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Upper Cumberland Human Resource Agency
Head Start Financial Procedures, Procurement and Riperty Manual

Approval Date: May 2008
Introduction

The document is intended to provide an overvietheffiscal policies and procedures for Upper
Cumberland Human Resource Agency, which shall fegresl to as “UCHRA” or “Agency”. UCHRA is
incorporated in the state of Tennessee and is exieanp Federal Income taxes under IRS Section 8D13)
as a not for profit corporation. The mission of URAlis as follows:

Our mission is to promote a strong sense of community andljawaiues by administering programs
designed to provide tools, knowledge and resourcasaprove the quality of life, promote a positisense of
individual self-worth, encourage responsible decishaking and provide opportunities for individutds
become productive and independent while giving prgority to the elderly, handicapped and severely
economically disadvantaged.

This manual will document the financial operatiofi$JCHRA. The primary purpose of this manual is
to formalize the accounting policies and selectedtgdures for the fiscal staff and to documentrivdke
controls.

The Governing Bodies approved the contents ofrtfaiaual as official policy of UCHRA on the date
listed above.

General

A volunteer Board of Directors comprised of eleotdficials and community representation from tde 1
County UCHRA service delivery areas governs UCHRAe Board of Directors is responsible for estaloigh
fiscal policies, general oversight of the UCHRA atsdoperations. The Executive Director has the
responsibility of recommending policies to the Bband implementing the policies approved by ther8oa
cover the day-to-day operations of UCHRA. The ExigewDirector in turn involves the Fiscal Direciarthe
development of the fiscal policies to be recommertdethe Board. The Fiscal Director and the Program
Directors are responsible to the Executive Director

This policy outlines how the Board and Manageniaieind to operate. Occasionally the Board or
Executive Director may make an exception to thiscgmr procedure or provide a more extensive
interpretation or clarification of policy if it ideemed to be in the best interest of UCHRA.

Current job descriptions will be maintained aadised periodically as needed. Minimally these
job descriptions outline the various duties anghoesibilities for the position described. As mushsfeasible,
duties and responsibilities will be separated sb tto one employee had sole control over cashpesgei
disbursement, payroll, reconciliation of bank agticar any other material duty performed by thedisc
department.

Accounting activity will be maintained and repattgeparately as required by funding source
regulations. All employees handling funds will lmevered by employee crime insurance in accordantte wi
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funding sources regulations. All official forms tening to financial operations will be typed, caumgr
generated or completed in ink. All certifying situm@s will be signed in ink as well. The finanaietords of

UCHRA including bank statements are located antaeé administrative office in Cookeville, Tennesske
protect the sensitive date contained in these deatsnUCHRA does not allow this information to benoved
from the administrative office.

Finance Department Overview

The finance department consists of nine staffiti@tages, process and report financial informdton
the Agency. The following positions comprise tlsedl department:

Director of Finance and Administration
Assistant Director of Finance/Payroll Clerk
Employee Benefits Clerk/Payroll

Accounts Payable Supervisor

Accounts Payable Clerk (3)

Accounts Receivable Clerk/Accounting Clerk
Accounting Clerk

Other officers and employees of the Agency thaehamancial responsibilities are as follows:

Board Officers

Full Board of Directors

Executive Director

Assistant to the Executive Director
Program Directors

Assistant Director of General Services

Responsibilities

The primary responsibilities of the fiscal depatrconsist of:

* General ledger maintenance

» Cash management

* Asset management

» Cash receipts

» Accounts payable

» Payroll and benefits

* Financial statement processing

* Bank reconciliation

» Compliance with government reporting requirements
» Assistance in the annual audit process
» Assistance in the budgeting process

Practice Of Ethical Behavior

Unethical actions, or the appearance of unetlictidbns, are unacceptable under any conditions. The
policies and reputation of UCHRA depend to a vargé extent on the following considerations. Any
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employee determined to be in violation of this pglior any Agency policy, is subject to disciplune to and
including termination.

Each employee is responsible for applying comnamss in business decisions where specific rules do

not provide all the answers. In determining comm@ewith this standard in specific situations, esgpes
should ask themselves the following questions.

1. Is my action legal?

2. Is my action ethical?

3. Does my action comply with UCHRA policy?

4. Am | sure my action does not appear inappropriate?

5. Am I sure that | would not be embarrassed or comgsed if my action became known within the
Agency or publicly?

6. Am | sure that my action meets my personal codetluts and behavior?

7. Would | feel comfortable defending my actions oe ého’clock news?

8. Would a reasonable person make the same decisd®r similar circumstances?

Each employee should be able to answer, “yes’ltih@se questions before taking
action. All employees must carefully weigh all cees of actions suggested in ethical, as well ascoi@
terms and base their final decisions on the gudslprovide be this policy. If an employee feelkcyas not
clear in a certain area the employee should seeitichtion from their immediate supervisor. Empesg
should not attempt to accomplish by indirect me#msugh agents or intermediaries, that which @hghited
by this policy or any other regulation that UCHRAishadhere to.

Governing Reqgulations

The Upper Cumberland Human Resource Agency reseexenue from many different funding
sources. Each grantor requires recipients of faanding to comply with the regulations they hadepted.
These regulations are typically spelled out inghent award or funding contract. Each programatiineor
their designee is responsible for ensuring thatstéhey approve to be paid for with funding froreith
programs are necessary, reasonable and allowatsedatg to the regulations for the funding soure@nb
charged.

Conflicts of Interest

Employees have a obligation to conduct businesmwuidelines that prohibit actual or potential
conflicts of interest. This policy establishes otilg framework within which the UCHRA wishes thesimess
to operate. The purpose of these guidelines isdwigle general direction so that employees can &edker
clarification on issues related to the subjectaunfeptable standards of operation. Contact the EixecDirector
for more information or questions about conflictsnerest.

An actual or potential conflict of interest occwken an employee, Board member, contracted
personnel or Policy Council member is in oppositomfluence a decision that may result in a peasgain
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for that employee or for a relative as a resuldGHRA'’s business dealings. For the propose offibigy, a
relative is a person who is related by blood orrrage, or whose relationship with the employeaerslar to
that of persons who are related by blood marriage.

No “presumption of guilt” is created by the mergstence of a relationship with outside firms.
However, if an employee has any influence on tretiwas involving purchases, contracts, or leases it
imperative that he or she disclose to the Execwdivector of the UCHRA as soon as possible thetemte of
any actual or potential conflict of interest sottbafeguards can be established to protect allegart

Personal gain may result not only in cases whemenaployee or relative has a significant ownerahip
a firm with which the UCHRA does business but aldéwn an employee or relative receives any kickback,
bribe substantial gift, or special consideratiomassult of any transaction or business dealingslving the
UCHRA.

Examples of conflicts of interest include, but ao¢ limited to, situations in which a director or
employee:

1. Negotiates or approves a new contract, purchaseos#ase on behalf of UCHRA and has a direct or
indirect interest in or receives personal beneditd, the entity or individual providing the goods o
services;

2. Employs or approves the employment of, or supemigerson who is an immediate family member of
the director or employee;

3. Sells products or services in competition with dhganizations;

4. Uses the Organization’s facilities, other assetgleyees or other resources for personal gain,pgxce
the use of Agency equipment such as copiers, pestagers, fax machines, printers and cell phones as
long as the employee reimburses the Agency fopangonal use as required later in this policy;

5. Receives a substantial gift from the vendor, mbamt$25 in retail value with a limit of $100 pelaye
per source, if the director or employee is resgmador initiating or approving purchases from that
vendor.

