INVESTMENT, PURCHASING, 2002 FINANCIAL
MANAGEMENT, AND 2012 FINANCIAL
MANAGEMENT COMMITTEES AGENDA
Sumner County Administration Building
Conference Room # 112
October 15, 2018
5:30pm

I.

CALL TO ORDER
A. Invocation
B. Approval of Agenda
C. Recognition of Public
D. Approval of Minutes- September 17, 2018

II.

REPORT OF THE COMMITTEE CHAIRMAN

III.

REPORT OF THE COUNTY EXECUTIVE
A. Munis Status Report

IV .

REPORT OF THE TRUSTEE
A. Trustee's Report

V.

VI.
VII.

VIII.

IX.

REPORT OF THE FINANCE DIRECTOR
A. Updated Purchasing Policy
1. Presenting the policy
2. Policy
3. Exhibits
REPORT OF THE LAW DIRECTOR
OLD BUSINESS
A. Recommendation to adopt best practices
1. Internal Control Environment
2. Internal Control Framework
3. Purchasing Cards (p-cards)
NEW BUSINESS
A. IT - $48,458 liquidated POs
ADJOURNMENT

MEMBERS
Jerry Becker, Chairman
Danny Sullivan, Vice Chairman
Judy Hardin
Anthony Holt
Caroline Krueger
Del Phillips
Chris Taylor

INVESTMENT, PURCHASING, 2002 FINANCIAL
MANAGEMENT, AND 2012 FINANCIAL
MANAGEMENT COMMITTES MINUTES
September 17, 2018

I.

II.

MEMBERS PRESENT
Jerry Becker, Chairman
Chris Taylor, Vice Chairman
Judy Hardin
Anthony Holt
Caroline Krueger
Danny Sullivan
OTHERS PRESENT
David Lawi ng
Leah Dennen
Ben Allen
Dennis Cary

CALL TO ORDER by Chairman Becker at 5:30pm in Room 112 of the Sumner County Administration
Building in Gallatin, TN.
A. Invocation- Led by Commissioner Taylor.
B. Approval of Agenda- Motion to approve by Commissioner Taylor, second by Commissioner
Sullivan, unanimous approval.
C. Recognition of Public- None
D. Approval of Minutes - August 20, 2018- Motion to approve by Commissioner Taylor, second by
Commissioner Sullivan, unanimous approval.
REPORT OF THE COMMITTEE CHAIRMAN- None

III.

REPORT OF THE COUNTY EXECUTIVE
A. Munis Status Report-IT Director Cary informed the committee the county is in the process of
upgrading to Munis version 11.3 and everything is running smoothly.

IV.

REPORT OF THE TRUSTEE
A. Trustee' s Report-Included in packet.

V.

REPORT OF THE FINANCE DIRECTOR
A. Recommendation to adopt best practices- Finance Director Lawing provided the committee with an
update on the purchasing policy. He pointed out, from the finance department's perspective, Munis
11.3 should be completed sometime in November. He requested the committee allow him to bring
back an updated purchasing policy that is geared toward Munis 11.3. He explained that he is
recommending several changes to the current purchasing policy, based on effective internal
controls and savings for the county. First, he recommends bringing an updated purchasing policy
back in October, and hopefully, it will be placed on November' s county commission agenda. He
explained his second recommendation is lowering the $500 exception limit for purchase orders to
zero. He further explained that he has contacted surrounding counties, and none of them have this
limit and he believes it causes confusion. Finance Director Lawing stated his third recommendation
would be for all departments to utilize purchasing cards, which will not require a purchase order
unless it's a biddable amount ($10K or more). Finance Director Lawing proposed a fourth
recommendation, based on best business practices and the 2012 ACT, which is to bring all
purchase orders under the Munis system and to not allow any county department to use purchase
orders unless directly encumbered by Munis.
1. Internal Controls- Finance Director Lawing explained the best practices of the Government
Finance Officers Association (GFOA) that he finds most applicable in this situation and
recommends the county adopt these. Finance Director Lawing addressed the five components
that make up internal controls based on sound practices by GFOA and the Committee of
Sponsoring Organizations.
2. Purchasing Cards (pcards)- Finance Director Lawing stated for every check written, it costs the
county 4 7 cents for postage plus the cost of check stock and ink; also, it cost the county a little
over a nickel per item for positive pay and 31 cents for each transaction made by the bank.
Additionally, some vendors require a 1099, which also has to be mailed each year. Finance

Director Lawing emphasized that rebates are received by the county for the use of purchasing
cards. The county received approximately $17K in 2015, approximately $23K in 2016, and
approximately $28K in 2017 . Finance Director Lawing believes these amounts will
significantly increase, and the county will have more cash to invest if cards are widely utilized.
Finance Director Lawing explained the additional benefits of utilizing purchasing cards, such
as spending limits and merchant category codes. Road Superintendent Hardin pointed out that
using purchasing cards for her department is too time consuming. She explained her
department buys parts, hot mix, concrete and other items, meaning several expenditure codes
will be used on a single transaction. She stated she does not have the staff for this. Finance
Director Lawing mentioned the highway department manually codes expenditures on paper,
which requires significant time, and purchase orders are obtained outside of Munis. Road
Superintendent Hardin explained that Munis is not a user-friendly system, and it does not work.
Finance Director Lawing commented that Munis is used by over 1,600 entities nationwide, and
most of them do not have issues. He explained it could be a training issue or lack thereof. Road
Superintendent Hardin pointed out the rebates that are received back from using purchasing
cards go back to the finance department. Finance Director Lawing pointed out that county
general pays all the software costs. He stated the highway department used to be responsible
for approximately $22K of financial costs. Road Superintendent Hardin expressed additional
concerns regarding Munis and coding expenditures in the Munis system. Finance Director
Lawing offered Road Superintendent Hardin additional instructions and training. Chairman
Becker commented that better internal controls may mean more time spent on coding
expenditures. He advised Road Superintendent Hardin to provide concerns, and he would work
with Finance Director Lawing on addressing those.
3. Sumner County Finance Department's Annual Risk Assessment-. Finance Director Lawing
pointed out that all departments are not adequately documenting their leave balances. He
recommends bringing a policy back next month to have all employees and their department
head sign off on leave beginning balances and locking it so that it cannot be changed in
Kronos. See attached memo.
VI.
VII.
VIII.

