.S. certificate of birth abroad 

• Report of birth abroad of a U.S. citizen 

• Certificate of citizenship 

• Certificate of naturalization 

• U.S. citizen identification card 

• Valid alien registration documentation or proof of current immigration registration 
 

4. In addition, for all vendors with annual purchases greater than $50,000 (if a business license is 

required), a business license must be on file in the Sumner County Finance Department, or the 

requester must submit a copy with the purchase order requisition or the request for payment form, as 

applicable.  
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XII. MONTH END PROCEDURES 

 

1. At any time, departments may view or print reports that show expenditures, budgets, encumbrances, 

etc. (see Exhibit G). 

 

2. If requested monthly, the finance department can print various reports, including a detailed transaction 

ledger by line-item (account trial balance) and a detailed listing of all outstanding purchase orders. 

 

XIII. YEAR-END PURCHASES 

 

To guarantee that an item will be paid in the appropriate fiscal year (i.e., a payable or an encumbrance), 

the following procedures must be adhered to.  

 

A. ITEMS NOT REQUIRING A PURCHASE ORDER 

 

1. All non-purchase order payment requests must be submitted to the finance department by July 

15th of each year to ensure payment, unless an uncontrollable circumstance arises. 

 

2. The finance department must be notified by July 15th if a request cannot be submitted for payment 

due to uncontrollable circumstances. 

 

3. Uncontrollable circumstances are defined as follows. 

 

a. Monthly statements dated and/or received after July 15th   

b. An invoice has been requested but has not been received 

c. Item(s) have not been received by July 15th   

 

4. If an uncontrollable circumstance arises,   

 

a. Attempt to obtain the amount due to the vendor; 

b. Send an email to the finance department by July 15th noting the vendor’s name and the 

amount due to ensure recognition of the liability; and  

c. Forward documentation to the finance department for payment as soon as possible. 

 

5. To be a valid liability, the order date on the invoice must be on or before June 30th. 

 

B. ITEMS REQUIRING A PURCHASE ORDER 

 

1. All requisitions for purchase orders, for the current fiscal year, must be received by the finance 

department by June 5th each year unless the expenditure is for “uncontrollable circumstances,” 

which include the following. 

 

a. State and federal grants with limitations on the period of availability (time limit) of funds, 

unless the purchase order could have been obtained earlier. In such cases, the cutoff will 

remain June 5th. 

b. Continuing projects (projects that cannot be completed by June 5th; e.g., construction projects 

being bid by architects) 

c. Emergencies (defined under “Emergency Purchases”, Section VII.) 

d. Unforeseeable circumstances (an unforeseeable  problem or circumstance arose between June 

5th and June 30th) 
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2. All “uncontrollable circumstances,” except for continuing projects, must be documented in 

writing by the requester (and attached to payment requests). 

 

3. To be a valid budgetary expenditure, the order date on the invoice must be on or before June 30th.   

 

XIV. SPECIAL PROVISIONS 

 

1. All construction contract change orders must be within the original scope of work and for an 

unforeseen and reasonably unforeseeable circumstance.  

 

2. All contracts must be approved by the Sumner County Law Director, as required by a Sumner County 

Commission resolution, before any purchase commitments are signed. The contracts, with 

documented approvals, should be submitted to the finance department for electronic storage in Munis 

as soon as possible. A unique index number will be assigned to each contract. 

 

3. All purchases by the Sumner County Board of Education made through Sumner County’s Capital 

Projects Fund will follow the county’s purchasing policy, except for the following modifications. 

 

a. All bids for school projects will be performed by the Sumner County Board of Education, and a 

copy of all pertinent information will be emailed to the finance department for electronic storage. 

b. All items excluded from purchase orders by the Sumner County Board of Education are also 

excluded by the “2020 Sumner County Purchasing and Accounts Payable Policies and 

Procedures”. 

 

XV. IMPLEMENTATION DATE 

 

All purchasing requirements are effective as amended on July 1, 2020, except as noted below.  

 

• Requirements related to bidding and purchase orders will become applicable to the Sumner County 

Highway/Public Works Fund at a later date as determined by the financial management committee.  

• In the interim, the Sumner County Highway Department will forward all bid documents and any 

issued purchase orders as documentation for requests for payment or attach said documentation to 

any p-card reconciliation, whichever is applicable. 