Employment Of Relatives

The following rules shall be observed with resgegtersons whose employment is supported by finds
administered by the Agency:

1. No person shall be employed while he or a membérsoinmediate family (as described below) serves
on a board or committee which, either by rule opbsctice, regularly nominated, recommend, or stree
candidates for the agency or program by which fenployed.

Husband Wife

Father Father-in-law
Mother Mother-in-law
Son Son-in-law
Daughter Daughter-in-law
Brother Brother-in-law
Sister Sister-in-law
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2. No person shall be employed in a job over whicheantmer of his immediate family exercises
supervisory authority.

3. An employee’s spouse cannot be employed witiersame department.

Fraud

The Agency needs to know about any instancesaaftifrtheft, or the improper use of agency property
equipment. Fraud is further defined but not limited

1. Theft, embezzlement, or any other misappropriadioassets. This includes assets of or intendethéor
Agency, as well as those of our clients, subcomtracvendors, contractors, suppliers and othetts wi
whom the Agency has a business relationship.

2. Intentional misstatements in the Agency’s recomtduding intentional misstatements of accounting
records or financial statements.

3. Authorizing or receiving payment from goods noteiged or services not performed.
4. Authorizing or receiving payment for hours not weak

5. Forgery or alteration of document, including but lmited to checks, time sheets, contracts, pwseha
orders or any other Agency document.

Any person having knowledge of any of these siaretishould immediately contact his/her Program
Director, the Executive Director, the Board Chaitlee Agency’s independent outside auditor, The
phone numbers of any of these persons can be sdfdplihe Assistant to the Executive Director by
calling 931-528-1127.

General Ledger and Chart of Accounts

The general ledger is the collection of all adsabjlity, net assets, revenue and expense acsoulrtie
general ledger is used to accumulate all finaricaasactions. General ledger accounts are usacttonulate
transactions and the impact of each of these tctinoga on each asset, liability, net asset, revemakegain or
loss account.

The chart of accounts is comprised of six typeaazbunts:

Assets

Liabilities

Fund Balance/Net Assets
Revenues

Expenses

Gains and Losses

ok wnhE

Each program is assigned a two-digit program nurfddlewed by a two digit program year end
number. Object codes are used to classify reveaures and expense categories. In some cases@dad
department code is assigned if specific items neédd tracked separately. The Finance Directaer @esignee
monitors, controls and maintains the chart of ant®uAny additions or deletions of accounts shddd
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approved by the Finance Director, who ensureslthet of accounts is consistent with the structidrhe
Agency and meets the needs of each program.

Agency’s Fiscal Year

Upper Cumberland Human Resource Agency operatadfisnal year July 1 through June 30. Any
changes to the agency’s fiscal year must be apgrbye¢he Agency’s Board of Directors.

Journal Entries

All general ledger entries must be supported Joueal entry form that includes an explanationvbiy
the entry is necessary as well as supporting indtion that documents the amounts of the entry.joAltnal
entries must be approved by the Finance Directardesignee.

Petty Cash

The Agency’s Residential Programs (Chance,Indiauid, and Youth Impact Center) and Proprietary
Fund (Lakeside Resort and Educational Complexjltee@nly programs allowed a petty cash fund. The
amount of petty cash is approved by the Executivedibr and Board of Directors. These funds meskdpt
in a locked file cabinet or safe with only desigrthemployees having access and being responsitiieefo
funds. Random checks are made periodically tarassontrols are kept on the funds.

The petty cash fund for the Proprietary Fundnstid to $1000 and is used to make change for
customers, to make small purchases, and emergéheypetty cash fund for the residential programsriged
to $350 each and is used to provide special aetvior clients at the residential homes, to makelk
purchases, and emergencies. Receipts for all pseshmust be kept and submitted to the AccountsiiRay
Clerk in order to replenish the funds. The funds$lre reimbursed in accordance with the accouatgple
process. The accounts payable check will be maglelye to the “employee” authorized to having astes
the funds and to “Petty Cash Fund”.

Cash Receipts (including checks and direct deposjts

The handling and receipting of cash will be cortddén the manner described. The following section
pertains to funds received at the Administrativd@f Funds received at the county level are tbdsdled as
described in “Other Cash Receipts.

All checks received through mail are opened &ednded by an Administrative Secretary then
delivered to the Accounts Receivable Clerk. Aleounts Receivable Clerk assigns program and atcou
codes, and processes receipts through financitdraysAll receipts are computer generated and seigllg
number. A copy of the receipt is distributed, écessary, to the payee, a copy to the appropregdartinent
director and a copy is filed numerically for fin@ndepartment use.

Collected and receipted cash and checks are metégr bank deposits each Monday, Wednesday,
Friday, and last working day of month by the AccsuReceivable Clerk. Copies of all checks are niade
documentation. Cash and checks are maintainedafedocated in the finance department until simb
deposits are made. After the deposit is prepanedAssistant Director reviews and approves dep@3itce the
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deposit is made, the amount is verified againsttmputer generated receipt journal, and the bapksit
receipt is attached to all supporting documentdiorthat deposit.

All federal and state contacts, as well as otlagious funding sources, transmit funds through raatec

electronic deposit to the Agency’s bank accountthis case the remittance notices are deliverdleto
Accounts Receivable Clerk for entry into the acdognsystem as noted above.

Other Cash Receipts

Client fees and program donations collected atthumty level are deposited by designated sta# on
daily basis into bank accounts set up for the $iggmiograms receiving funds. A cashier checkhtamed at
the end of month and delivered, with supportingutheentation, to the Accounts Receivable Clerk fdryeimto
the accounting system as noted above. Other fiazé$ved through donations, special events sudinas
raisers, etc. are forwarded immediately to the Aiot® Receivable Clerk for entry into the accounsggtem
as noted above.

Credit Card Use

Only the Executive Director and/or Program Direstoan authorize for an employee to receive any type
of agency credit card and only when it is deemeaxks®ary for the employee to perform their job dutieach
program director is responsible to assure theff &ithows the proper purchasing procedure whemgshe
cards. Use of credit card can only be for agengyrmss, NO exceptions. The finance departmentuesei
monthly statements for each card. Receipts andequired paperwork is obtained from the prograreaor
for all purchases and paid in accordance with toeants payable process. Currently, the agencyt@aais
include Visa, Wal Mart, Sam’s Club, Lowes, etc.

Draw Down From Payment Management

At month end, financial reports are prepared &wheprogram operated by U.C.H.R.A.. These reports
determine the monthly and year to date expendit@ase the monthly reimbursement is determinedjices
are prepared. For programs whose funding is regddsim the payment management system, the apptepri
financial personnel enter the reimbursement requeghhe payment management system web site. Payment
made to U.C.H.R.A. thru direct deposit.

Procurement/Purchase Orders

The Agency has Procurement Procedures that musdhered to by all employees. There are three
specific thresholds to be considered for purchasing

1. Purchases under $400.00 — purchase order requitteelemployee making the purchase must
contact an accounts payable clerk. A purchase sdgenerated through the accounting system and
purchase order number is assigned. Once the eswlogkes the purchase the purchase order
number is noted on the invoice and delivered tcattedunts payable clerk for payment processing.

