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Members in Attendance:

Mike Perry, Jason Mumpower, Sondra Howe, Ted Hayden, Buddy Lea, Terry McKee, Jane
Greenlee, Rick Peppers, Terry Anderson, Scottie Domenico, Michelle Lane.

Others in Attendance:

Paul Krivacka, Shannon Howell, Toni Stuart, Melinda Parton, Bryan Chriske, Colleen Mallea,
Kyle Hunter, Sandra Braber-Grove, Laura Kinard, Robin Atwood, Kevin Scarborough, Andy
Kidd, Sheila Ewing-Agnew, Shay Oliphant, Charlotte McKinney.

I Call to Order: Mike Perry, Chief Procurement Officer and Advisory Council on State
Procurement Chairman, officially called the meeting to order and recognized that a
quorum of members were present.

II. Welcome to new Advisory Council Members: Chief Procurement Officer Perry
introduced Terry McKee as a new member of the Advisory Council on State Procurement
(“Council”) appointed by Speaker of the House Beth Harwell. Mr. Perry stated that Mr.
McKee serves as the IS and Procurement Director for Knoxville’s Community
Development Corporation (“KCDC”). Mr. Perry also introduced Jane Greenlee as a new
member of the Council appointed by Lt. Governor Ron Ramsey. Ms. Greenlee works for
3M Company as a Government Transportation Safety Specialist. Mr. Perry also
announced that Michelle Lane, Metropolitan Government of Nashville and Davidson
County, had been reappointed to the Council by Governor Bill Haslam to serve a full
term. Mr. Perry stated that these appointees bring a wealth of public and private
experience to the Council and expressed his hope that they would participate in the
Central Procurement Office (“CPO”) Policy Review Subcommittee.

II.  Minutes from the December 29, 2014 Meeting: Chief Procurement Officer Perry
asked if there were any corrections or additions to the minutes from the December 29,
2014 meeting. Seeing none, a motion was made by Jason Mumpower, Chief of Staff,
Comptroller’s Office, to accept the minutes as presented and he commended Council
members for attending on December 29. The motion was seconded by Buddy Lea,
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Iv.

Assistant Commissioner, Department of Finance and Administration. All members voted
in favor — none opposed.

New Business: Chief Procurement Officer Perry turned the floor over to Paul Krivacka,
Lead Attorney/Director of Category Management, Central Procurement Office, to discuss
the following New Business agenda items.

(1) Central Procurement Office Policy Number 2015-010, Statewide Purchasing Card
Policy and Procedures

M. Krivacka explained that this document was an important cornerstone to the
overall Purchasing Card program. Mr. Krivacka then summarized the following
points with regard to Central Procurement Office Policy Number 2015-010, Statewide
Purchasing Card Policy and Procedures (“Policy™):

¢ This document overhauls the State’s Purchasing Card (“P-Card”) program.
Significant changes to the existing program were necessary for the Central
Procurement Office to reach its goal of a 20% increase in P-Card spending.

e Approval of this policy is the first step in increasing the State’s P-Card use and
realizing increased rebates associated with increased P-Card use.

e Card types

o This policy expands the number of card types available to State
procurement professionals—purchases may be made using a physical or
virtual P-Card.

o A physical P-Card is similar to a consumer credit card, and the single
transaction limit for a physical P-Card is $10,000.

o A virtual P-Card involves a unique account number, embedded within
Edison that is securely transmitted to a vendor upon Edison-based
approval of a purchase transaction. It has all the protections that existing
payment mechanisms have within Edison.

= Virtual P-Cards can be used to make payments to any vendor that
is registered with the State and whose payment method has been
activated to “P-Card” in Edison. The transaction limit for virtual
P-Cards will be set by the bank and will be much higher than the
$10,000 physical P-Card transaction limit.

= State agencies can use virtual P-Cards to minimize the risk of
improper purchases by requiring approvals within Edison before
the purchase transaction is complete.

* The $10,000 single transaction limit for physical P-Cards does not
apply to virtual P-Cards; hence State agencies can use virtual P-
Cards to satisfy a broad range of their purchasing needs.

e This policy is a major improvement over the existing P-Card Manual.
o This policy expands the scope of P-Card uses.

= State agencies can use virtual P-Cards to make purchases from

statewide contracts, agency term contracts, and with any vendor



that has an existing procurement relationship with the State (e.g.,
small and informal purchases).
o This policy makes using the P-Card less bureaucratic and; therefore,
makes it easier to use.

* Card users reconcile transactions in Edison instead of manually
reconciling transactions. More document management and
approvals will be pushed down to the State agency level.

* Cardholders have the flexibility to provide several different forms
of documentation for their transactions.

o This policy empowers State agencies to develop their own internal P-Card
procedures.

* The statewide policy establishes minimum requirements for State
agency procedures but allows agencies to tailor their internal
documents to their unique organizational needs. The new program
will be much more decentralized.

* The CPO is currently drafting model State agency procedures that
can be used by State agencies; the CPO and the office of the
Comptroller of the Treasury (“COT”) will review and approve
each State agency’s policy.

* The policy clearly defines P-Card roles in the organization that are
ill-defined under the existing procedure (e.g. cardholders, users,
coordinators, and administrators).

Mr. Krivacka asked if there were any comments or questions regarding Central
Procurement Office Policy Number 2015-010, Statewide Purchasing Card Policy and
Procedures.

Michelle Lane asked if the P-Card spend was captured in the total overall spend
reported in the Governor’s Office of Diversity Business Enterprise (GoDBE) annual
report. Chief Procurement Officer Perry responded that the total was included in the
GoDBE annual report totals; however, diversity spend by P-Card had historically
been low due to transaction limits and inability to use P-Cards for contract purchases.
Mr. Perry and Mr. Krivacka indicated that P-Card spend was not reported separately
in the GoDBE annual report but was included in the aggregate totals by diversity
subcategory by agency.

Mr. Krivacka added that Section 14.2 of the proposed policy encouraged cardholders
and users to utilize GoDBE certified vendors for P-Card purchases.