IX.

REPORT OF THE LAW DIRECTOR-None
OLD BUSINESS-None
NEW BUSINESS
A. Purchasing Exceptions
1. Health Department- Motion to approve by Commissioner Taylor, second by Commissioner
Krueger, unanimous approval.
2. Millersville Library-Motion to approve by Commissioner Taylor, second by Commissioner
Sullivan, unanimous approval.
3. IT Department- Motion to approve by Commissioner Sullivan, second by Commissioner
Taylor, unanimous approval.
B. Election of Chairman- Motion to elect Commissioner Becker by Commissioner Sullivan, second by
Commissioner Taylor, unanimous approval.
C. Election of Vice Chairman- Motion to elect Commissioner Sullivan by Commissioner Becker,
second by Commissioner Taylor, unanimous approval.
ADJOURNMENT- Motion to adjourn at 5:56pm by Chairman Becker.

DEPARTMENT OF FINANCE
DAVID LA WING, DIRECTOR
355 North Belvedere Drive, Room 302
Gallatin, Tenne se 37066
Phone: (615) 451-6033
MEMOR
TO:
FROM:
DATE:
SUBJECT:

DUM
Financial Management Committee
David Lawing, Certified Public Account
September 17, 2018
Risk Assessment

Sumner Count Government i r quired by 'Tennessee Code Annotated, Section 9-18-102(a)
and U.S . Office of Management and Budget's (0MB) Uniform Guidance to maintain a system
of internal controls. The Government Finance Officers A sociation's Best Practices for
Internal Control Environment reads as follows, "In its Establishing a Coniprehensive
Fra.,neworh for Internal Control (Fmrneworli) be t practice, GFOA recommended that ....
local governments adopt the Committee of ponsoring Organizations' (COSO) Internal
Control-Integrated Framework (2013) as their conceptual basis for designing,
implementing, operating, and evaluating internal control so as to provide reasonable
assurance that they are achieving their operational, reporting, and compliance objectives."
n integral part of this framework is a risk asses ment.
Sumner County Finance Department's risk as e sment has yielded two items of significant
concern. Folio\ ing is a summarization of the e concern .
1. Material purchasing commitments are not encumbered, via purchase orders, in the

county's enterprise resource planning (ERP) s stem before purchasing commitment.
This significantly increases the county's ri k exposure that: amounts will not be
encumbered or expensed in the correct accounting periods; purchasing commitments will
be made without adequate appropriation ; commitments are made for items not properly
bid; and/or commitment will be made for amount not authorized by statutes. Requiring
all items, not exempted by policy, to be properly encumbered in the county's ERP system
by coun ty finance staff significanLly reduce ri k.
2. All departments are not adequately documenting leave balances.

This significantly
increases the risk of lo of county assets by paying employees for leave not earned.
Implementation of Kronos timekeeping s stem in conjunction with a comprehensive
policy on entering beginning leave balances and adjustments will significantly reduce
this risk.
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I.

PURCHASING OVERVIEW
This manual serves to document Sumner County Government's purchasing policies and procedures.
All purchases must be within budgetary limitations, within state statutes, and clearly for a public good .
Purchases cannot include Tennessee state sales tax or late charges. If an item is not clearly for a public
good, final determination will be made by the Sumner County Financial Management Committee.

If you have questions or need assistance, please call the accounts payable department at 615-442-1178.
II.

PURCHASE ORDERS
The purchase order is written evidence of the agreement between the buyer and the merchant at agreed
upon prices, terms and delivery dates. A purchase order must be issued for all purchases before any
commitment is made (e.g., item or service ordered, contract signed, etc.), unless explicitly exempted in
this document.

A. EXEMPTIONS FROM PURCHASE ORDERS
The following items will not require a purchase order. In addition, the Sumner County Finance
Director can grant other exclusions from the purchase order requirement when deemed necessary. If
one of these exemptions is met, please skip to section III.
1.

2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15 .
16.
17.
18.
I 9.

20.
21 .
22 .
23.

Any p-card purchases made by a department, unless they are for obligations with payments that
will extend more than 15 days beyond the end of the fiscal year (i.e., final payments will be paid
after July 15 th ) . However, the July 15 th limitation does not apply if a product or service is covered
under exemptions number 2 - 23 below.
All utilities (e.g. , electricity, gas, water, sewer, phones, fiber optics, etc.)
Postage and shipping costs, if not part of an order
Food for inmates while working for the county
Employee travel reimbursements, in-service training, and associated costs
Annual support and maintenance costs for data processing services, copiers, and postage
machines from a continuing vendor (i.e., vendor must be setup in system)
Dues, tuition, membership fees, and professional fees/taxes
Medical costs for inmates and K-9s
Non-profit donations
Refunds
Payroll costs, including unemployment payments
Licenses and permits
Lease and rental payments
Inter-departmental and inter-governmental billings
Newspaper advertisements, bank fees, service charges, and audit services
Debt service payments
All law enforcement confidential payments
Detaining or incarcerating juveniles, jurors, court costs, legal fees, and interpreters for courts
Cost of investigators, expert witnesses, or any other costs associated with ongoing law
enforcement investigations, litigation, or potential litigation that may compromise the law
enforcement activity or litigation
Drug testing
Fuel-man, Fleet-one, or other fuel operators of this type
All insurance payments, employee bonds, and official bonds
All payments through the self-insurance funds and agency-type funds
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B. REQUESTING A PURCHASE ORDER
1.