2. Purchases of $400.00 and up to $4,999.99 — infobidalare required. Employee making purchase
must contact Purchasing/ Property Manager to olptaiohase order(Refer to Procurement
Regulations) Once all procedures are met, the Purchasing/eProManager will deliver
appropriate documentation to Accounts Payable Glgrkpayment processing.

3. Purchases $5,000.00 and above — formal sealeci@dequired or purchased from state or federal
contracts. Employee must contact Purchasing/Pippanager for assistanddgefer to
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Procurement Regulations) Once all procedures are met, the Purchasing/Proptmager will
deliver appropriate documentation to Accounts Pley@lerk for payment processing.

All direct reports to the Executive Director haveterization to make purchases as needed for psesha#p to
$4,999.99. Purchases $5,000.00 and above retpaitextecutive Director’s authorization.

Program Directors make their determination in assigemployees to make purchases for their depatsne

A master list of employees allowed to obtain puseharders is maintained in the finance departmany
additions or deletions to this list must be authediby a Program Director. These employees al®aped to

make purchases under $400.00 as necessitatechaBasc$400.00 and above require the Program Dilecto
authorization. Purchases $5,000.00 and aboveaedgire the Executive Director’s authorization.

Accounts Payable Check Process

The Accounts Payable Supervisor or a designeebeitesponsible for all blank checks, which will be
kept under lock and key. The Accounts PayablekSletll be responsible for printing and releasiimgcks for
all approved invoices.

The accounts payable checks are printed and eslezsch week. Invoices received Thursday through
Wednesday will be processed and released on Frilelyedule will be adjusted for holidays. The Actis
Payable Clerks review all payables to ensure agbraccuracy and that all needed supporting doctsree
attached. Payables are assigned program and acmmes. Accounts Payable Clerks enter data. KChec
registers are printed and payables are checkedsigagister to ensure all data entry is corredtiarbalance.
Checks are printed. Computer generated check £apgeattached to payables and filed in alphabetidar
for easy access. A second copy is filed numeyidal finance department use.

Payroll

All actions involving payroll such as a changea, position, location, or change in scheduledkwor
hours must be reported on a Payroll Status Forhe férm must be approved by the Program Directdrthe
Executive Director. The original is to be keptie employee’s payroll information file and a cdipgd in the
employee’s personnel file. The payroll status famd all other payroll information is due to theydl clerk
two business days from receipt of current payrated

The Fringe Benefit Clerk is responsible for sedhmy employees complete all relevant tax form$isuc
as the W-4, 1-9, Insurance Forms, Employment Canitdgrmation, etc. Once completed these forms are
turned in to the Payroll Clerk for utilization afiling.

Payroll is semi-monthly, paid on the™&nd last working day of the month. Direct depissitsed to
pay employees.

Each employee is responsible for completing agnisg their own time sheet and obtaining approval
from their supervisor. The employee also rep@avé information on their timesheet. The superniso
responsible for insuring timesheets are accuralealiteave has been reported correctly.

The Payroll Clerk checks all timesheets for accyiend makes any necessary changes to the timesheet
in ink. Timesheet data is then entered into tharfcial system. Once data entry is completed amofed,
employee payroll notices are printed. The payath is then transmitted to the financial insittfor
distribution. All ledgers are generated and filedhe appropriate binders. Payroll binders arentamed in
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the Assistant Director/Payroll office. Timesheats filed alphabetically and maintained in the fica
department.

To ensure all payrolls is made to current legitenstaff an authorization to hire form shall be siited to
payroll prior to making payroll to all employeemrhediate supervisor signature and department direct
signature must be obtained. For termination of eyg® a personnel status change form must be sagrkd
submitted by employee’s supervisor to include doeapproval and executive director approval. Tinees
must be submitted by each employee with origirgthaiure of employee and director. Line item budtget
include payroll) is verified and approved by exe@geidirector, division director, program directand
governing bodies.

Leave— earned sick and annual leave is accrued eachgyad based on each employee’s scheduled
work time (see personnel policies for detail). ©timesheet data is entered into finance systeauelearned
is automatically posted to employee leave timelaade used, as reported on timesheet, is subtr&ciad
employee leave time. The balance of unused leageesented on the employee’s payroll notice. eeannot
be “borrowed”. An employee taking more leave ttisy have accrued must take leave without pay.

Overtime — The Agency recognizes two categories of empkoyeeelation to overtime pay in
accordance with applicable State and Federal |aigse classifications are Non-Exempt and ExerApt.
variety of positions are included as exempt pas#tioThese include the Executive Director, Progtaractors
and Assistant Directors, Finance Director, Headt &aordinator and others so designated by managieme
Please refer to the Agency’s Personnel Policiesfandedures for a complete description of policgated to
this section.

For the purposes of the Agency, a work week sheathlat seven day period from 12:01 a.m. Sunday till
12:00 p.m. the following Saturday. Overtime isyoapplicable if the total time for the entire waslgreater
than 40 hours of actual work time. Any employe@wlorks overtime should list this time separately o
his/her time sheet and must have approved by RroBieector.

Payroll Taxes and Other Deductions- Payroll taxes are paid through EFTPS (Electréeideral Tax
Payment System) as required by the IRS each pgeothd. All other deductions are paid through the
accounts payable process.

Bank Reconciliation

Bank Statements are provided monthly from our fanannstitutions. The reconciliation of the
operating and merchant accounts is performed bpsisestant Director of Finance. The payroll accasnt
performed by the Accounts Payable Supervisor. Agsstant Director will review the bank reconcileat
monthly to determine if any checks are outstandivey 90 days. An effort will be made to contad gayee to
see if the check has been received. Before arsfamding checks are voided, the bank will be cdathto see
if it has been cashed. If not, a stop paymenthelissued for that check, it will be voided, anteav one will
be issued if needed.

Travel Policies

Employees will be reimbursed for the use of a @easvehicle while on Agency business at a rateoup
that allowed by the State of Tennessee Compreheisavel Regulations. Employees are notified bynmef
any rate changes approved by the State. To béuesad, employees must submit the request on thregd
travel claim form.
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Any out-of-the-area, overnight, or out-of-staveel must be approved by the Program Director had t
Executive Director before travel is made. Out-tdt8 travel is reimbursed based on the CONUS cdiedsile.

All travel is reported on the Agency’s Travel @aform. This form requires the signature of the
employee as well as their supervisor. All approtradel claims will be processed for payment incedance
with the accounts payable process.

Employees may request a travel advance for expertaed to approved overnight or out-of -state
travel. The travel advance should be based oerifoyee’s reasonable travel plans. Payment wifpdid at
80% of the estimated travel claim. An “actual’viehclaim must be completed after returning froavél,
reporting all true expenses and providing all reggliiand relevant receipts. If money is owed badké

Agency, the employee must issue a check payalthetdgency. If money is owed to the employee, thdly
be reimbursed in accordance with the accounts payabcess.