Mr. Perry noted that if the Central Procurement Office Policy Number 2015-010,
Statewide Purchasing Card Policy and Procedures were to be approved for
recommendation by the Advisory Council then it would go to the Procurement
Commission on February 19 for approval. After approval by the Procurement
Commission, Mr. Perry emphasized that the Policy would go into effect using a
methodical, phased-in approach that would require significant pre-requisite training at
the State agency level. A pilot approach using specific contracts, such as office
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supplies, with specific departments would be used. Mr. Perry added that a great deal
of testing had already been done to follow documentation through the Edison
workflow to ensure that transactions could be processed properly and that the
program would be rolled out in a strategic and thoughtful manner that would mitigate
risk.

Mr. Mumpower stated that he had prepared three questions for the Council and that
Mr. Perry had touched on or answered them already but that he would like to ask
them for the record.

L.

In the last performance audit of the Department of General Services there were
two findings related to the P-Card program. Does this Policy take steps to address
those findings and if so, how?

Mr. Krivacka acknowledged the performance audit findings and responded as
follows:

e Audit finding #1: P-Card program staff did not ensure that State agencies
submitted payment card documentation in accordance with P-Card policies
and procedures.

¢ Audit finding #2: The Agency Coordinator for DGS’s P-Card program did
not properly document issuance of P-Cards to DGS employees. Thus, the
Comptroller could not determine whether the issuance of DGS’s P-Cards
conformed to P-Card policies and procedures.

Mr. Krivacka stated that other audit findings relative to risk assessments have
since been mooted by the fact that CPO now includes those two risk areas in CPO
risk assessments department-wide.

> The two audit findings occurred under the previous P-Card Policies and
Procedures Manual (“Manual”), a document that relied heavily on paper
documentation. This new proposed policy is a radical departure from the
Manual in that regard and will completely replace the previous Manual.

» Under this policy, Cardholders reconcile transactions in Edison, not
manually as they did under the Manual. All State agencies will maintain
documentation at the agency level pursuant to a set of procedures that will
be approved by the CPO and COT.

> Cardholders (users of physical P-Cards) may provide receipts, invoices,
and other types of documentation as evidence of their purchase
transactions in either physical or electronic form.

> For virtual P-Card transactions, the approved requisition and purchase
order serve as receipts and will be documented in the same way that any
other electronic payment in Edison is documented.



Mr. Mumpower thanked Mr. Krivacka and stated that it sounded like the
modernization of the Policy that would also incorporate the use of more modern
technology would address the stated concerns.

Mr. Mumpower then asked a second question:
2. When will the policy become effective and what is the implementation schedule?

Mr. Krivacka responded that if the Advisory Council recommended the Policy, it
would be presented to the Procurement Commission for approval on February 19 and
since this Policy contained somewhat radical changes when compared to the previous
Manual, a phased approach would be used for implementation. Taking into account a
period of training, pilot programs, and testing, Mr. Krivacka estimated that the
program would be implemented by May 2015. Mr. Krivacka stated that he
anticipated having a model set of procedures for the State agencies to adopt that
would be presented at the next Advisory Council meeting.

Chief Procurement Officer Perry also stated that Sheila Ewing-Agnew, Director of
Systems Management for the Central Procurement Office, was heading up the P-Card
program, coordinating necessary changes in Edison, assisting with development of
the prerequisite training program, intricately involved with testing of the program,
and has worked extensively with the state of Georgia to model the Tennessee
program after their successful program. Mr. Perry continued that a LEAN event had
been conducted recently to review the reconciliation process for the physical P-Cards
to improve that process. Mr. Perry stated that the Department of General Services
and the Department of Transportation would be the initial pilot agencies starting with
the office supply contract and slowly adding other contracts as the process was
debugged. Mr. Perry continued that some test orders with Staples had already been
processed through the new system successfully. Mr. Perry reiterated that the new
procedures would be implemented in a strategic and methodical manner and pre-
requisite training for all affected staff would be required as appropriate for their roles.
Mr. Perry indicated that this Policy was the result of months of research, work, and
testing and any future adjustments that might be needed would be brought before the
Advisory Council and Procurement Commission for review and approval.

Mr. Mumpower thanked Mr. Krivacka and Mr. Perry for their comments and pending
any further questions or comments made a motion to recommend the Central
Procurement Office Policy Number 2015-010, Statewide Purchasing Card Policy and
Procedures as presented to the Procurement Commission for approval. On behalf of
the Department of Finance and Administration, Mr. Buddy Lea commended the
Central Procurement Office on its work on the proposed policy and stated that it was
not an easy task to accomplish. Mr. Lea indicated that the CPO had recognized the
underutilization of the P-Card in years past as well as the cumbersome nature of
performing reconciliations and he stated that the goal of addressing these issues and
increasing P-Card spend and rebates was very admirable. Mr. Lea encouraged the
CPO to track spend and develop a formal feedback mechanism such as an agency
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user group to ensure that agency spend does actually increase and, if not, to follow-up
to determine why not. Mr. Lea continued that State agencies must implement
technical as well as behavioral changes in order for the new program to be successful.

Mr. Perry thanked Mr. Lea for his comments and stated that Sheila Ewing-Agnew
and her staff had actively been working with State agencies to determine top P-Card
users and as well as low P-Card users and would continue efforts to identify and
address any problem issues. Mr. Perry indicated that a long-term goal was to
collaborate with Higher Education to move toward a single P-Card provider for the
University of Tennessee, Tennessee Board of Regents, and State government that
could also be made available for use by local government. Mr. Perry stated that the
resulting volume of combined spend and rebates would be of great benefit to all
parties.

Seeing no other questions or comments, a second to Mr. Mumpower’s motion was
made by Mr. Lea to recommend the Central Procurement Office Policy Number
2015-010, Statewide Purchasing Card Policy and Procedures as presented to the
Procurement Commission for approval. All members voted in favor — none opposed.

(2) Amendment to FA Template and Edison Configurator Terms and Conditions

Mr. Krivacka summarized the following points with regard to the Amendment to FA
Template and Edison Configurator Terms and Conditions:

e The bond language in the FA Template and Edison configurator needed updating,
and CPO’s Risk Manager lead efforts to revise the optional bond terms.

¢ This request improves the existing bond payment bond language and adds a
second bond type for procurement professionals to include in contracts—a
performance bond.

e These new bond terms include instructional language that helps procurement
professionals determine whether to include a bond requirement and which bond is
appropriate.