 

 

 

17



Exhibit A  
 

TO REQUEST A PURCHASE ORDER 
 

1. If the purchase order (PO) being requested has a contract, when practicable, prior to submitting the purchase 
order requisition, email a copy of the contract, that has been approved by the Sumner County Law Director, 
to purchasing@sumnercountytn.gov (sections II.B.f. and XIV.2.). 

 
2. From the Tyler Menu, go to Financials>Purchasing>Purchase Order Processing>Requisitions 
 

       
 

3. The following screen will appear. Click “New”.  
 

 
 

The requisition page will open for data entry. This page is divided into four sections: requisition, item details, 
allocations, and optional details. 
 
A. Requisition Section  

 
 The following screen should appear; the cursor should be in the “Description” field. 
 

Verify data is correct in “Fiscal Year”, “Created Date”, and “Department” boxes. Make changes as 
necessary. Do not enter anything in the “Commodity” field. Only enter a brief description in the 
“Description” field. A full description will be entered in the next section. 
 
The fiscal year can only be adjusted in the month of June. It will only need to be adjusted if a purchase 
order is being requested for the subsequent fiscal year.   
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B. Items Section 
 

 Click “Add Item”.   
 

   
 

The requisition will save and open the item details page. Tab to the “Description” field, and enter a 
detailed description of the item(s) being purchased. This information will print on the purchase order.   
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Tab to the “Vendor” field. Enter the vendor name or number, or click the ellipses for the dropdown box 
and choose the desired vendor.   

 

  
 

The vendors can be sorted by name by clicking on “Name” to make it easier to find the vendor. **DO 
NOT attempt to add a new vendor.** If a vendor is not set up, provide a completed Internal Revenue 
Service (IRS) Form W-9 to the finance department so the vendor can be added to the Munis system. 

 

 
 

• If the ship to and email addresses are correct, tab to “Quantity”.  
• If the ship to address is incorrect, click on the ellipses, and select the correct address. If an address 

needs to be added, contact the finance department. 
• If the email address is incorrect, enter the correct address. If this is a permanent change, contact the 

information technology department to update the address. 
 

         
   

Enter “Quantity”, “Unit Price”, and other needed details. Tab to “Line Item Total”. The total should 
automatically calculate. Tab to the “Allocations” section (see below). 
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If you have any supporting documentation, click “Attach” at the top of the page.  

 

  
 

Click on “Requisition Attachment”. This will open the Tyler Content Manager (TCM). 
 

  
 

Click “+” (new). Click on the appropriate icon to import or to scan the document(s).   
 

 
 
If the document will be imported into TCM, click “Choose File”, select the document and click “Import”. 

 

 
 

Import Scan 
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If the document will be scanned into TCM, place the document in the scanner and click “Scan”. All 
scanners may not be the same, so this step may vary slightly. 

 
After the document has been attached, click the “Save” icon, and exit out of TCM. 

 

  
 

C. Allocations Section 
 

Click “Enter GL account”. 
 

              
 

Select the general ledger (GL) account from the dropdown boxes. Most of the account segments should 
be populated. **Descriptions are provided on each segment (e.g., data processing equipment). 

 

  
 

This will automatically allocate 100% of the amount being purchased to this account line. If the purchase 
needs to be split between multiple lines, enter the percent or dollar amount for the first account line. 

 

  
 

Tab twice to add another GL account line. Enter the corresponding account line. 
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Adjust the percentage or amount if needed, and repeat until the full amount has been allocated. When the 
allocation is complete, click “Save” or “Save and Add Item”. If “Save and Add Item” is chosen, the screen 
will return to the “Item Details” section. Repeat the steps in B. above until all items have been added. 

 

  
 

When the screen looks like the following—everything has been entered successfully and the available 
budget is good—, it is ok to proceed. If the account line needs to be changed (wrong account, not enough 
funds, etc.), click on the red “X”, click on “Add Allocations”, and repeat the steps in C above.  

 

 
 

D. Optional Details Section 
 

 Click on “Optional Details”, and enter the bid number in the “Bid” box, if applicable. 
 

 
  

E. Releasing the Requsition 
 
After all items have been entered and the PO request is ready to be submitted, click “Release” at the top 
of the page. 