Budgets

Budgets are prepared for each contract/programatgzeby the Agency. The contract budgets as well
as the locally operated program budgets are prdgmréhe Program Director responsible for oversgéie
operation of the programs. Any budgets relatinthtoadministrative department or the Agency afalevis
prepared by the Finance Director. All contract praram budgets must be submitted to the Executive
Director and Board of Directors for approval.

The Finance Director will meet periodically witlhogram Directors to discuss the current budget; yea

to date expenditures, obligated funds, cash flowl,any concerns in the spending patterns. Itas th
responsibility of the Program Directors to manageeaditures and revise budgets accordingly.

Financial Reporting / Invoicing

Financial reports and invoices are prepared oty basis. Once all financial activity for a ntb is
balanced and posted to general ledger, each progeararal ledger, specified by program number riisted
and used to prepare monthly/year- to-date finamerts and invoices for each contract. Finaneijpbrts are
also prepared for each of the locally operatedarng. All required reports and invoices are pregar
manually due to the “program specific” formats dingelines.

Quarterly financial reports are also required byiaus contracts operating within the Agency. The
State of Tennessee, Department of Human ServiddS)YBerves as the Agency’s cognizant agency. DHS
requires a consolidated quarterly financial regBdlicy 03), which includes all programs within tAgency.
Other contracts requiring quarterly reports are VNitrition for the Elderly. HOPWA and DHHS, Heath®
and Individual Development Accounts.

The Finance Director is responsible for ensurithfjreancial reports and invoices are accurate and
submitted on a timely basis. Copies of all repongoices, and relating documentation will be kepffile in
the finance department. Copies will also be giteetihe Program Directors. The Finance Director Rrmjram
Director are responsible for reviewing the finahogports periodically to ensure spending is cdaesisand the
Agency is at no risk of deficit spending within ghegrams. Reports will be submitted to governindibs for
approval.
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Loans
Any loan or line of credit obtained by the Ageraryany of its programs must be approved by the @oar

of Directors. The Agency does not make loans gfland to employees. Interfund loans from resérkt
funding sources are prohibited.

15% Administrative Cost Limitation

The Head Start program is subject to a 15% adtnatiige cost limitation. The components that make
up the administrative cost total are the Head Si@mtinistrative costs plus indirect costs allocdtethe Head
Start Program. The total of these two figures caemceed 15% of the total Head Start funding idiclg the

Non-Federal Match. A spreadsheet documentingctiulation can be found as part of the backup
information filed with the quarterly and final SF26eport for the Head Start program.

Indirect Cost Allocation

The Upper Cumberland Human Resource Agency’s Slistation Plan is very simply and
straightforward. Administrative cost will be ecabty distributed among direct agency activitieogpams and
services) by dividing the total administrative cbgtthe total salaries and fringe benefits of ttireebagency
activities. The cost allocation rate thus deteadiwill be charged against total salaries and &ibgnefits of
each direct activity.

Indirect Cost Rate Proposal

The Agency must submit an Indirect Cost Rate psapto the Department of Health and Human
Services Division of Cost Allocation since it opexsa direct federally funded Head Start Progradims
proposal includes the proposed method of allocdtiegdgency’s general administrative costs to teadHStart
Program. The proposal is amended based on th&ame outlined in the rate agreement.

The Agency’s direct program salaries and wages iphkind wages are used as a base in computing the
indirect cost rate. The Agency is assigned a gromal indirect cost rate that is not finalizediuafter the
audit is complete each year. The quarterly andIFSik269 reports that are sent to the Head Stgidnal
office require us to disclose the approved prowigiondirect cost rate and the total indirect @kicated to the
Head Start program.

Leases

All leases must be approved and signed by the ExecDirector or a designee. Originals of leasesusthbe
kept in the contracts and lease file, which is¢artaintained in the Purchasing Property ManageiiseOf

Insurance

The Agency participates in the Tennessee Munidipabue (TML) Risk Management Pool for the
following risks of Loss: commercial general liabylibodily injury, property damage, physical damage
personal injury liability for vehicle operation, efoyer liability, workers’ compensation, and emmey
dishonestly. The Agency’s participation in the TRRisk Management Pool is similar to purchasing
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commercial insurance in that the agreement provimegayment premiums with no additional risk te th
Agency.

The Agency provides medical disability, dentakl &fe insurance coverage to all full time emplayee
through a fully insured plan. The cost and covenatjebe reviewed on a yearly basis. Increasedien t
premiums will be compared to the increase in mandtetto determined if it is tin the best interafsthe
Agency to bid coverage.

Fax Machines/Copy Machines

Included in the indirect cost when multiple pragsaare involved outside the central office a cast p
charge is allocated to each program.

Postage Meter

Most of the agency’s postage is handled througlusigeof a postage meter. A report is generatedighrthe
usage of the meter for allocation of usage subthttie¢he finance department at the end of eachmont

Telephones

Personal long distance telephone calls should motdde and billed to the Agency. Any personal ldistance
calls should be billed to the employees’ persohalne card or their home phone. Employees at latsaitivat
have a long distance code assigned to them shatdd this code when making long distance callgirejao
Agency business. The Agency does receive montHhigdpthat allows us to review detailed informatiahout
each call made from an Agency phone. Telephong &i# analyzed monthly in an effort to detect any
inappropriate use.

Cell Phones

Personal Use of Agency Cellular phones is permiiiedome programs within the Agency and not
permitted by others. Please check with the Direatgour program to determine the policy your paogr
adheres to. If personal use to cell phones creatéisional charges, employees will be responsiie f
repayment to the Agency.

In- Kind

The Program Director is responsible for generatiregin-kind required for their program. The Financ
Department currently receives in-kind reports mnfitom the Head Start Program as accumulated. The
Finance Department enters this information intoAgency’s tracking system and generates a repontimho
submitted with the monthly budget report.

See Appendix C for details

EIRSA Scope Audit

The Agency’s 401 (k) retirement plan is managedhieyHartford Life Insurance Company, Simsbury,
CT.
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Procurement Introduction

These procurement regulations provide standardss® by the Upper Cumberland Human Resource
Agency, hereinafter referred to as the UCHRA fbgednt programs unless otherwise stated in ind&idjrant
contracts or applicable laws or administrative cixees. Unless otherwise noted herein the Execiivector
shall be responsible for the administration of éheocurement regulations

Section 1 Standard of Conduct - No officer, employee omagéd the UCHRA shall unlawfully benefit directly
or indirectly from the procurement of materialsservices by the UCHRA by participating in the sstetof
award or administration of contract. All procurermegansactions shall be conducted in a manner $o as
provide maximum open and free competition.

Section 2.Review of Purchases

All procurement actions shall be reviewed by thedttive Director or the Financial Officer. A purskaorder
shall be issued, where applicable, and such puechi@er shall appear on all invoices or receiptscirase
orders will be used in all cases except the foll@aircumstances:

Telephone Billings

Freight and Postage

Transportation and Lodging Expenses
Media and Advertising

Legal Expenses

Rent and Utilities

oA ONE

All procurements made by contract must be signethéyExecutive Director. Contracts for materials or
services may require funding agency approval. Gexnts and conditions should be checked for angiape
approval requirements.