Mr. Krivacka reviewed the following definitions for bond types:

Performance bond—used for construction projects and IT projects. If the
Contractor cannot fully perform, the surety must pay the difference between the
amount of the contract with Contractor and the amount required to hire someone who
completes performance.

Payment bond—used only when statutorily required (for public works projects).
This bond puts the surety on notice that it if the Contractor defaults or goes bankrupt,
the surety must pay the subcontractors, laborers, material men, etc.

Mr. Krivacka asked if there were any questions or comments regarding the
Amendment to FA Template and Edison Configurator Terms and Conditions. Mr.
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Perry stated that the new Risk Manager position in the Central Procurement Office
had been created at the suggestion of Comptroller Wilson and thanked the
Comptroller’s Office for its assistance with getting the necessary approvals and
support through the budget process to get the position created. Mr. Perry continued
that the position had been filled a few months ago and had already been very
beneficial to the CPO.

Mr. Krivacka added that the CPO Risk Manager had been working on changes to
CPO insurance language and coverage amounts in conjunction with the Risk Manager
at Treasury and he anticipated that a policy recommendation would be presented to
the Council at its next meeting.

Mr. Perry then asked if there were any comments or questions regarding the
Amendment to FA Template and Edison Configurator Terms and Conditions. Seeing
none, a motion was made by Mr. Mumpower to recommend the proposed
Amendment to FA Template and Edison Configurator Terms and Conditions as
presented to the Procurement Commission for approval. The motion was seconded
by Mr. Lea. All members voted in favor — none opposed.

Chief Procurement Officer Perry asked Mr. Krivacka if there were any other agenda
items to be presented and Mr. Krivacka indicated there were none.

Mr. Mumpower noted that he was aware of the extensive amount of work done by the
Policy Review Subcommittee prior to each Advisory Council meeting and expressed
his appreciation for the people who serve on the Subcommittee. Mr. Perry agreed and
stated that the Subcommittee members work many hours over many days reviewing
and improving the documents that are presented to the Advisory Council. Mr. Perry
also encouraged the new Advisory Council members to participate in the
Subcommittee meetings as their schedules allowed.

V. Adjournment: Seeing no other business, a motion for adjournment was made by Mr.
Lea and seconded by Mr. Mumpower. All members voted in favor — none opposed.
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MODEL STATE AGENCY PURCHASING
CARD PROCEDURES



Instructions: Replace or otherwise address red instructional text as indicated.

State Agency Name
State Agency Purchasing Card Procedures
Effective: Date

1. Overview.
It is the State Agency Name’s policy to use the State of Tennessee’s Purchasing Card for official

state government purchases. The Statewide P-Card Program Administrator has authority to
oversee administration of the P-Card program in State Agency Name. These State Agency
Purchasing Card Procedures (“State Agency Procedures”) govern aspects of the State Agency’s
P-Card program that are not addressed by the Statewide Policy.

2. Definitions.
“Agency Term Contract” means a State Agency contract in which a source or sources of supply
are established for a specified period of time at an agreed upon unit price or prices.

“Bank” means Citibank, NA, or any of its subsidiaries as the context may require.

“Cardholder” means the State Agency employee who is issued a physical P-Card to initiate
payments on behalf of the State.

“Cardholder Agreement” means the document signed by the Cardholder to verify that he or she
completed P-Card training, received a copy of the P-Card Policy, and understands the Policy.

“Cardholder Application” means the application completed by the Cardholder that is approved
by the Cardholder Supervisor and the State Agency P-Card Program Coordinator that is required
before a P-Card Account will be assigned to a Cardholder.

“Cardholder Supervisor” means the State Agency employee with supervisory authority over the
Cardholder.

“CitiManager®” means the online portal that provides Cardholders, State Agency P-Card
Program Coordinators, and the Statewide P-Card Program Administration Team the ability to
view and download statement information, update and manage accounts, set limits and
permissions, reset passwords, and process Cardholder requests.

“Central Procurement Office” or “CPO” means the State office established and empowered by
Tenn. Code Ann. § 4-56-104.

“Cycle (Credit) Limit” means the spending limit that restricts the total value of purchases a
Cardholder can make in one billing cycle.



“Merchant Category Codes” or “MCCs” means the specific Merchant Category Code, assigned
by an acquiring financial institution, that identifies the primary goods or services a vendor
provides.

“P-Card Account” means the unique account number assigned to a Cardholder as determined by
the Bank.

“P-Card Program” means the program established by the State and managed by the Central
Procurement Office whereby Cardholders and Virtual P-Card Users make purchases on behalf of

the State of Tennessee.

“Purchasing Card” or “P-Card” means a commercial card that allows organizations to take
advantage of the existing credit card infrastructure to make electronic payments for goods or
services. A P-Card is similar to a consumer credit card, but the card-using organization must pay
the card issuer in full each month. In these State Agency Procedures, the term “Purchasing
Card” or “P-Card” shall also include “Virtual Purchasing Cards” or “Virtual P-Cards” as the

context requires.

“Purchasing Card Profile” means the unique profile associated with a Cardholder that contains
monetary or MCC limits on the Cardholder’s ability to make purchases on behalf of the State.

“Single Transaction Limit” or “STL” means the mandatory spending limit that restricts the
amount of a single purchase regardless of the Cycle Limit on the card. These State Agency
Procedures establish the STL for physical P-Cards as Number ($ #).

“State” means the State of Tennessee, including its departments, agencies, and entities that fall
under its purview.

“State Agency” means the departments, agencies, and entities of the State of Tennessee other
than units of the University of Tennessee or Board of Regents systems.

“State Agency Approver” means the State Agency Employee who approves P-Card or Virtual P-
Card Transactions.

“State Agency P-Card Program Coordinator” means the employee within the State Agency who
manages the P-Card Program at the State Agency level.

“State Agency Procedures” shall mean the internal procedures of the State Agency, as approved
by the Central Procurement Office and the Comptroller of the Treasury, that govern issuance of a
P-Card or authorization to use a Virtual P-Card and documentation, supervision, approval, or
reconciliation of Transactions.

“State Agency Reconciler” means the State Agency employee responsible for all the functions
associated with post-purchase processing P-Card Transactions including account allocation and

providing a business purpose when required.