To request a purchase order, a properly completed requisition must be made utilizing the county' s
enterprise resource planning system (currently Tyler's Munis). See Ex.hi i A
a.
b.
c.
d.
e.
f.
g.

Purchase orders are to be requested only by an elected official, department head, or their
authorized designee.
lf the exact cost is not known, an 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.
An adequate balance of unencumbered appropriations must be available in the appropriate
line-item . See " Line-item Budget Balances" (section V) for details.
A vendor must exist in the system. To determine if a vendor exists and what actions to take,
see "Vendors" ( section XII).
If the purchase order is for at least $5 ,000 annually, see the sections for "Quote Procedures",
" Bid Procedures", and "Exemptions from Quotes and Bids" (sections VI - VIII).
For services, the services must be materially rendered within the same fiscal year as the
purchase order.
Purchase orders can only be issued for one vendor per purchase order.

2.

Requisitions will generally be processed within two hours. If it is an emergency, please indicate
this in the requisition's first description field. Requisitions received after 3:30pm 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). In less than thirty minutes after receipt
of this email, a purchase order will 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
ibit B for details on how to rereason (pertinent details) of why it was not approved . See
submit a purchase order.

C. BLANKETPURCHASEORDERS
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 most desirable method.
1.

Blanket purchase orders are for routine items only, such as office supplies, gasoline, maintenance
supplies, and other such 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 . .

4.

The blanket purchase order must be for a defined period, not to exceed June 301\ 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 is to immediately initiate a change order within the Munis
system. See Exhibit C.
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6.

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

a.

D. PURCHASE ORDER CANCELATIONS
1.

If, for any reason, a purchase will not be completed, the finance department shall be notified
immediately. Notification will cancel the purchase order and disencumber the budget line-item
for that amount.

2.

For any purchase order (other than monthly or annual purchase orders or annual contracts) not
returned with the invoice within 90 days of issuance, the purchase order will be cancelled, unless
an extension is requested in advance.

3. For all monthly purchase orders not returned with the invoice within 60 days following the end
of the period (month), the purchase order will be cancelled, unless an extension is requested in
advance.
4.

Purchase orders for construction contracts, architects, and engineers will be held open until
closure by completion of the project.

5.

After cancellation, 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.

The limit that the expenditure may exceed the purchase order is based on the lesser of the
following.
a.
b.
C.

the unencumbered balance in the appropriate line-item, or
25% of the purchase price, or
$5 ,000 .

However, if such overages make the item biddable (over annual dollar threshold), adequate
compelling written documentation of why the original estimate was in error must be provided to
the finance department and approved by the finance director.
Additionally, for items or services bid, any such overages cannot result in a change in scope from
the original bid.
Payment of this additional amount will require written approval from the appropriate elected
official or department head (or designee).
2.

The adjustment shall be for price variances from estimates, shipping costs, and other variances in
final price but not for additional items ordered .

3. With justification, the Sumner County Financial Management Committee may grant exceptions.
However, the committee is under no obligation to grant such exceptions.
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F. FAILURE TO PROPERLY OBTAIN A PURCHASE ORDER
I.

If a purchase order should have been obtained but was not, the department that should have
obtained the purchase order will be required to go to the next regularly scheduled financial
management committee meeting to explain the reason for not requesting a purchase order. The
financial management committee may grant an exception to the purchasing policy if all the
following applicable criteria are met.
a.

The elected official, department head, their 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
has been filed with the finance department.
c. There was no violation of state statutes, which includes exceeding the budget.
d. If applicable, the elected official, department head, or their approved designee has
documented with the finance department that they made a good faith effort to avoid or have
abated any late charges that may have occurred.

G. PURCHASE ORDER YEAR END PROCEDURES
I.

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. All invoices, or estimates, must be provided by July 15 th to the finance department for any fiscal
year end. Failure to comply can result in cancelation of purchase order.

III.

3.

The validity and amount of any open purchase order atJune 30 th must be confirmed to the finance
department by July 15 111 •

4.

Starting June I st, requisitions for purchase orders may be sent to the finance department for the
next fiscal year. Please note, the correct fiscal year must be used on the requisition. See Exhibit
A for details.

PURCHASES MADE WITH A PURCHASING CARD (P-CARD)
I. Purchases on the county' s p-cards do not require a purchase order unless they are for obligations with
payments that will extend more than 15 days beyond the end of the fiscal year (i.e., final payments
will be paid after July 15 th ) .
2.

P-card charges must be reconciled at least twice each month (but can be reconciled more often if
desired): once between the l st and 7th of the month and once between the 16 th and 22 nd of each month.
P-Card charges are imported into the Munis system at least twice each week. See _~~.,_,for details.

3.

P-card purchases require the same documentation as non-p-card purchases.

4.

All travel and other regulations (if at least $5,000 annually, see the sections for "Quote Procedures",
"Bid Procedures", and "Exemptions from Quotes and Bids") apply top-card purchases.

5.

County p-cards may not be used, under any circumstances, for personal purposes.

6.

Any purchases that are outside of the purchasing policy or the travel policy will require immediate
re-payment of all costs and may result in closure of the p-card and/or legal action.
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7. County p-cards may not be used by anyone other than the named card holder(s).
8. For fiscal year-end purchases, any prior year charges must be reconciled and released to the finance
department no later than July 31 st , if possible. If not possible, unpaid amounts must be emailed to
accountspayable@sumnertn.org by July 31 st with a detailed explanation of unrecorded expenditures.
9.