Section 3 Bid Requirements
All purchases for materials and services, exclugirgfessional or technical services shall complhhe
following bid requirements:

a. Informal Written or Telephone quotations: Unsediats or telephone quotations may be requested
in lieu of sealed bids on purchases not exceedd®@® A minimum of three (3) competitive bids is
required, whenever possible. The bids or a recbtdeoquotations are filed as a part of the
transaction file. Written confirmation of bids shia¢ requested from successful vendors on
purchases exceeding $400.

b. Sealed Bids: Sealed bids shaleog@sted for purchases of more than $5000,
except in justified emergency situations or singdetce purchases. The
Executive Director may; howewequest sealed bids purchases of less than

$5000.
C. Proprietary Procurements: Formalestbids may not be practical when:
1. The public exigency will not permit the delay inerd to advertising.
2. The material or service to be procured is avail#ole only one person or
firm.
3. The amount involved does not exceed $5000.
4. The contract is for personal or professi@aavices, or for any service to be rendered
by a university, college or other educational isitbn.
5. No acceptable bids have been received fromdbativertising.
6. The purchases are for uniquely specialized madde
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7. Emergency situations justified in writing; and,
8. Otherwise authorized by laws, rules, or regoet

Justification for a proprietary procurement mustégewed and approved by the Executive Directar an
shall be made part of the file. At least three Isidall be solicited whenever possible.

d. Specifications:

1. A clear and accurate description of the technieglirement for the material, product, or service
to be procured shall be prepared.

2. The schedule for delivery shall be stated wherdicaipe.

3. Specifications shall be written to maximize comipeti.

4. The specific features of “brand name or equal” dpsons that bidders are required to meet
when such items are included in the solicitation.

5. The acceptance, to the extent practical and ecaradiynfeasible, of products dimensioned in the
metric system of measurement.

6. Preference, to the extent practical and econonyiéadisible, for products that conserve natural
resources and protect the environment and are gpégient.

e. Advertisement for Bids: All procurements for maadsior professional and technical services, of an
expenditure costing at least $5,000, unless putsogaragraph c. above, shall utilize an “Invitati
for Bids, Request for Qualifications (RQF), or Regufor Proposals (RFP).” Such Invitation or
Request shall be advertised in a newspaper orgsiofeal publication having a general circulation
within the Upper Cumberland Region or by writtewiiation to such vendors as are maintained on
file with the agency. This file will take into cadsration geographic location of delivery site and
the bidders proven ability to perform. In the evehimedia advertisement, a publisher’s affidavit
and/or ‘tear sheet” shall be requested for all jwalibns. Potential contractors shall be allowed
sufficient time to compile bid responses accordmthe complexity of the bid request. The bid
advertisement shall stipulate the time, date, awt @f opening bids.

f. Acceptance of Bids: Where procurement is by adsedtbids, the awards shall be made to the
lowest responsive bidder and responsible biddesidening the price and other factors set forth in
the Invitation to Bid. When such low bids are régecin accordance with applicable written
procedures, a written explanation justifying suejection shall be retained in the Agency’s files fo
three years from date of rejections.

g. Acceptability of Late Bids: Bids must be receivedar before the date and hour designated for bid
opening or the bid will be rejected and placechmfile unopened.

h. Amendment or Withdrawal of Bids: Prior to the oy vendors not able to appear in person who
wish to withdraw or amend a bid may do so by sutimgjteither a letter or telegram containing such
a request to the UCHRA. Should a request for witdoccur, bid register personnel will attach the
dated and time stamped request to the bid, whithremhain unopened as a part of the permanent
file. After bid opening, a vendor will be permittealwithdraw his bid in the sole discretion of the
UCHRA Executive Director, where there is an obvieu®r in the bid supported by cost data, or
where enforcement of the bid would impose an ungonable hardship due to an error in the bid
resulting in a quotation substantially below thieestbids received. Such a withdrawal will be
considered only after receipt of a written requdiesn the vendor.
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i. Public Review of Bid Files: All records of purchas# the UCHRA are open and accessible to the
public during the regular office hours of the UCHRRequests for inspection of records must be
reasonable, contain sufficient information for th&ieval, and must not interfere with the orderly
operation of the Agency. Vendor’s application formvkich include financial disclosure
information, or the identity of prospective vendprsor to bid openings, where such disclosure
might negate the competitive bid process, are pehdo the public. Individual purchase records are
not available after bid opening and prior to therfal award. Vendors are encouraged to attend the
bid opening on the day and at the time specifiethéninvitation to Bid. A copy of the tabulation
period is posted as soon as practicable afterithegening. A single copy of any record may be
obtained, at cost, upon request.

Section 4.Affirmative Action
All prevailing Civil rights Legislation will be sictly adhered to and enforced.

Section 5.Products Produced by State Agencies
UCHRA is required to purchase items and servica® ffennessee Department of Correction when suetsite
have been certified in accordance with TCA Sectity22-119 and Blind Services when such items meet

federal standards in accordance with TCA Sectici4-404. SEE NOTE ON BACK PAGE FOR A
CURRENT ITEMS CERTIFIED BY TRICOR.

Section 6.Contract Administration
The Executive Director or designee shall be resptafor all contract administration and monitorig|
contracts will be monitored on a periodic basisdaetermination of compliance with contract prmns.

Section 7.Term Contracts

A term contract may be let for the supply of thekoequirements of the supplies, materials, eqeiptnand
services as are not certified pursuant to TCA 441-P2 More than one such term contract may beolethie
supply of any given class or type of supplies, poquént, or service and any such term contract mayighe for
the cancellation thereof by either party. Such teomtracts may be let for periods of not less tihaee months
nor more than sixty months; provided however, #rmat such term contracts let, or proposed to bédet,
periods of time more than twelve months shall dgesu to the following conditions:

a. No contracts shall be negotiated nor entered intioowt competitive bidding as prescribed:

b. Bid invitations and term contracts resulting thizcen must clearly show the annual maximum
obligation of the UCHRA for each twelve month permovered by such term contract;

c. Such term contracts must contain a provision gitirgUCHRA the right of cancellation at any time
with no more than one year’s notice, at the enelaah fiscal year without notice, in the event thats
to support contract become unavailable;

Section 8.Receipt of Materials

The person(s) ordering materials or non-techniealises or a person designated by the Executiveckr
shall check the materials delivered for completerag®l compliance with specifications and shaliahit
shipping invoice or other such receipt and shdhsitia copy to the Financial Officer. The Financficer
shall not make payment without such a verificatbbneceipt of materials.

Section 9.Amendments to Rules
These procurement regulations may be altered, mreth@ed by the UCHRA Policy Council and Board and
submitted to the state Board of Standards for agbro

Section 10.Qualifications of Vendors
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All vendors providing supplies, equipment, or seegi to the UCHRA shall be reputable firms havirgy th
demonstrated capacity to produce or provide suppdiguipment/or services and other items within a
reasonable period of time or within the time limestablished by the UCHRA. Vendors shall be sulipect
disqualification if they are found to misrepresgquality, quantity, or price of supplies, equipmesgivices or
other items delivered. Vendors will also be disdigal if reasonable time limits established by theéHRA are
exceeded.

Section 11.Taxes
Prices quoted shall not contain provisions for Faldexcise taxes or State sales tax. The Upper €daril
Human Resource Agency is exempt from such taxes.