 

  
 

The following pop-up box will appear; click “OK”. 
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This will forward the PO request to the finance department. The requester should receive an email, 
typically within two hours of submitting the PO request, indicating the PO request has either been 
approved or rejected. If the requisition was rejected, refer to Exhibit B. 

 
If the email states the requisition was approved, within 30 minutes of receiving the email, go to “Purchase 
Order Inquiry” to print the purchase order. From the Tyler Menu, go to Financials>Purchasing>Purchase 
Order Inquiry and Reports>Purchase Order Inquiry. 

 

  
 
Click “Search”. Enter the “Dept/Loc” and “Requisition number” (from the email), and click “Accept”. 

 

 
 

Click “Attach”. 
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Double click “Purchase Order”.  
 

 
 

To print the PO, click on the printer icon at the top of the page. 
 

 
 

To save the PO, click on the “down arrow” icon. 
 

 
 

Click on the arrow beside “Save”, select “Save as”, select the folder where it needs to be saved, and click 
“Save”. 
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Exhibit B  
 

REJECTED PURCHASE ORDER REQUISITION 
  

1. If an email is received stating a purchase order requisition has been rejected, go into 
“Requisitions” from the Tyler Menu (Financials>Purchasing>Purchase Order 
Processing>Requisitions).  
• The most common reasons for rejections are wrong/missing vendor, wrong account line, 

wrong price, missing description, or missing documentation. 
 

 
 

2. Enter the requisition number to open a particular requisition. To see a list of all requisitions, leave 
the field blank. Click on the requisition that needs to be corrected. 
 

  
 

3. At the pop-up box, click “OK” to continue. 
  

  
 

4. After the requisition is opened, click “Activate”, and make corrections. 
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• If the rejection is for missing documentation, click “Attach”, and attach the documentation 
either by importing or by scanning directly into Tyler Content Manager (TCM).  

• If the rejection is for missing or incorrect data, tab to that field, and update the information 
accordingly.  

 
5. After all corrections have been made, click “Save” in the bottom right corner.  

 
6. Click “Release” at the top of the screen.   

 

 
 

7. The following pop-up box will appear; click “OK” to release the requisition. 
 

 
 

8. The PO requisition has been released to the finance department. An email should be generated 
within two hours indicating that the PO request was approved or rejected. If the PO request was 
rejected again, repeat the steps listed here until approved. 
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Exhibit C  
 
CHANGING A PURCHASE ORDER 

  
1. On occasion, changes will need to be made to already issued purchase orders. To initiate the change, 

from the Tyler Menu, go to Financials>Purchasing>Purchase Order Processing>Purchase Order 
Change Orders 
 

 
 
2. Click “Search” 
3. Enter the purchase order number that needs to be changed; click “Accept”. 
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4. If a change needs to be made to the vendor details only, click “Update”, tab to “Vendor Details” 

field, make necessary changes, and click “Accept”. 
 

 
 

5. Click “Release” 
 

 
 

If this message appears, click “Approve”. 
 

 
 

6. Click “Post” and enter a short description of why the change is being made. Click “Accept”. 
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7. Click “Save” and “OK”. 
 

  
 

8. If the changes to be made are for the account code or amount, click “Line Items” then “Update”. 
 

 
 

9. Enter a brief description of what is being changed (i.e., updating account line, increased amount, etc.).  
10. Tab to “New” and update the fields as necessary. Usually, only the quantity and/or unit price will be changed; 

the other fields will automatically update.  
11. Tab to the “Account” line; this will cause the “Amount” field at the bottom to update.  
12. Click “Accept” then “Return”. 
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If the following pop-up message appears, the budget has been exceeded. A Request for Budget Adjustment 
form will need to be submitted before the PO change order can be approved. Proceed with the change order 
process, but the PO cannot be approved until the funds are available. 

 

 
 

13. If there are any supporting documents for the change order, attach them through Tyler Content 
Manager (TCM) by clicking “Attach”. 

14. Double click “PO Attachment”. 
 

 
 

15. Click “+” for new. 
16. Click the “Scan or Import” icon and attach any supporting documentation. 
17. Click the “Save” icon. Close TCM. 

  

 
 

18. Click “Release”. The change order has been released to the finance department for approval. 
 

 
 

19. After the change order has been approved, follow the steps in Exhibit A section D to print the revised 
purchase order. 
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Exhibit D  
RECONCILING PURCHASING CARD (P-CARD) TRANSACTIONS 

1. All p-card transactions must be reconciled at least once a month (after the end of the month 
but no later than the 10th of the month), but they may be reconciled more often since 
transactions are imported into the Munis system generally each business day. 