Service charges, for using the p-card, that are de minimis and do not exceed $4 are allowable.

10. Only county commission approved credit cards shall be used for county approved purchases.
11. Purchases that are not allowed include alcohol (for non-law enforcement purposes), cash advances,
or charges that can be turned into cash equivalents (i.e., gift cards).

IV.

REQUEST FOR PAYMENTS VIA CHECK ISSUANCE OR AUTOMATED CLEARING HOUSE
A. GENERAL PROVISIONS
1.

Unless a written compelling reason is given in writing in advance, all requests for check payments
will be subject to being converted to automated clearing house (ACH) payments when available.

2.

Checks will generally be issued within five business days of proper submission to the finance
department.

3.

Invoices from vendors who allow discounts must be submitted in a timely manner to allow for
utilization of all said discounts.

4.

All checks will be mailed directly to vendors. Checks will not be returned to a county department
to be disbursed unless compelling justification is submitted in writing. Vendors are not allowed
to pick up checks directly from the finance department.

5.

Except for maintenance contracts, all payments, unless approved otherwise, shall be after receipt
and acceptance of goods and/or services.

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

Emergency payments will have at least a one-day turn-around 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 check issuance 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 xhibit E
a.
b.
c.
d.
e.
f.

The proper account classification must be used based on the chart of accounts.
An adequate unencumbered appropriation in the correct line-item must be available.
The request for payment must have an authorized signature and date.
A vendor must exist in the system. To determine if a vendor exists and what actions to take,
see 'Vendors" section XII).
The vendor's number and official name must appear on the form where such is indicated.
All travel and other regulations apply. If at least $5,000 annually, see "Quote Procedures",
" Bid Procedures", and "Exemptions from Quotes and Bids" (sections VI - VIII).
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g. Expenditures for services must be materially rendered within the same fiscal year. If not,
contact accounts payable regarding prepaid expenses.
2.

All supporting documentation must be attached with a paper clip to the request for payment.
a.
b.
c.

Altered invoices will not be accepted.
Items with white-out or correction tape will not be accepted.
Approved credit cards must have accompanying statements and invoices attached.

C. PURCHASE ORDER PAYMENTS
I. 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) 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) to initiate
payment.

3.

For all purchases, supporting documentation must be attached with a paper clip to the purchase
order.
a. Altered invoices will not be accepted.
b. Items with white-out or correction tape will not be accepted.
c. Approved 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" and will be considered approved and will be reported to the
budget committee in July as uncontrollable circumstances. Final determination of uncontrollable
circumstances will be made by the budget committee chairman.

VI.

QUOTE PROCEDURES
For purchases of at least $5 ,000 per transaction, if all like item purchases within the fiscal year are
expected to be less than $10,000 unless exempt (see "Exemptions from Quotes and Bids", section VIII),
at least three written or verbal quotes, when practicable, should be obtained and adequately documented
in Tyler Content Manager. If like purchases are expected to be at least $10,000 annually, see "Bid
Procedures", section VII.
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I.

For verbal quotes, complete and attach 'Werbal

uotes" form Exhibit .

2.

For written quotes, attach all quotes received.

3.

If three quotes cannot be obtained, written documentation of why they could not be obtained must be
attached.

VII.

BID PROCEDURES
A. GENERAL PROVISIONS
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 Quotes and Bids", section VIII). 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
will result in non-payment of invoices. No bid will be awarded, nor contract entered into, if the bid
price exceeds the current market price.
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@sumnertn.org not less than 14 days before the date of the publication of the
invitation to bid date.

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
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 will create a bid file and place an invitation to
bid in a newspaper of general circulation. A detailed RFP will be placed on the Sumner County
website. The invitation to bid and its corresponding RFP will be published at least ten days
before the bids are to be opened.

9.

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

10. The finance director may approve a shorter time for publication with compelling justification.

9

11. Bid submission by email, telephone or any other electronic means will not be allowed. Bid
modifications by these means also will not be allowed.
12. Bids shall be received, handled, and protected in a manner that will prevent fraud and preserve
the integrity of the competitive bidding system.
13. Each bid envelope received shall be stamped, or have written on it in ink, the date and time of
actual receipt. The notation shall be signed by the person entering the information on the
envelope.
14. Sealed bids will be received and opened by the finance department staff, with at least two county
employees present during all bid openings. A schedule of all bids will be prepared by the finance
department staff.
15. The department, agency or official to receive the merchandise, construction or service will
determine if the bid conforms to the detailed specifications.
16. 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.
17. The elected official or department head is responsible for notifying all bidders.
18. After approval of the bid by the elected official or department head, the bid schedule will be
placed on the county's website.
19. All documentation will be stored electronically in the finance department ' s server. All original
documentation will be forwarded to the requesting elected official or department head who will
be responsible for maintaining the original documentation .
20. 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 VII.9. , shall be referenced in the description.
21. Upon approval of a purchase order, the requester will receive an email from the Munis system
with the pertinent details (including the requisition number). In less than thirty minutes upon
receipt of this email, a purchase order will be available for viewing and/or printing in the Munis
system .
22 . 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 details on how to resubmit a purchase order.

B. 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.
I.

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.
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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 by the RFP.
4.

Amendments to Specifications - Amendments to the bid specifications, including changes,
addition s, reductions, modifications, omissions, explanations, and 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@sumnertn.org. All questions, along with the answers, shall be
posted on the Sumner County website.

6. Cancellations - Invitations to bid may be cancelled if it is clearly in the county' s best interest,
such as where there is no longer a requirement for the order or where amendments would be of
such magnitude that a new invitation to bid would be desirable. If the invitation to bid is cancelled,
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 proposal to all known prospective bidders.