Section 12.Controversies

Resolving controversies concerning protest of geation of bidders, suspension from bidding andtation
to bid, and stay of award prior to actual awardIdseresolved in the manner provided herein. Veaddo
disagree in any of the aforementioned areas mayndeat their position in writing and request re-emadion by
the buyer concerned. If the re-evaluation by thgebdoes not resolve the disagreement, the vendgr m
request evaluation of the record, including thetemi protest documentation, through a hearing®f th
Executive Director. The evaluation by the Execuidigector constitutes the final determination foe tUpper

Cumberland Human Resource Agency; however, theorandy request in writing an appeal to the Perslonne
& Grievance Committee under procedures establibgaie UCHRA Policies and Procedures. A hearind) wil
be scheduled before the Personnel & Grievance Ctsarfor the resolution of the disagreement.

It is the responsibility of all Director level engylees the Executive Director or designees actintpein behalf
to avoid purchasing unnecessary or duplicate itdinis. can be accomplished by reviewing inventogslm
the case of equipment needs or communication witergorogram staff to ascertain what supplies arband.
Where it is appropriate, an analysis of lease amdhase alternative should be made to determinehakould
be the most economical or practical arrangement.

Equal Employment Opportunity

It is the policy of UCHRA to be fair and impartial all its relations with its employees and apatits
for employment without regard to race, color, nelig age, sex, or national origin. The Agency empland
advances in employment qualified disabled persohsse disability does not prelude (with a reasamabl
accommodation) satisfactory performance of thergsdelements of the job. Employment decisiong le
based on the principle of Equal Employment Oppatyuif you believe this policy has been violatedany
way you are to report the matter to the Agency’sd@pportunity Officer, or the Executive DirecttfCHRA
will follow all federal and state of Tennessee lamsl regulation regarding its activities.

Contract Services and Consultants

The acquisition of all services and the engageraeobnsultants shall adhere to the policies oatlim
the Purchasing the Procurement Section of this alaaxcept for these specific instances coveretig t
section, or otherwise justified in writing and sibieally approved by the Executive Director.

Consideration of in-house capabilities should laelenbefore engaging the services of a consultéuet. T
gualifications, experience, and reasonablenessesfWill be considered in hiring consultants. ThegPam
Director, if applicable and the Executive Directal approve all proposed contracts.
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The Program Director or Executive Director shawdew contracts with consultants or for other
contracted services as least annually. If the lalredy approved in the agreement or decreadetakeof
service it would be necessary to reopen the agneeme

Funding Source Restrictions/Differences Relating t®rocurement

The following is not an all-inclusive list of restions but the ones encountered most often.
A. Department of Health and Human Services

DHHS requires that an Agency receive advance appfov purchasing equipment that costs $75,000
or more and for building renovation or alteratibattresult in a structural change i.e.: a new retf,

B. Tennessee Department of Human Services

The Tennessee Department of Human Services reghakan Agency receive advance approval to
purchase equipment that costs $5,000 or moreldtiae to Head Start this only applies to equipment
purchased through the Child and Adult Food Program.

Property

Federal Regulation defines major equipment aisesis purchased or donated with a unit cost of
$75,000 or more.

Major Equipment for Agency purposes shall be d=fias all items purchased or donated with a unit
cost of $500 or more and having a useful life eiguexzy of one year or more. For items purchased gvint
funds from the State of Tennessee, major equipmetdfined as all items purchased or donated withia
cost of $5,000 or more having a useful life expecyeof one year or more. Major equipment items &hoe
included on the agency equipment depreciatiorptispared by the auditing firm each year.

Sensitive minor equipment shall be defined asstarich although expended, as supplies may be
highly personally desirable and may be easily rezddvom the premises. This includes items suclaageca,
portable tape recorders, DVD player/recordersyisilens, calculators, computer components and soéyetc.
Refer to the end of this section for a completiedistems considered to be sensitive minor equiptibese
items are not listed in the asset accounts of tpenBy since these items are expended. (See AppAhdix

Both major and sensitive minor equipment itemsuthbe tagged with inventory identification
numbers. Tags should be permanent, not easily eldanigfaced, nor removed.

The inventory data base must include the follow(ay a description of the item; (b) manufacturer’s
serial number or other ID number if applicable;dcyuisition date and cost; (d) fund source witpliapble
funding program number (e) location within the Aggs operation where the equipment is utilizedit®
condition of the equipment at the time of the ineey; (g) disposition information if the propertasibeen
disposed of. The inventory database also inclutgegtrchase order number and the vendor the itesn wa
purchased from. (See Appendix B)

A physical inventory of the equipment items mustéken at least once every two years. The
Purchasing Property Manager will supply each Progbarector or their designee with an inventory pwirt to
be used in checking off the inventory items foritipeogram. The person conducting the inventoryusthgign
and date the inventory printout in the approprsee. It is the responsibility of each Programeldior and the
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Purchasing Property Manager to see that their progrinventory is completed bi-yearly. Head Stamator
will perform an inventory the years the agency duoatsconduct their scheduled equipment inventotly. A
documentation will be forwarded to the PurchasingpBrty Manager upon completion.

Written notification should be given to the appiafe Program Director and the Purchasing Property
Manager for any equipment that is discovered tseor stolen during the inventory process, arat time
during the year. Any theft or vandalism of majouignent requires the Agency to contact the Police
Department in their area concerning the loss oratgDepending upon the initial cost of the seresiiinor
equipment the Executive Director may or may nouesj a Police Department investigation. This ingasbn
and any related paperwork must be forwarded té&#eeutive Director. The Executive Director shafiabe
immediately notified, preferably in writing of alhses of loss, damage or destruction of Agencygotppr
equipment.

Disposition

Disposition of property that is no longer fit fiase or no longer needed will be subject to theadigipn
regulation of the funding source that initially g@dor the equipment. No property can be disposealitbfout
written approval from the Program Director.

A. Federal Funds
Equipment with a per unit fair market value of lésan $5,000 and with no further uses value
may be retained, sold or otherwise disposed of natfurther obligation to the Federal
Government. Equipment with a fair market value airenthat $5,000 requires Federal approval
for disposition.

B. State Funds
For major equipment items, items that initially £85,000 or more then the proper State
Department shall be contacted regarding the spadigposition request. For items costing less
than $5,000 then it would be up the Agency to hatigé disposition of them.

C. Other Funds
Equipment purchased with any other funds may beodisd of as the Agency wishes or in
accordance with any particular restrictions thedfng source place upon the equipment.

Assignment of Inventory ID Number

All request for the purchase of major equipmem/ansensitive minor equipment shall be identifed
the Purchase Requisition Request form by placicigegk mark in the inventory column. Provided thguest
is approved, the inventory number will be assigwién the transaction is complete. The Purchasiagdety
Manager will enter the Inventory ID number alonghathe other inventory control data in the invegtoontrol
log. The actual inventory sticker will then be givi® the Program Director, their designee or thegewho
requested the item. The designee of the PrograetDir will have the responsibility for properlyiafhg the
inventory sticker to the item and then notifying tAurchasing Property Manager that the inventackest has
been placed on the item. Once an item is receimgdntories add form must be completed and forwatde
the Purchasing Property Manager.
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The Purchasing Property Manager shall maintairrthentory database. An inventory report may be
requested from the Purchasing Property Managee@sssary.

Sensitive Minor Equipment Listing

Only sensitive minor equipment costing over $100 e tracked on the inventory. Iltems costing less
than $100 will not be tracked.