“Statewide Contract” means a contract for goods or services established by the Chief
Procurement Officer that all State Agencies must utilize and that may be used by local
governments, higher education and authorized not-for-profit entities.

“Statewide P-Card Program Administration Team” means the team within the Central
Procurement Office that is responsible for overseeing the P-Card Program.

“Statewide P-Card Program Administrator” means the employee within the Central Procurement
Office who is responsible for managing and overseeing the P-Card Program.

“Statewide Policy” means the Central Procurement Office’s Policy Number 2015-010, the
Statewide Purchasing Card Policy and Procedures.

“Transaction” means the purchase of goods or services through use of a P-Card or Virtual P-
Card.

“Vendor” means a person or legal entity with the legal capacity to enter into contracts and sue
and be sued who provides goods or services to the State through a contract or a purchase order.

“Virtual Purchasing Card” or “Virtual P-Card” means the unique account number, embedded
within Edison, which is assigned to a State Agency for payment of vendors with an existing
relationship with the State.

“Virtual P-Card User” or “User” means the State Agency employee who has a buyer or e-
procurement role in Edison, has undergone training on reconciliation, and is authorized to use a
Virtual P-Card to initiate payment transactions on behalf of the State.

3. Types of Accounts.

3.1. P-Card Accounts.
P-Card accounts are those that involve the issuance of a P-Card Account to an individual

Cardholder to further the official business of the State. Cardholders are limited to one
active physical P-Card.

3.2.  Virtual P-Cards.

Virtual P-Cards are cardless accounts that allow State Agency Name to pay for approved,
Edison purchase order transactions initiated by Virtual P-Card Users. A Virtual P-Card
may be used for payments to any vendor that is registered in the State’s vendor
registration system whose payment method has been activated to “P-Card” in Edison.
There is no STL for purchases made with a Virtual P-Card. The Bank determines the

Cycle Limit for Virtual P-Cards.



4. Records Retention Requirements.
Records Disposition Authority (RDA) SW23 applies to all P-Card documents and is available at
http://www.tnsos.net/rmd/rda/index.php. Under RDA SW23, State Agency Name must maintain
all documents related to issuance and use of P-Cards for five (5) years.
SW23 provides:
e P-Card documents may be maintained in either paper or electronic format, so long as the
electronic content has been verified for completeness, accuracy, and usability; and
e At the end of the five-year period, the documents must be destroyed.
Describe your Agency’s process for maintaining and destroying P-Card documents; include
whether documents will be maintained in paper format, electronic format, or both.

5. P-Card Program Roles and Responsibilities.

5.1.  State Agency P-Card Program Coordinator.

The State Agency P-Card Program Coordinator is the main point of contact between
State Agency Name and the Statewide P-Card Program Administration Team. State
Agency Name’s P-Card Program Coordinator’s responsibilities include:

e Providing the Statewide P-Card Program Administrator written notice within one
(1) business day of any changes in status of the State Agency P-Card Program
Coordinator;

e (Collaborating with the State Agency Name’s [insert title of the person who serves
as the Agency’s chief financial officer] to develop these Procedures and ensure it
addresses procedures unique to State Agency Name;

e Working with State Agency Name management to determine appropriate
Cardholder spending limits based on budget restrictions, job requirements,
historical spending patterns, and overall procurement practices;

Evaluating Cardholder spending limits against actual usage at least annually;
Terminating a Cardholder’s status as a Cardholder and cancelling P-Cards;
Ensuring Agency-wide reconciliation procedures provide for timely payment and
for allocation of Transactions to the general ledger at least monthly;

e Ensuring that Transactions are reconciled and supported by adequate
documentation, including use of Edison or CitiManager®, as appropriate; and
e Add other, non-conflicting responsibilities to reflect your Agency’s needs.

5.2.  Cardholder Supervisors.

Cardholder Supervisors must have a thorough knowledge of the Cardholders’ job
responsibilities in order to determine if purchases are job-related or otherwise authorized
by CPO rules, policies or procedures. The Cardholder Supervisor’s responsibilities

include:
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e (Carefully reviewing all documentation to ensure that it meets the minimum
requirements as set forth in the Statewide Policy before approving P-Card
Transactions;

e Approving, rejecting, or disputing all Transactions within the scheduled
timeframe;

e Ensuring that all documentation is submitted according to the Statewide Policy
and State Agency Procedures;

Maintaining knowledge of the Statewide Policy and State Agency Procedures;
Requesting reasonable spending limits in accordance with the and Statewide
Policy and State Agency Procedures; and
e Add other, non-conflicting responsibilities to reflect your Agency’s needs.
Any one Agency may have several Cardholder Supervisors.

5.3. State Agency Reconciler.

The State Agency Reconciler is the State Agency Name employee responsible for all the
functions associated with post-purchase processing of P-Card Transactions including
account allocation and providing a business purpose when required. A Reconciler
CANNOT make purchases using the P-Card belonging to a Cardholder for whom he or

she reconciles.

5.4. State Agency Approver.
This role may be performed by the Cardholder Supervisor. Determine and describe how

your Agency will address the State Agency Approver role. The information below should
be moved into the appropriate section if your Agency will assign this role to Cardholder
Supervisors only.
The State Agency Approver is the State Agency Name employee who approves
purchases made by the Cardholder to which he or she is assigned. The State Agency
Approver is responsible for ensuring authorized and appropriate P-Card use and correct
allocation of expenditures in accordance with policies of the Department of Finance and
Administration, Division of Accounts. State Agency Approvers should also review
receipts where appropriate to ensure compliance with the Statewide Policy, State Agency
Procedures, and Department of Finance and Administration, Division of Accounts
policies. No Cardholder may approve his or her own P-Card transactions nor may he or
she direct someone else to approve P-Card transactions in a manner that could violate the
Statewide Policy, State Agency Procedures, or Department of Finance and
Administration, Division of Accounts, policies. The State Agency Approver should not
report to the Cardholder whose transactions he or she is reviewing. A State Agency
Approver has the following responsibilities.
e Review Cardholder transactions to ensure that purchases made were:

o For the use and benefit of the State;

o Necessary for the official duties of the Agency;

o Made in accordance with CPO policies and procedures; and

o For goods or services actually received.

e [fa State Agency Approver is in doubt about any of the above, he or she should
immediately question the Cardholder and seek advice from the State Agency
Name’s P-Card Program Coordinator. Elaborate on this process as needed. Note



that if the Cardholder is unavailable for questioning, the Agency P-Card
Coordinator or the Statewide P-Card Administration Team may adjust the
Cardholder’s STL to one dollar ($1.00).

e Review, certify, and approve P-Card Transactions in accordance with these State

Agency Procedures.

e Immediately inform the Agency P-Card Program Coordinator of any misuse,
abuse or fraudulent use of a P-Card.

e Notify the Agency P-Card Program Coordinator of Cardholder transfers or
terminations. Elaborate on this process as needed. Note that the Statewide Policy
requires advanced notice if the State Agency Approver is aware of impending
personne] actions.