C. CANCELLATION OF INVITATION TO BID
I.

Preservation of th e 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 cancel the invitation to bid . As a rule,
after opening, an invitation to bid should not be cancelled 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 cancelled after the bid opening, but prior to awarding of the bid, where
such action is consistent with number I above and is in the best interest of the county for the
following reasons.

a.
b.
c.
d.
e.
f.
g.

Inadequate, ambiguous or deficient specifications were cited in the RFP.
Items are no longer needed .
The RFP did not provide for consideration of all factors of costs to the county.
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.
All otherwise acceptable bids received were at unreasonable prices .
The bids were not independently arrived at in open competition, appeared collusive, or were
submitted in bad faith .
The bids received did not provide competition which was adequate to insure 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 periods, the several lowest bidders should be requested,
before expiration of the bids, to extend the bid acceptance period to avoid the need for readvertisement 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 cancelled, stating the reasons
for such action . Any bids received should be filed , unopened, in the official bid file .

D. 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.

E. 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 .

VIII.

2.

After a bid is opened, Sumner County shall permit withdrawal of the bid upon showing clear and
convincing evidence of an alleged mistake. The amount of the mistake need not be proved.

3.

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

EXEMPTIONS FROM QUOTES AND BIDS
The following items are exempt from the quote and bid requirements.
1. 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
2. Purchases from agencies created by two or more governments
3. Purchases from nonprofit corporations whose purpose(s) is to provide goods or services specifically
to governments, such as the Local Government Data Processing Corporation
4.

Purchases for professional services such as lawyers, engineers, public accountants, and others allowed
by state statutes

5.

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

6. 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.
b.

The vendor must provide written documentation to the finance department, and
There must be compelling evidence that a product or service cannot be reproduced due to patent,
licensing, or uniqueness of product or service in such a manner that there is no comparable
substitute .

7. Drug dogs are considered a specialized service
8. Real property is a unique item
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9.

Undercover law enforcement vehicles for confidentially reasons

I 0. Library books are not considered like purchases for the annual bid limits
11 . Software if only sold by one vendor or geographical licensing by one vendor

IX.

EMERGENCY PURCHASES
Emergency purchases are purchases which are necessary to avert hazards which may threaten health or
safety, to protect property from damage, or to avoid a 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.

X.

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 explaining the nature, date, and time of the
emergency (must be necessary to avert hazards which may threaten health or safety, to protect
property from damage, or to avoid a major disruption of governmental activities).

4.

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.

5.

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.

6.

If fill policies are followed , such purchase orders will not be considered deficient (after the fact) .

COOPERATIVE PURCHASING
A. PURCHASING COOPERATIVES
The county may use purchasing cooperatives only if a resolution adopting the master agreement 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
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4.

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

B. PURCHASING
FROM
ADMINISTRATION

FEDERAL

GOVERNMENT'S

GENERAL

SERVICES

The county can purchase from the General Services Administration (GSA) as allowed by state statutes
and federal regulations. To utilize GSA, the requesting department must supply the following items.
1.

A quote from the vendor that references the GSA contract number from authorized federal
schedules (www.gsa.gov), if allowed by state statue

2.

Pricing verification screenshots from GSA. If these are not available, documentation on how the
amounts were verified to a GSA contract

C. PURCHASING FROM TENNESSEE
ST ATEWIDE CONTRACTS

DEPARTMENT

OF

GENERAL

SERVICES

A valid statewide contract (SWC) may be utilized in lieu of a bid. However, all documentation
(including the bid ' s identification number) 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.

XI.

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 pricelist or screenshots (whichever is available) that verifies the vendor provided the correct
pnces

VENDOR RELATIONS AND CONFLICTS OF INTEREST
The elected officials, the department heads, and their designees shall give equal opportunity to all eligible
vendors. Each order will be placed based on quality, price, delivery, and service history.

XII.

VENDORS
1.

Other than p-card payments, before a requisition can be entered or a 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 3 below.

· i
. The individual
2. To determine if a vendor exists, do a vendor inquiry in Munis.
requesting a purchase order or a disbursement must provide 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 at www.irs.gov.
3. To comply with the Tennessee Lawful Employment Act, non-employees (individuals hired as
independent contractors) 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
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• 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.

XIII.

XIV.

ln 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 finance department, or the requester must submit
a copy with the purchase order requisition or the request for payment form, as applicable.

MONTH END PROCEDURES
1.

At any time, departments may view or print reports that show expenditures, budgets, encumbrances,
etc. See Exhibit H .

2.

If requested monthly, the finance department can print various reports, including a detailed ledger for
that month of transactions by line-item and a detailed listing of all outstanding purchase orders.

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
I. All non-purchase order payment requests must be submitted to the finance department by July
15 th of each year to ensure payment, unless an uncontrollable circumstance arises.
2.

The finance department must be notified by July 15 th 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 15 th
b. An invoice has been requested but has not been received
c. Item(s) have not been received by July 15 th

4.

If a circumstance beyond one' s control arises,
a.
b.

Attempt to obtain the amount due from the vendor;
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.
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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 May 31 st of 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 clearly been obtained earlier. In such cases, the cutoff
will remain May 31 st b. Continuing projects (projects that cannot be completed by May 31 st ; e.g., construction
projects being bid by architects)
c. Emergencies (as defined under emergency purchases)
d. Unforeseeable circumstances (a problem arose between May 31 st and June 30th )

XV.

2.

All " uncontrollable circumstances," except for continuing projects, must be documented m
writing by the requester.

3.

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

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 cleared by the Sumner County Law Director, as required by a Sumner County
Commission resolution, before any purchase commitments are signed. The approved contracts must
be submitted to the finance department at time of the request for a purchase order, at time of the
request for payment, or at time of the reconciliation of the p-card, whichever applicable circumstance
is earlier.
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
after the bids are awarded .
b. All items excluded from purchase orders by the Sumner County Board of Education are also
excluded by the Sumner County Purchasing Policies and Procedures.