For a complete list of items considered to beisgasninor equipment, see appendix B for the Hisca
Policies.

Records Retention

Financial records, supporting documents, stasistecord and all other records pertinent to anrdwa
shall be retained for a period of five years frdra tlate of the final expenditure report. The omigeptions are
the following:

(2) If litigation, claim, financial management reviear,audit is started before the expiration of tive fi
year period, the records shall be retained untiitegation, claims or audit findings involving ¢h
records have been resolved and final action taken.

(2) Records are real property and equipment acquirddrederal funds shall be retained for five years
after final disposition.

Personnel Records Retention Guidelines

The following guidelines apply to personnel resrtihey are not applicable to client files and ticial
records of various kinds.

Job applications, resumes connected with a spgobiiadvertisement, job advertisements, interview
information, interview evaluation or scoring sheesd reference check information related to persbat are
not hired are to be kept on file for two years fribra interview date. Unsolicited resumes are nastered to
be official applications.

Currently there are many retention requirementgpeng to employment records. In order to comply
with these requirements as reasonable and effini@aniner as possible, employment and/or personoetds
are to be kept for ten years past the employmemination date. The exception to this time frammedical
records relating to any worker’'s comp claim or enpkyee’s exposure to a hazardous material in whezkhe
had a “significant adverse reaction.” In these sitoations, the records are to be retained fosthi person’s
life of employment plus 30 years. However, for enygles who have had no such exposure to a hazardous
material or who have had no worker’s comp clairhsirtmedical files will be retained for only tenays past
the termination of their employment date.

Employees medical information relating to Familgdital Leave Act requests, job-related injuries, or
accident information, exposure to a hazardous mahiacluding blood-borne pathogens, and medicabres
and/ or information related to any of these presipunentioned situations are kept in the employedioal
file. The employee medical file, which is considkte be a part of the personnel file, must be keptrately
from the other personnel records and informatiaresth only on a need-to-know basis with an authdrsteff.
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Appendix A
UCHRA

Purchasing / Property Department
Capital Purchases Only
Data Sheet

8701
Object Code

Directors Name

Purchase Order #

Ins. Type: IM/EDP/C

Description

Serial #

Vendor

$Cost

Condition

WIA Tag#

UCHRA Tag#

FF Tag#

County Location

Build Vech #

Office Location

Program # Charged

Invoice #

Invoice Date

Lease Item Yes or NO

Lease Exp Date

() Check mark means: this data sheet has beentered in the system, copied and sent to
Marcia Hodges.

Notes / Remarks

Revised 4-11-2011
(MIS Department my make changes directly in invengystem & will keep log of changes)



Appendix B

SENSITIVE EQUIPMENT LIST

All items listed below are to be placed on the eqoment inventory listing if the cost is
$100.00 or more.

All equipment costing $500.00 or more (except foroftware) is to be placed on the property listing
regardless of the type of equipmentAny person that purchases an item that should be pted on Agency

inventory is responsible for notifying the purchasng and property department to have the item propery
tagged and recorded on the agency inventory listing

Please Include All S&H Charges and Installation Cheges In The (8701) Capital Purchases Account

Audio Visual Equipment Decorative Items
Movie Projectors Pictures, Lamps, Vases, etc.
VCR
Photographic Equipment
All Communications and Cameras
Lenses

Amplifying Equipment

Floor Cleaning Equipment
Vacuum Cleaners
Floor Cleaning Machines

Televisions Calculators
Chainsaws
Boats, Trailers, Engines, Canoes
Weedeaters
Dictaphones, Transcribers, Tape Gas or Electric
Recorders
- Lawnmowers
Typewriters Gas or Electric
_ All Weapons Regardless Of Cost
Binoculars

Computer Equipment

Computers
Printers
Etc.
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Upper Cumberland Human Resource Agency

Van Buren County Head Start
Administration Policy

Subject: In-Kind & Volunteer

Department: 051

Date(s) Revised: June 2010

Title: In-Kind & Classroom Volunteer Form
Date Effective: August 1994

Approved by: Director

File in Section: Policy # 6-3F

Regulation Reference 45CFR 75.23

Appendix ¢

Policy: To ensure matching contribution to be verified necessary and reasonable for accomplishment

of the program objectives efficiently.

Person Est.
Procedure Responsible Completion
Date
1. All donations in-kind to the program will be Designated Staff & Ongoing
counted when necessary and reasonable for Volunteer
proper and efficient accomplishment of a project
or program objectives.
2. Donations can not be included as contribution Designated Staff & Ongoing
from any other federally-assisted project or Volunteer
program.
3. Determining the value of donations are Designated Staff & Ongoing
calculated by the publication 561 of the IRS. The Volunteer
value of donated equipment shall not exceed the
fair market value of equipment at the same age
and condition at the time of donation.
The Value of donated space shall not exceed the
fair rental value of comparable space.
The Value of loaned equipment shall not exceed
its fair rental value. www.irs.gov_ (search pub
561)
4. Volunteer service furnished by professional, Designated Staff & Ongoing
consultants and other skilled or unskilled labor Volunteer
may be counted as cost if the service is an
integral part of an approved project or program.
5. Rates for unskilled services shall be consistent Designated Staff & Ongoing
with those paid as Head Start unskilled staff. Volunteer
(Current minimum wage)
6. Rates for skilled servic es shall be consistent Designated Staff & Ongoing

with those paid for similar work in the labor
market (calculated in south central Tennessee
balance of state area OES wage survey) in which
the recipients compete for kind of services

Volunteer
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involved.

7. When professional services are furnished, Designated Staff & Ongoing
these services shall be valued at professional’s Volunteer

regular rate of pay, provided these services are in

the same skill of their profession(when not

submitted use OES)

8. Volunteer services shall be documented and Family Service Ongoing
supported by the same methods used by Head Worker

Start for its own employees, including time

records.

9. Mileage is calculated by state rate- obtain Family Service Ongoing
monthly by website thru TN.state Worker

10. Use an In-Kind Form when volunteering Designated Staff & Ongoing
Time or donated items. Volunteer

11. Place form in a central location that is Designated Staff Ongoing
accessible for volunteers.

12. Fill out form as follows: Designated Staff & Upon

Date when volunteering

Signature of volunteer

Print name of volunteer

Check appropriate program type

Check appropriate volunteer type

Fill in appropriate information  i.e.;

Date of service, type of service, events, hours,
items (list purpose for usage how it benefits the
program, what costs were saved through this
usage), total miles

Volunteer

volunteering

13. Staff will calculate rates and total values
And sign verification line to justify reasonable
usage to achieve program goals and objectives

Family Service
Worker

Upon receipt

14. Submit In-Kind Form to Head Start central

Designated Staff &

Upon receipt

office Volunteer
15. Lending House donations are not to be used Designated Staff & Ongoing
in In-Kind totals Volunteer

16. Copy Form and Input data in computer
system

Family Service
Worker

Upon receipt
Within 5days

17. Submit In-Kind form to Grantee Ramily Service Upon receipt
Worker Within 5 days
18. Forms used with procedure Designated Staff & Monthly
Volunteer
« OES Wage Survey
» GSA Basic/mileage rate
* IRS Publication 561- Determining the value Designated Staff & Yearly

¢ [n-Kind Form

Volunteer

http://tennessee.gov/labor-wfd/wages/South.pdf

http://www.gsa.gov/Portal/gsa/ep/contentView.do?entid=9646&contentType=GSA_BASIC
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Appendix D

UPPER CUMBERLAND HUMAN RESOURCE AGENCY
INFORMAL BID FORM INSTRUCTIONS
Revised April 28, 2006

Step #1 Obtain an Informal Bid Form for all purchases 0084nd up to $4, 999.99

» Item description and quantity to be bid: shouldalmescription of item(s) or service(s) that arduded
in this bid and the quantity needed.