3.5. Cardholders.
Cardholders have the following duties and responsibilities as a condition for being issued

a P-Card:
e Reading and becoming familiar with the Statewide Policy and State Agency
Procedures;
Attending and passing the Cardholder / Approver training course;
Signing the Cardholder / Approver agreement;
Being responsible for all purchases made on the P-Card;
Adhering to the Statewide Policy, State Agency Procedures, and other applicable
policies and procedures; and
e Add other, non-conflicting duties and responsibilities to reflect your Agency’s
needs.

Only the authorized Cardholder whose name appears on the face of the P-Card shall use
the card. Neither the P-Card nor the account number that appears on the card may be
given to anyone other than the vendor from whom the Cardholder is making a purchase.
Add other, non-conflicting information on the Cardholder’s responsibility to protect the
security of the P-Card as needed.

The P-Card is for official State business use only and the purchase of personal or
disallowable goods or services is strictly prohibited. Misuse of the P-Card may result in
disciplinary action up to and including termination of employment and prosecution to the
extent permitted by law. Cardholders will be required to reimburse the State, including
sales tax, for any improper purchases.

5.6.  Virtual P-Card Users.
A Virtual P-Card User has authority to make purchases utilizing State Agency Name’s

local purchase authority and to make purchases from a Statewide Contract or Agency
Term Contract for official State business. Describe your Agency’s eligibility
requirements for Users and the training Users must complete before initiating any
Transactions with a Virtual P-Card. Minimum eligibility requirement: e-procurement or
buyer role in Edison. Minimum training requirement: training on reconciliation

procedures.



6. P-Card Issuance and Cancellation.
State Agency Name’s P-Card Program Coordinator is responsible for issuing all P-Cards within

the Agency and for deactivating P-Cards as necessary.

6.1.

P-Card Issuance.

The State Agency P-Card Program Coordinator shall not issue a P-Card until the
prospective Cardholder completes, in the following order, the Cardholder Application,
the Cardholder profile, P-Card training, and the Cardholder Agreement. The Cardholder
Agreement is evidence that the Cardholder completed P-Card training and received a
copy of the Statewide Policy. Add further details on the P-Card issuance process in your
Agency as needed. When creating Cardholder profiles, your Agency’s P-Card Program
Coordinator should ensure that a profile permits only those MCC groups that the
particular Cardholder needs to meet his or her job requirements.

6.2.

P-Card Cancellation.

The State Agency P-Card Program Coordinator has authority to terminate a Cardholder’s
status as a Cardholder and cancel P-Cards. Any cancelled P-Cards shall be cut down the
magnetic strip. Add further information about your Agency’s process for destroying
cancelled P-Cards as needed.

P-Cards shall be cancelled when any of the following occur:

Cardholder’s separation from employment for any reason;

Cardholder’s job status changes such that he or she no longer requires a P-Card,;
Cardholder reports the loss or theft of the P-Card;

Cardholder misuses the P-Card; or

Untimely approval of transactions. Add details on what your Agency will
consider untimely.

Add other, non-conflicting grounds for cancellation as needed.

7. P-Card Use.

7.1.

P-Card Processing Cycle.

The typical cycle for P-Card use is:

An individual Cardholder , with State Agency approved spending limits, initiates
a purchase using a P-Card;

The individual Cardholder retains an original, legible copy of the purchase’s
receipt for use in reconciliation;

Transactions are typically posted in the Edison P-Card module within 24-72 hours

after the purchase is made;
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e The Cardholder will log into the Edison P-Card module [insert how frequently
transaction review will occur in your Agency; minimum requirement is weekly]
to review transactions and account coding and take necessary action to correct
errors in the purchase details;

e The Cardholder and his or her State Agency Approver or Cardholder Supervisor
confirms or disputes Transactions posted to the card account;

The credit line is replenished for the amount of the Transactions;

The Cardholder will receive a hard-copy Bank statement monthly;

The hard-copy Bank statement and original receipts will be sent to the State
Agency Reconciler for final reconciliation;

e The State Agency Reconciler will reconcile all Transactions by [specify your .
Agency’s reconciliation process, including how frequently reconciliation will
occur; under section 9.3 of the Statewide Policy, reconciliation be completed in
Edison unless the CPO approves an alternate method]; and

e The State Agency Reconciler prepares all documentation for retention by [specify
your Agency’s record retention process; refer to section 4 for record retention
requirements].

7.2.  Purchasing Rules.

The P-Card is a mechanism for making purchases. Existing State laws governing
procurement, accounts payable, records retention, and other applicable laws must still be
followed. All procurement rules of the CPO apply when using the P-Card.

7.3.  Credits.

If a Cardholder returns merchandise, a credit should be issued to the Cardholder’s P-Card
and a credit receipt obtained. Under no circumstances should a Cardholder receive cash
or a credit voucher. The Cardholder or State Agency Approver or Cardholder Supervisor
is responsible for reviewing CitiManager® to ensure that credits are received and, if not,
file the appropriate paperwork for disputed items. Cardholders should avoid Vendors
with restrictive merchandise return policies.

7.4.  Disputing Transactions.

If there is a problem with a Transaction, the Cardholder must first attempt to reach a
resolution directly with the Vendor. In most cases, disputes can be resolved between the
Cardholder and the Vendor. The Vendor will usually issue a credit.