2. From the Tyler Menu, go to Financials>Accounts Payable>Invoice Processing>Purchase 
Cards>Purchase Card Statements. 

3. Click “Search”. 
4. To search for a particular card, type in the card number or the name on the card. To search 

for all the p-cards that your permissions allow you to maintain, leave all fields blank. To 
limit by a particular period, type in the statement “Code” (e.g., for transactions posted in 
October 2018, enter OCT18*). Click “Accept”. 

5. If all the search fields were left blank, a number will appear at the bottom left screen. Scroll 
through the cards using the arrows to locate the card to be reconciled. 

6. After the appropriate card/statement has been found, click “Transactions” at the top of the 
screen.  
 

 

7. Click “Update” 
8. Enter a detailed “Charge Description” (i.e., account number, dates of service, contract 

number, location, invoice number, etc.). If the vendor name does not populate in the vendor 
field, include the vendor name in the description field also. However, if the vendor name 
populates in the description field, it needs to be removed from the description field to allow 
for a more accurate/detailed description of the transaction to be entered. 

9. Tab to “Account” at the bottom of the screen and change to the appropriate account (usually 
change the last segment only). 

10. Click “Accept”. 
11. Click “Attach” to attach any receipts and other supporting documentation. 
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12. Click “Purchase Card Transaction”. Tyler Content Manager (TCM) will open. 
 

 

13. Click “+” (new). Click on the appropriate icon to either import or scan the supporting 
documentation. 
 

 
 

14. Click “Save”. Close TCM. 
15. If there is more than one transaction for this card, use the arrows at the bottom of the screen 

to scroll to the next transaction and enter the necessary information. 
16. After all transactions for the card are reconciled, click “Return” to go back to the main 

statement screen. 
17. Click “Release” from the Munis ribbon.  
18. Finance department personnel will review the transactions and the supporting 

documentation.  
• If complete and correct, the transactions will be posted to the general ledger. 
• If an incorrect account is used or no attachments are found or are incomplete, the 

transaction will be rejected. Corrections will need to be made to the rejected 
transaction(s), using the same process as reconciling new transactions and released into 
the workflow approval process again. 

 
 

 

33



Exhibit E

Department

Vendor # Vendor  Name

Acct Code Inv or Acct # $

Acct Code Inv or Acct # $

Acct Code Inv or Acct # $

Acct Code Inv or Acct # $

Acct Code Inv or Acct # $

Acct Code Inv or Acct # $

Acct Code Inv or Acct # $

Acct Code Inv or Acct # $

Acct Code Inv or Acct # $

Acct Code Inv or Acct # $

Acct Code Inv or Acct # $

Total Amount of Invoice(s) for Payment $ 0.00

If invoice total is $10,000 or greater and not bid, give details of exemption from bidding utilized.
See purchasing policy for details.  Please attach all relevant documentation.

Date goods or services received

Signature

Date

For Finance Department use only
Rev 07/2020

SUMNER COUNTY FINANCE DEPARTMENT
REQUEST FOR PAYMENT

I acknowledge that the materials, goods, and/or services evidenced by this invoice have been received prior 
to this payment.
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Exhibit F  
 

VENDOR INQUIRY 
   
1. To look up a vendor, from the Tyler Menu, go to Financials>Purchasing>Purchase Order Inquiry and 

Reports>Vendor Inquiry. 
 

 
2. Click “Search”.  

 

  

3. Search on the following three fields to verify vendors are not already in the system 
a. For the first search, in the “Alpha” field, enter “*vendor’s name*”. Click “Accept”. This will search for 

anything containing the vendor’s name.   
b. If no data is returned, do a second search. Click “Search”. In the “Company Name” field, enter “*part of 

company name*” for possible close matches (e.g., State of TN search on *State*). Click “Accept”. 
4. If the vendor is not found, contact the finance department.  
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5. If it is determined that a new vendor will need to be set up, contact the vendor and ask for an Internal Revenue 
Service (IRS) Form W-9. If the vendor operates as an “Individual/Sole-Proprietor/Single Member LLC” using 
their social security number, they must also provide a copy of their driver’s license. These items will need to 
be sent to the finance department before the vendor can be set up. 