XVI.

IMPLEMENTATION DATE
All purchasing requirements are effective (as amended) December 14, 2018, except for bidding
provisions, which shall be effective July 1, 2019.
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Internal Control Environment

Ge

Government Finance Officers Association

BEST PRACTICE
Internal Control Environment
BACKGROUND:

In its Establishing a Comprehensive Framework for Internal Control (Framework) best practice,
GFOA recommended that state, provincial , and local governments adopt the Committee of
Sponsoring Organizations' (COSO) Internal Control-Integrated Framework (2013) as their
conceptual basis for designing , implementing , operating , and evaluating internal control so as to
provide reasonable assurance that they are achieving their operational , reporting , and compliance
objectives. To support governments' efforts in this area, GFOA is developing best practices that
explain how to implement each of the five components of that framework. This best practice focuses
on the first of those five components, the control environment, which the COSO has defined as a set
of standards, processes , and structures that provide the basis for carrying out internal control.
RECOMMENDATION:

GFOA recommends that governments do all of the following to establish a strong internal control
environment:
1. The governing body,1 upper level management, and all levels of staff throughout the
organization should demonstrate a commitment to the framework , as follows :Officially adopt
the framework (governing body);
1. Adopt a policy to incorporate the implementation , maintenance, and updating of the
framework into the government's strategic goals (governing body) ;
2. Develop standards of conduct for employees and provide training on those standards;
3. Require management and employees to sign a statement that they will follow the
standards of conduct and to reaffirm that commitment periodically; and
4 . Include compliance with standards of conduct as part of employee evaluations to

ensure accountability.
2. The governing body should assume responsibility for overseeing internal control by:
1. Actively overseeing management's development and implementation of the framework;
2. Actively monitoring the performance of the framework;
3. Obtaining training about the nature and purpose of internal control sufficient to allow
members of the governing body to meaningfully perform their oversight function with
the assistance of an expert;
4. Obtaining expert advice, independent of management, to help it perform its oversight
function if no member of the audit committee possesses that expertise;
5. Establishing an audit committee made up of members of the governing body;
6. Documenting that ii has reviewed the framework and its updates;
7. Approving significant control-related policies; and
8. Determining how often policies and procedures need to be reviewed , reaffirmed , and
updated.
3. Management should develop organizational structures and ensure staff accountability by:
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1. Creating a formal organizational chart for both the government as a whole and for
each of its departments;

2. Requiring written procedures for important government processes (for example,
payroll);

3. Developing flowcharts of each significant process;
4. Maintaining electronic copies of process flowcharts to facilitate updating ;
5. Identifying responsibilities for workflow approvals in their systems; and
6. Making sure systems incorporate compensating controls.
4. Governments should commit to attracting and retaining competent employees by:
1 . Developing comprehensive job descriptions;
2. Ensuring that hiring panels include experts in the desired skill sets;

3. Providing opportunities for employees to gain continuing professional education to stay
current in their field ;

4. Encouraging membership in professional organizations to develop networking ;
5. Supporting the development of succession planning ;
6. Cross-train ing staff;
7. Thoroughly documenting the responsibilities of each position and appropriate
processes for succession planning ;

8. Providing managerial training , in addition to technical training , for staff members who
will be promoted ;

9. Requiring that supervisors give staff members hands-on training on key
responsibilities ; and

10. Developing an ongoing mentoring program to enhance employees' skills.
5. Governments should hold individuals accountable for their internal control responsibilities by:
1. Preparing comprehensive, fact-based performance appraisals;
2. Providing performance appraisals on a timely basis;
3. Taking disciplinary action if conduct is not consistent with expected performance;

4. Including internal control goals as part of employee performance reviews ;
5. Identifying zero-tolerance policies (e.g., theft) and adhering to them; and
6. Ensuring that union agreements clearly delineate responsibilities up front.
Notes:
1. If the governing body is elected , rather than appointed , the term governing body would apply
to both members of the governing body and the elected officials to whom they report.

This best practice was previously titled Framework for Internal Control: The Control Environment.
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Ge

Government Finance Officers Association

BEST PRACTICE
Internal Control Framework
BACKGROUND :

Internal control is necessary to provide governments a reasonable basis for believing and asserting
that they are meeting their operational (effectiveness, efficiency, safeguarding of assets) , reporting ,
and compliance objectives. Since 1992, the most widely recognized source of guidance on internal
control has been the Committee of Sponsoring Organizations (COSO), which released its
classiclntemal Control-Integrated Framework in 1992.
In May 2013, the COSO significantly expanded its 1992 guidance to address a number of important
environmental changes that have occurred since then . Those environmental changes include: higher
expectations for governance oversight, increased operational and regulatory complexity, reliance on
evolving technologies , and higher expectations relating to the prevention and detection of fraud . The
updated and expanded COSO guidance identifies:
1. Five essentialcomponents of a comprehensive framework of internal control;
2. 1?principles to assess whether those components are effective; and
3. Numerouspoints of focus to highlight important characteristics relating to those principles.
It also offers guidance on how to assess the effectiveness of internal control in the light of those
components, principles, and points of focus .
The Government Finance Officers Association (GFOA) wishes to encourage state and local
governments to take full advantage of the enhanced COSO guidelines. Furthermore , the GFOA
commits itself to providing additional guidance, as needed , on the practical application of the COSO
guidance to state and local governments.
RECOMMENDATION :