The Cardholder should document all attempts to resolve a problematic Transaction. If the
disputed Transaction involves a reservation or order that has been cancelled, the
Cardholder is responsible for obtaining a cancellation number. If efforts to resolve the
problem with the Vendor are unsuccessful or if a credit does not appear in
CitiManager®, the Cardholder should file the appropriate dispute paperwork with the
Bank and contact State Agency Name’s P-Card Program Coordinator.



If a Citibank Statement contains a Transaction that needs to be disputed, the Cardholder
should contact Citibank Customer Service at 1-800-248-4553, Option #0 to initiate the
dispute process, and contact State Agency Name’s P-Card Program Coordinator to ensure
the disputed transaction has been documented. If the dispute cannot be resolved between
the Cardholder and the Bank, the Cardholder shall immediately notify the State Agency
Name’s P-Card Program Coordinator and [describe your Agency’s process for disputing
a transaction under these circumstances].

7.5.  Declined Purchase Transactions.
On occasion, a Cardholder’s purchase transaction may be declined. Cardholders should

contact Citibank Customer Service at 1-800-248-4553, option #0 to determine the reason
for the decline before contacting State Agency Name’s P-Card Program Coordinator for

assistance.

7.6.  Lost or Stolen P-Cards.

If a P-Card is lost, stolen, or the card information has been compromised, the Cardholder
must immediately contact Citibank Customer Service at 1-800-248-4553. Citibank will
request the following information:

Cardholder’s name

P-Card account number

Last four digits of the Cardholder’s SSN

Circumstances surrounding loss or theft of the card

Any purchase(s) made prior to the card being lost or stolen

Upon notifying Citibank of a lost, stolen, or compromised P-Card, outstanding
authorizations will be confirmed and further use of the P-Card will be blocked by
Citibank. Neither the State nor the Cardholder will be responsible for fraudulent charges
made to a promptly reported lost or stolen card.

7.7.  Cardholder Transfer or Separation from Employment.

If a Cardholder’s separation from employment or transfer to another State position is
planned, P-Card use shall be discontinued prior to Cardholder’s separation from
employment or transfer to allow sufficient time for submission of receipts and processing
of outstanding charges before the Cardholder leaves or transfers. In the event of
unplanned separation from employment, the Cardholder’s P-Card shall immediately be
deactivated and the Cardholder shall discontinue P-Card use upon separation from

employment.

Internal Controls.

A strong system of internal controls is essential for detection and deterrence of fraud, misuse, or
abuse of the P-Card. Internal controls include policies, procedures, training, spending limits,
Merchant Category Code restrictions, prompt reconciliation, and prompt account distribution.



Your State Agency must establish an internal control structure that ensures compliance with the
State’s procurement laws, CPO rules, policies and procedures, the Statewide Policy, and the
terms and conditions of P-Card established by the Bank. In the event that your Agency’s P-Card
Coordinator is also a Cardholder, the internal control structure shall include independent review
of the Coordinator’s P-Card Account activity at least monthly. The State Agency employee who
serves as the Agency’s chief financial officer is responsible for developing and reviewing the
State Agency Procedures and ensuring that sound accounting practices and internal controls are

in place and enforced.

8.1.  Annual Review of State Agency Name’s P-Card Program.

The Statewide Policy requires each State Agency to have an independent review of the
Agency’s P-Card program each year. Describe how this annual, internal, independent
review will occur in your Agency, including who will perform the review (State
Agency’s P-Card Coordinator, State Agency’s internal audit unit, or other business unit
assigned State Agency audit responsibilities) and what the review will consist of. At
minimum, the review shall evaluate the adequacy of the State Agency P-Card program’s:
(a) State Agency Procedures; (b) Cardholder spending limits; (c) monthly reconciliation
procedures; and (d) documentation for Transactions. Include results of the review in your
Agency’s annual risk assessment.

8.2.  Cardholder Spending Limits and P-Card Use.

The State Agency Name employee who serves as the Agency’s chief financial officer
may establish a Single Transaction Limit (STL) of up to the ten thousand dollar
($10,000) maximum for Cardholders as he or she determines appropriate taking into
account the State Agency’s overall needs. State Agency Name’s P-Card Program
Coordinator will review Cardholder spending limits [insert frequency of review;
minimum is annually] to determine if actual usage is consistent with spending limits.
Cardholders are prohibited from splitting a single purchase between one or more P-Cards
or between a Card transaction and a purchase order to circumvent the STL or CPO rules,

policies or procedures.

8.3.  Dormant Cards.
When a P-Card has not been used for length of time, it will be considered inactive.

Describe how your Agency will respond when a P-Card is deemed inactive. The CPO
recommends reducing the Cycle Limit of any P-Card that has not been used within
twelve (12) complete cycles to one dollar ($1). When a P-Card has not been used for
length of time, State Agency Name’s P-Card Program Coordinator will conduct a review
to determine if the Cardholder still needs a P-Card. Add further details about the review
of dormant cards as needed.
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10.

Documentation, Reconciliation, and Accounting,

9.1. Documentation
Describe your Agency’s procedures for documentation of Transactions. At minimum,

your procedures shall require Cardholders to provide invoices or receipts (either
electronic or hard copy format) for all Transactions. Invoices or receipts shall include: (a)
the Vendor’s name, location, and contact information; (b) line item details, including
quantity, description, unit price, and total price; and (c) a line showing the State was not
charged for sales tax. If your Agency decides to use logs as a form of documentation,
specify procedures for maintaining logs. Include procedures for lost receipts and describe
any consequences if a Cardholder loses receipts more than three (3) times during a fiscal
year. Consult section 10.2 of the Statewide Policy for further guidance receipts.

9.2.  Reconciliation.
Reconciliation of Transactions is performed in Edison. Note that reconciliation cannot be

performed manually unless your Agency has obtained approval from the CPO.
Cardholders will reconcile Transactions [insert frequency; minimum requirements under
the Statewide Policy: weekly]. Add further, non-conflicting information about
reconciliation to reflect your Agency’s needs.

9.3.  Allocation to the General Ledger.
Describe your Agency’s procedures for allocation of charges to the general ledger. The

procedures must ensure: (a) compliance with State accounting and budgetary policies;
and (b) all Transactions are allocated to the general ledger before the end of the billing

cycle.
Prohibited Purchases and Transactions.