¢ Vendors contacted: A minimum of three bids is regghifor purchases over $400 to $4, 999.99 unless
purchased from state or federal contracts. If yodekcide to purchase from state or federal corstract
you must include that contract number. State addréd contracts still require a purchase order and
proper documentation. If the item is on state defal contract but you do not want to purchasgon,
may use the contract price as one of your thre bid

In some cases, three bids are not possible. Itgomot give at least three competitive bids, yostmu
have documentation that proves you made an etiarbtain three competitive bids. Please double
check all vendor records to make sure that alhefibnformation is complete and correct. Bid will be
awarded to the vendor with the lowest cost unlpssific valid justifications are determined and
properly documented. Any award to other then theeldbidder must make an entry into the justificatio
for bypassing bid procedures section and attaefter lexplaining the circumstances.

» Justification for bypassing bid procedures: Thiswti only be used in case of special circumstances.
The Department Director and the purchasing departtmest prove bypassing the procedyrasr to
the purchase.You must state the circumstances and the necesgityrchase without properly bidding
the item or selecting a vendor other than the lowest.Poor or inadequate planning does not justify
bypassing the correct procedures.You may attach an additional sheet if necessary.

After you have completed the above informationggive bid form to your department director for aywait.
The director will place the vendor number of the kacipient in the space provided, signed for apglrto
purchase and list the programs and amounts or qages to be charged for that purchase.

Step #2 After completing the information abolre area that says (ABOVE INFORMATION MUST BE
COMPLETED BEFORE PURCHASE IS MADE) take the bidrfoto the purchasing department.

The purchasing department will review the bid fothtompleted correctly and procedures have bekowed,
purchasing will then take the bid for to accourdggble to be entered in the system. Purchasirigheih
approve the request and bring you a copy of thehase order. You can then purchase the item. Tthiobn
will remain in the purchasing department to bedfiéend held until the items are delivered and theices
received.

Step #3 When the item(s) are delivered and theited received, take the invoice to the purchasing
department. If you receive only a packing listniist go to the purchasing department also. Thehpsiog
department will contact someone about the recédigitenitem(s) and forward all paperwork to accounts
payable. (The correct charges must be listed omtluce.)

No purchase orders are to be issued until all phaas are followed and all approval signatureshtained !!!

Notice!!!
WIA programs must get written prior approviadm :
Tennessee Department of Labor and Workforce Dewsdmyp for purchases exceeding $2000.

Revised 4-11-2011
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UCHRA IFORMAL BID FORM
Purchases of $ 400.00 and Up to $ 4,999.99

Items Description and Quantity to be bid:

1. Company Name:
Address:
Phone #: Fax #
Date:
Contact Person; Web Address, etc.:
Price Quoted: ___S&H Charges: Total Cost:
Notes:

2. Company Name:
Address:
Phone #: Fax #
Date:
Contact Person; Web Address, etc.:
Price Quoted: ___S&H Charges: Total Cost:
Notes:

1. Company Name:
Address:
Phone #: Fax #
Date:
Contact Person; Web Address, etc.:
Price Quoted: ___S&H Charges: Total Cost:
Notes:

Notice: Ship to Address:
Signature of person taking bids X
Justification for bypassing proper bid procedures:

Director’s Approval to Purchase from Vendor #
Program(s) Charged Method of Payment: Invoice or Credit Card

Notice: If New Vendor You Must Get ID #
(ABOVE INFORMATION MUST BE COMPLETED BEFORE SUMITTA L TO PURCHASING DEPARTMENT)

Purchasing Department X
Date Purchase Order was Requested / /
P.O. #

Item(s) Order By:
Date Order;
Placed on Property Inventory Records 8701 Y N

Materials received and inspected by: X Date:

Is the original invoice with the correct charges aached? Y N
Original to Payables with P.O. Copy to Purchasindpept. File
Revised 05-25-2010
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UCHRA FORMAL BID FORM

Purchases Exceeding $ 5000.00
Sealed Bids Required

1. Description / Specifications of item(s) / servicesequired:

2. Sealed bids obtained from the following venders.

3. Justification for bypassing the formal bid procesgif applicable):

4. Department Director; | recommend the bid submittedby the following vendor be approved.

Signature: Date Approved:

Program(s) Charged: $ Amount:

5. Executive Director: | hereby approve this purchae of the above stated item(s) / service(s).

Signature: Date Approved:

6. Purchasing Officer: | authorize this Purchase Oder to be issued. Purchase Order number issued:
P.O. # Signature:

7. Item(s) / Service(s) above Ordered by: Date order:

8. Item(s) / Service(s) received / inspected by:

Signature: Date received:
9. Placed on Capital equipment listing: (yes) (no)
UCHRA tag: WIA: tag

(See data sheet for tag numbers assigned and s¢numbers.)
* |f More than One (1) Item*
10. Department Director: | hereby acknowledge rec@it of the above item(s) / service(s).
Signature :) texgned:

Revised 4-11-2011
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UPPER CUMBERLAND HUMAN RESOURSE AGENCY
TELEPHONE # 931-528-1127
FAX # 931-520-6478

PURCHASE REQUISTION FORM

TO: LEANNA McCLAIN

DATE;

PERSON REQUISTING P.O.NUMBER:
PHONE NUMBER:
FAX NUMBER:

VENDOR:
ADDRESS:
S.S.#/EIN #:

Item(s) Description $ Amount Program # To Be
Charged

For Central Office Use Only

Purchase Order Number:

Revised 4-11-2011
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Appendix E
Upper Cumberland Human Resource Agency

Deletion From Inventory Form
(Please Complete This Form and Forward It To The Pichasing and Property Departmen)

Deletion Date: / /
UCHRA WIA County or ltem Serial $ Program # | Reason | Method
Tag # Tag # Site Description Number Amount That For Of
Location Per Purchased | Deletion | Disposal

Item ltem

Coordinate or Site Manager Recommending This Delain: Signature

Property Managers: Signature

Director Authorizing This Deletion: Signature

Revised 4-11-2011
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Inventory Location Change Form

This form must be approved by the Dept. Director tkat purchased the item.
The County Coordinator, Site Manager Or The Designted Dept. Person In The Central Office Must Comple This Form,
Once This Form Has Been Completed, Please ForwardTThe Purchasing Department So Changes Can Be Made.

Date: / /
UCHRA WIA ltem Signature of Program Present New Location Person Authori zation
Tag# Tag# Description Director That Number Location Of of Item Being | Requesting Of
Purchased The | That Made Item Being Moved (Be Location Coordinator
Item Purchase Moved Specific) Change Site Manager
(Call Or Dept.
Purchasing) Designee

Revised 4-11-2011
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