The GFOA recommends that state and local governments adopt the COSO'slntemal

Control-Integrated Framework (2013) as the conceptual basis for designing , implementing ,
operating , and evaluating internal control so as to provide reasonable assurance that they are
achieving their operational , reporting , and compliance objectives . To implement that guidance, a
government needs to:
1. Establish a comprehensive framework for internal control that includesa// five essential

components identified by the COSO (control environment, risk assessment, control activities,
information and communication, and monitoring) ;
2. Ensure that each component of internal control is functioning in a manner consistent withal/

relevant principles; and
3. Ensure that the various components complement one another and operate together
effectively.
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Furthermore, the GFOA commits itself to providing additional guidance, as needed, on the practical
application of the COSO guidance to state and local governments.
Notes:

This best practice was previously titled Establishing a Comprehensive Framework for Internal
Control.
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G~

Government Finonce Officers Associotion

BEST PRACTICE
Purchasing Card Programs
BACKGROUND:

The purpose of a purchasing card (also known as a procurement card or P-Card) program is to
provide an efficient, cost-effective method of purchasing and paying for small-dollar as well as highvolume purchases . This type of program is used as an alternative to the traditional purchasing
process and can result in a significant reduction in the volume of purchase orders, invoices, and
checks processed . Purchasing cards can be used whenever a purchase order, check request, or
petty cash would have been processed and with any vendor that accepts credit cards .
There are numerous benefits to a purchasing card program . Benefits to the cardholder can include :
1. convenience of purchasing without a purchase order,
2. expedited delivery of goods,
3. better pricing on goods,
4. expanded list of merchants from whom purchases can be made, and

5. reduced paperwork.
Benefits to the government can include:
1. simplified purchasing and payment process,
2. lower overall transaction processing costs per purchase,
3. increased management information on purchasing histories,
4. reduced paperwork,
5. decentralized procurement function ,
6. the ability to set and control purchasing dollar limits,
7. the ability to control purchases to specific merchant categories and vendors , and
8. receipt of rebates from the bank based upon dollar volume of total purchases.
Benefits to the vendor include:
1. expedited payments,
2. reduced paperwork, and
3. lowered risk of nonpayment.
Purchasing cards may be issued in a designated individual's name and/or the government's name
clearly indicated on the card as the buyer of goods and services. The purchasing card and any
transactions made with the card may become a liability of the governmental entity. For this reason , it
is important that governments be aware of the risks related to the use of purchasing cards and
establish controls to address those risks.
Disadvantages of purchasing ca ·ds include:

http://www.gfoa.org/print/565

9/12/2018

Purchasing Card Programs

1. the potential for duplicate payments to vendors, unless payments are recorded by individual
vendor within the accounting system,
2. the perception in the public about issuing 'credit cards' to employees may be negative, and
3. the potential for abuse despite the controls available with purchasing cards.
RECOMMENDATION :

GFOA recommends that governments explore the use of purchasing cards to improve the efficiency
of their purchasing procedures. A competitive process should be used to select a purchasing card
provider.
Consideration should be given to vendors who can provide:
• automated approval and reconciliation software . This software should provide for the ability to
integrate to the entity's accounting records in a timely fashion ;
• a program that is simple and easy to use ;
• comprehensive control restrictions for single transactions , the number and amounts
authorized per day and per cycle ; and restrictions on the types of vendors and merchant
category codes with which the card may be used ;
• provisions for handling questioned items and chargebacks;
• a broad selection of reports or ad hoc reporting ability;
training materials;
• customer support; and
• program rebates.
Governments need to maintain appropriate controls, in accordance with their purchasing policy, to
ensure the ongoing success of a purchasing card program. These controls should include: written
agreements with banks , which include fee schedules, processing procedures, and security
requirements;
1. written policies and procedures for internal staff, including :
1. instructions on employee responsibility and written acknowledgments signed by the
employee
2. ongoing training of cardholders and supervisors
3. spending and transaction limits for each card holder both per transaction and on a
monthly basis
4. written requests for higher spending limits
5. recordkeeping requirements, including review and approval processes
6. clear guidelines on the appropriate uses of purchasing cards, including approved and
unapproved Merchant Category Codes (MCC)
7. guidelines for making purchases by telephone and fax or over the Internet
8. periodic audits for card activity and retention of sales receipts and documentation of
purchases
9. timely reconciliation by cardholders and supervisors
10. procedures for handling disputes and unauthorized purchases
11 . procedures for card issuance and cancellation , lost or stolen cards, and employee
termination
12. segregation of duties for payment approvals, accounting , and reconciliations
13. regular review of spending per vendor and merchant category codes
2. systems to ensure compliance with IRS 1099 reporting regulations.
References :

• Banking Services: A Guide for Governments, Nicholas Greifer, GFOA, 2004 .
• An Elected Official's Guide to Procurement, GFOA, 1995.
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Bethany Browning
From:

Sent:
To:

Subject:

Dennis Cary
Friday, September 28, 2018 10:47 AM
Bethany Browning
RE: Oct budget committee meeting

Considering David told me that we were about out of$ for the year, I thought having that 9k would offset having to
request more. If that's not feasible, I can come up with other projects to eat the remaining 9k.

Thank you,

Dennis Cary
Encryption Key-ID: 20327C40

Director of Information Technology
Desk: 615-575-0511
From: Bethany Browning
Sent: Friday, September 28, 2018 10:06 AM
To: Dennis Cary <DCary@sumnertn .org>
Subject: RE: Oct budget committee meeting
This covers $39,000 of the liquidated PO amount. What about the remaining $9,458?