10.1. Prohibited Purchases.
Cardholders are prohibited from using a physical P-Card for the following types of

purchases, payments, or transactions:
e Goods or services not directly related to job responsibilities or other official State
of Tennessee business, i.e., personal purchases;
e Cash withdrawals, including ATM or debit withdrawals;
e Travel expenses;
e Telephone billings;
e Political publications of any sort;
e Utility billings and connection fees;
e Rental of passenger vehicles of any kind;
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e Artifacts for historical or commemorative purposes (except for the State
Museum);

e An employee’s moving expenses;

e Purchases of any motor vehicle fuel for any vehicle of equipment leased from the
Department of General Services’ Division of Motor Vehicle Management
("MVM”);

e Back orders or partial shipments—goods or services must be in stock or otherwise
available at the time of purchase;

e Purchases made using a P-Card or other account by someone other than the
Cardholder or account holder;

e Service awards for state employees;

e Awards for private citizens;

e Honoraria expenses;

e Insurance policies;

e Gift cards or gift certificates; and

e Any goods or services related to political activity as defined under “The Little
Hatch Act,” Tenn. Code Ann. §§ 2-19-201 through 208.

As provided above, Cardholders are prohibited from using a P-Card for the purchase of
any goods or services not directly related to job responsibilities or other official State
business. Intentional use of a P-Card for any purposes other than State business will
result in disciplinary action, up to and including termination from State employment or
criminal prosecution.

10.2. Split Purchases Prohibited.

Tenn. Code Ann. § 12-3-503(b) and CPO Policy Number 2013-003 authorize State
Agencies to make a purchase without soliciting quotes or proposals from multiple
vendors when the total value of the purchase is ten thousand dollars ($10,000) or Iess.
Cardholders are prohibited by Tenn. Code Ann. § 12-3-503(b)(2) from splitting a
transaction between two or more transactions on a single account, two or more
transactions on multiple accounts, or two or more transactions using the P-Card and a
purchase order, in order to circumvent the STL imposed on the P-Card. The STL for P-
Card purchases using a physical P-Card is ten thousand dollars ($10,000) unless your
State Agency designates a lower STL in its State Agency Procedures.

10.3. Payment of Sales and Use Tax.

Under Tenn. Code Ann. § 67-6-329(a), purchases made in Tennessee and for the use and
benefit of the State of Tennessee are exempt from Tennessee sales tax. Cardholders
should obtain an exemption certificate from the Department of Revenue website and
present it to each Vendor. Purchases made in other states may be subject to that state’s
sales tax. The Cardholder must be diligent when dealing with the Vendor regarding

taxes.
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e If the Vendor cannot deduct the sales tax because of pre-set controls within its
computer systems or will not honor the exemption, the Cardholder may
continue with the purchase but must note the refusal on the receipt or invoice.

e In the event a Cardholder is inappropriately charged for sales tax, he or she
shall seek a credit refund of any sales taxes to the P-Card account. Vendors
may only credit the State’s P-Card Account and may not refund erroneously
paid taxes through other means, including cash, gift cards, or store credit.

e The Cardholder is required to maintain documentation of his or her attempts
to obtain credit for any Tennessee Sales and Use Tax charged to the P-Card
Account in error. Add further, non-conflicting information about
documentation of attempts to obtain credit as needed.

11.  Purchases Reserved for the Designated State Agency Name Central Fiscal Office
Cardholder
Only the person designated by State Agency Name’s [title of Agency employee who serves as
the Agency’s chief financial officer] may use his or her individual P-Card for the following
purchases:
e Tuition, fees, and supplies for training individuals;
Internet, newspaper, radio, or television advertisements;
Subscriptions to newspapers, periodicals, newsletters, or pamphlets;
Organization membership dues;
Charges for meeting rooms and attendant expenses in excess of two hundred dollars
(8200) per day or for more than five (5) days;
Convention or registration fees; and
Association entry fees.

12.  Surcharges and Convenience Fees.
Many vendors charge a “credit card processing fee” or “convenience fee” for accepting credit
cards including the P-Card. These types of fees are strictly regulated by Visa and MasterCard.

According to Visa’s “Card Acceptance and Chargeback Management Guidelines for Merchants”
available on Visa’s website, credit card surcharges are allowed but cannot be more than the
amount the vendor’s bank charges them for processing the transaction. Also, the vendor cannot
charge both a surcharge and a convenience fee, explained below.

The maximum allowable Visa-mandated surcharge is four percent (4%) and must be shown as a
line item on the detailed invoice or receipt. Whenever a Vendor charges a surcharge, the
following rules apply:

e The Vendor must have provided Visa and its bank at least thirty (30) days notification
of their intent to impose surcharges;

e The fact that the Vendor imposes surcharges must be clearly posted on the door and
at point-of-sale for physical locations and on web sites when sales are made via the
internet; and

e The Vendor must inform the Cardholder or User:

o Ofthe exact percent of the surcharge;
o That the Vendor is the entity assessing the surcharge;
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o That surcharges are applicable on credit transactions only; and
o That the surcharge is not greater than what the vendor pays to Visa.

For any Transaction where the Vendor has charged a surcharge, a Cardholder or User must
obtain a copy of the acknowledgement letter sent to the Vendor by Visa authorizing the Vendor
to impose a surcharge. A copy on file with the State Agency Name’s P-Card Program
Coordinator will be sufficient.
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Policy Number 2015-010
Central Procurement Office
Statewide Purchasing Card Policy and Procedures

Effective: Eebruary-19,2015DATE
Prepared by: The Central Procurement Office of the State of Tennessee

1. PROGRAM OVERVIEW,.

The State of Tennessee Purchasing Card Program streamlines the State’s payment process for
goods and services by eliminating the administrative burdens and costs associated with the State’s
traditional payment methods. The Program’s objective is to simplify the documentation necessary
for State Agency purchases by placing P-Cards in the hands of Cardholders. Cardholders may use
the P-Card to purchase the types of goods and services subject to this Policy. Personal purchases

are prohibited.

2% DEFINITIONS.
“Agency Term Contract” means a State Agency contract in which a source or sources of supply are

established for a specified period of time at an agreed upon unit price or prices.
“Bank” means Citibank, NA, or any of its subsidiaries as the context may require.

“Cardholder” means the State Agency employee who is issued a physical P-Card to initiate
payments on behalf of the State.