6. The following information, at a minimum, must be completed on the form W-9. 
a. Line 1 – Name 
b. Line 2 – Business Name, if different from Line 1 
c. Line 3 –The appropriate federal tax classification must be marked 
d. Lines 5 and 6 – Address 
e. Part I –Social security number or employer identification number must be entered based on what was 

selected on Line 3  
f. Part II – Signature and date  

 

36



Exhibit G  
 
MONTH END REPORTS 
 
These reports can be generated as needed. 

 
A. Encumbrance Report (Open Purchase Orders by Account) 

 
1. From the Tyler Menu, open “Standard PO Reports”. 

 

  
 

2. Click “Open PO by Account”. 
 

 
 

3. Click “Define”. 
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4. Select “Sort by: Fund.”  
5. Enter the following “Inclusion options”. 

•  PO fiscal year – should be “Current” if the prior fiscal year is closed, or “Next” if the 
prior fiscal year is not closed  

• PO entered dates – Enter the dates based on the fiscal year entered above 
• Fund – enter the fund number  
• Accounts – the “Expense” box should be checked 

 

 
 

6. Click “Accept”. 
 

 
 

7. Click “PDF” to open the document, which can be printed or saved to the computer. See 
the example below. To view the report in Excel, click “Excel”. 
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B. Year-to-Date (YTD) Budget Report 
 

1. From the Tyler Menu, go to Financials>Departmental Functions>YTD Budget Report. 
 

  
 

2. Click “Segment Find”. 
 

 
 
 
 
 
 

3. Enter the “Major Category”; click “Accept”. 
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4. Click “Report Options” from the Munis ribbon.  
5. Choose the following sequences. 

 

 
 

6. Choose the following “Print Options”, with the appropriate period selected. 
 

 
 
 

7. Choose the following “Additional Options”. 
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8. Click “Accept”. 
9. Click “Return”. 
10. Click “PDF” to open the document, which can then be printed or saved to the computer. 

See the example below. 
 

 
 

C. Balance Sheet 
 

1. From the Tyler Menu, go to Financials>General Ledger Menu>End of Period>Balance 
Sheet Report. 
 

 
 
 
 

2. Click “Define.” 
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3. Define the following criteria with the desired “Fund range” and “Year/period” populated. 
 

 
 

4. Click “Accept.” 
5. Click “PDF” to open the document, which can be printed or saved to the computer. See 

the example below. 
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Exhibit H 
 

ACCOUNT INQUIRY 
   
1. To look up account details, from the Tyler Menu, go to Financials>Account Inquiry. 

 

 
 

2. Click Segment Find.  
 

  

3. Enter as many or as few segments as needed depending on the information that is needed. If unsure what to 
enter, the recommended fields would be “Fund”, “Maj Category”, and “Object”.  Click “Accept”. 
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4. This will open the account detail for the current fiscal year and the past two fiscal years, including the 
following items. The details for each of these items may be viewed by clicking the yellow folder beside the 
category. 
 
• Original Budget – amount initially appropriated by the commission for that fiscal year 
• Transfers In and Transfers Out – includes any transfers made into or out of the account 
• Revised Budget – adjusted budget amount based on any transfers 
• Actual (Memo) – includes any expenses to date 
• Encumbrances  - includes any outstanding purchase orders/amounts encumbered 
• Requisitions – includes any requisitions that have been submitted for purchase orders but not yet approved 
• Available – amount currently available to spend in the account.   
 

 
 
For example: The above screenshot shows the account for office supplies for the finance department. To 
view what has been spent to date, click the yellow folder beside “Actual”. The following screenshot shows 
the transactions at that point. To view details of any transaction, highlight that transaction and click “Accept”.  

 

 
 
From the next screen, click “Attach” to view the documentation for the transaction. 
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When the “Document Mappings” box opens, double click “AP Invoice” or “Purchase Card Transaction”, 
whichever is applicable, to view the supporting documentation that was submitted. The “Count” column will 
reflect the number of attachments for each item. 

  

  
 
5. To view details of a journal entry, repeat steps 1-4. Find the journal entry in question (the “Src” will be “GEN” 

for journal entries). Highlight the transaction, and click “Journal”. 
 

 
 

6. Click “Attach”.  
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Double click “Journal Entry Attachment” to view supporting documentation. 
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