B ~ Bvow~
Assistant Finance Director
Sumner County, TN
615.451.6048
From: Dennis Cary
Sent: Monday, September 24, 2018 1:02 PM
To: Bethany Browning <bbrown ing@sumnertn.org>
Subject: RE: Oct budget committee meeting

Bethany,
$4000.00 will go to a helpdesk ticketing system
$20,000.00 will go to managed services to support the growing network services, primarily Cisco support.
$5,000.00 will go to software packages to refine and support the migration of Sumner county websites
$10,000.00 will go to hardware and software in support of building out the network to support single sign on "SSO"
Thank you,

Dennis Cary
Encryption Key-ID: 20327C40

Director of Information Technology
Desk: 615-575-0511
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From: Bethany Browning
Sent: Monday, September 24, 2018 11:50 AM
To: Dennis Cary <DCary@sumnertn.org>
Subject: RE: Oct budget committee meeting

I don't need anything in regards to canceling the POs. You will just need to email Katharine and ask her to close them.

B ~ Br-ow~
Assistant Finance Director
Sumner County, TN
615.451.6048
From: Dennis Cary
Sent: Monday, September 24, 2018 11:05 AM
To: Bethany Browning <bbrowning@sumnertn.org>
Subject: RE: Oct budget committee meeting

Beth,
I have two open PO#'s fo r Advanced Network Solutions PO#18001192-00 ($8,664.24) and 18000216-00 ($39,793.92)
that I want t o release ba ck into my budget to cover the purchase of a helpdesk ticketing system and managed services.
Wh at materials do yo u need if any?
Thank yo u,

Dennis Cary
Encryption Key-ID: 20327C40

Director of Info rma tio n Technology
Desk: 615-575-05 11
From: Bethany Browning
Sent: Monday, September 24, 2018 10:23 AM
To: Anthony Holt <ah olt@sumnertn.org>; Bill Kemp <bkemp@sumnertn.org>; Bob Ary <bobary@utk.edu>; Cindy Briley
<cbri ley@sumnertn.org>; Cindy Williams <cwilliams@sumnertn .org>; Darryl Eubanks <deubanks@sumnertn.org>; David
Lawing <dlawing@sumnertn.org>; Debbie Rippy <debbie.rippy@tn.nacdnet.net>; Dennis Cary <DCary@sumnertn.org>;
Gallatin Library <ga llatinlibrarymanager@gmail.com>; Greg Miller <gmiller@sumnerems.org>; Hal Hendricks
<hal.hendricks@tn.gov>; Hendersonville Library <librarymgr@hendersonvillelibrary.org>; Jim Young
<jmy8981@bellsouth.net>; John Isbell <johncisbell@sumnertn.org>; Josh Suddath <jsuddath@sumnertn.org>; Judy
Hardin <jhardin@sumnercohwy.com>; Kathryn Strong <Kathryn.Strong@tncourts.gov>; Kelly Murphy
<kmurphy@18thdtf.org>; Ken Weidner <kweidner@sumnerema.org>; Kim White <kwhite@sumnertn.org>; Leah May
Dennen <leahmay@sumnercountylaw.com>; Leigh Tennant <leigh@scjcourt.org>; Lori Atchley
<latchley@sumnertn.org>; Mark Smith <mark.smith@tncourts.gov>; Marshall Wright <Mwright@sumnertn.org>; M ike
Carter <j udge.mike.carter@tncourts.gov>; Millersville Library <mpl.librarymanager@gmail.com>; Portland Library
<ppl.de lledge@gma il.com>; Rhonda Lea <rlea@sumnerecc.org>; Sonny Weatherford
<sweatherford@sumnersheriff.com>; Sumner Co Archives <sumnersettlers@yahoo.com >; Todd Draper
<tdraper@sumnersheriff.com>; Tracye Bryant <tbryant@sumnersheriff.com >; Westmoreland Library
(westmorelandpub licli brary@gmail.com ) <westmorelandpub liclibrary@gmail.com>
Cc: Amanda Thompson <amanda.thompson@tncourts.gov>; Annette Haw <AnnetteHaw@sumnertn.org>; Bethany
Browning <bbrowning@sumnertn.org>; Caitlin Tran <CTran@sumnertn.org>; Carolyn Templeton
<ctemp@sumnertn.org>; Dawn Haley <dhaley@18thdtf.org>; Debbie Sutton <dsutton@sumnercohwy.com>; Debi Smith
<dsmith@sumnertn.org>; Diane Boles <dcboles@tndagc.org>; Ed Williams <ewilliams@18thdtf.org>; Gina Durham
<Gina. Durham@tncourts.gov>; Gina Hutson <ghutson@sumnertn.org>; Holly Hemmrich <hhemmrich@sumnertn.org>;
Jaime Muncy <jmuncy@sumnertn.org>; Jessica Allison <Jallison@sumnertn.org>; John Merryman
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<jmerryman@sumnersheriff.com>; Kim Cothron <kim .cothron@tscmail.state.tn .us>; Kimberly Ark
<kark@sumnertn.org>; Kirby Brinkley <Kirby.Brinkley@tncourts.gov>; Linda Mccullough <lmccullough@sumnertn.org>;
Lucretia Brinkley <LBrinkley@sumnertn.org>; Nina Poch <npoch@sumnertn.org>; Ramona Thackxton
<ramona@sumnercountylaw.com >; Rita Wiser <rwiser@sumnersheriff.com >; Sandra Vance
<sandra .vance@tncourts.gov>; Tracy Kizer <tkizer@sumnerecc.org>; Wanda Bryan <wanda.bryan@tncourts.gov>
Subject: Oct budget committee meeting
Importance: High
AllSince the date for the October budget committee meeting is set for Tuesday, October 2 (at 5:30), I will need any
materials for the agenda submitted no later than Wednesday, September 26.
If you happen to have any grants from FY2018 that need to be carried over, please email me the details by Wednesday
so they can be added to the agenda.
Thank you,

'B~

'Br-ow~

Assistant Finance Director
Sumner County, TN
355 N Belvedere Drive, Rm 302
Gallatin TN 3 7066
615.451 .6048
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