“Cardholder Agreement” means the document signed by the Cardholder to verify that he or she
completed P-Card training, received a copy of the P-Card Policy, and understands the Policy.

“Cardholder Application” means the application completed by the Cardholder that is approved by
the Cardholder Supervisor and the State Agency P-Card Program Coordinator that is required
before a P-Card Account will be assigned to a Cardholder.

“Cardholder Supervisor” means the State Agency employee with supervisory authority over the
Cardholder.

“CitiManager®” means the online portal that provides Cardholders, State Agency P-Card Program
Coordinators, and the Statewide P-Card Program Administration Team the ability to view and
download statement information, update and manage accounts, set limits and permissions, reset
passwords, and process Cardholder requests.

“Central Procurement Office” or “CPO” means the State office established and empowered by
Tenn. Code Ann. § 4-56-104.

“Cycle (Credit) Limit” means the spending limit that restricts the total value of purchases a
Cardholder can make in one billing cycle.
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“Fiscal Director” means that State Agency employee, regardless of his or her particular title, who
serves as the Agency’s chief financial officer.

“Merchant Category Codes” or “MCCs” means the specific Merchant Category Code, assigned by
an acquiring financial institution, that identifies the primary goods or services a vendor provides.

“P-Card Account” means the unique account number assigned to a Cardholder as determined by
the Bank.

“P-Card Program” means the program established by the State and managed by the Central
Procurement Office whereby Cardholders and Virtual P-Card Users make purchases on behalf of
the State of Tennessee.

“Purchasing Card” or “P-Card” means a commercial card that allows organizations to take
advantage of the existing credit card infrastructure to make electronic payments for goods or
services. A P-Card is similar to a consumer credit card, but the card-using organization must pay
the card issuer in full each month. In this Policy, the term “Purchasing Card” or “P-Card” shall
also include “Virtual Purchasing Cards” or “Virtual P-Cards” as the context requires.

“Purchasing Card Profile” means the unique profile associated with a Cardholder that contains
monetary or MCC limits on the Cardholder’s ability to make purchases on behalf of the State.

“Single Transaction Limit” or “STL” means the mandatory spending limit that restricts the amount
of a single purchase regardless of the Cycle Limit on the card. This Policy establishes the STL for
physical P-Cards as ten thousand dollars ($10,000).

“State” means the State of Tennessee, including its departments, agencies, and entities that fall
under its purview.

“State Agency” means the departments, agencies, and entities of the State of Tennessee other than
units of the University of Tennessee or Board of Regents systems.

“State Agency P-Card Program Coordinator” means the employee within the State Agency who
manages the P-Card Program at the State Agency level.

“State Agency Approver” means the State Agency Employee who approves P-Card or Virtual
P-Card Transactions.

“Statewide Contract” means a contract for goods or services established by the Chief Procurement
Officer that all State Agencies must utilize and that may be used by local governments, higher
education and authorized not-for-profit entities.

“Statewide P-Card Program Administrator” means the employee within the Central Procurement
Office who is responsible for managing and overseeing the P-Card Program.
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“Statewide P-Card Program Administration Team” means the team within the Central
Procurement Office that is responsible for overseeing the P-Card Program.

“State Agency Reconciler” means the State Agency employee responsible for all the functions
associated with post-purchase processing P-Card Transactions including account allocation and

providing a business purpose when required.
“Transaction” means the purchase of goods or services through use of a P-Card or Virtual P-Card.

“Vendor” means a person or legal entity with the legal capacity to enter into contracts and sue and
be sued who provides goods or services to the State through a contract or a purchase order.

“Virtual Purchasing Card” or “Virtual P-Card” means the unique account number, embedded
within Edison, which is assigned to a State Agency for payment of vendors with an existing
relationship with the State. “Virtual P-Card User” or “User” means the State Agency employee
who has a buyer or e-procurement role in Edison, has undergone training on reconciliation, and is
authorized to use a Virtual P-Card to initiate payment transactions on behalf of the State.

3. TYPES OF ACCOUNTS.
This Policy recognizes two general account types: P-Card Accounts and Virtual P-Card accounts.

P-Card Accounts and Virtual P-Card accounts can be used only for official State business as set
forth in this Policy. P-Cards must be surrendered or Virtual P-Card accounts closed upon the
Cardholder’s transfer to another State Agency, separation from state employment, or upon demand
by the Cardholder Supervisor, the State Agency P-Card Program Coordinator or the Statewide
P-Card Program Administrator.

3.1. P-Card Accounts.
P-Card accounts are those that involve the issuance of a P-Card Account to an individual

Cardholder to further the official business of the State. Cardholders are limited to one
active physical P-Card.

3.2. Virtual P-Cards.

Virtual P-Cards are cardless accounts that allow State Agencies to pay for approved,
Edison purchase order transactions initiated by Virtual P-Card Users. The account number
is “embedded” in the Edison P-Card module and is securely transmitted to the vendor upon
Edison-based approval of a User’s purchase order transactions. A Virtual P-Card may be
used for payments to any vendor that is registered in the State’s vendor registration system
whose payment method has been activated to “P-Card” in Edison. Virtual P-Card accounts
allow for greater ease of use (multiple buyers can leverage the same payment device), as
well as enhanced control through absence of a physical card and spending limits. The State
Agency P-Card Coordinator should contact the Statewide P-Card Program Administrator
for more information on Virtual P-Cards.

The ten thousand dollar ($10,000) STL that applies to physical P-Cards does not apply to
Virtual P-Cards; there is no STL for purchases made with a Virtual P-Card. The Bank
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determines the Cycle Limit for Virtual P-Cards. Each State Agency is limited to one (1)
Virtual P-Card Account.

3.2.1. Records Retention Requirements.

The Office of the Secretary of State oversees Tennessee’s Records Management
Division, the State Agency that provides guidance on disposition, retention, and
destruction of state records. Records Disposition Authority (RDA) SW23 applies
to all P-Card documents. RDA SW23 requires that State Agencies maintain
documents related to P-Card issuance and use for five (5) years and destroy them at
the end of the five-year period. P-Card documents may be maintained in either
paper or electronic format, so long as the electronic content has been verified for
completeness, accuracy, and usability. RDA SW23 is available in its entirety at
http://www.tnsos.net/rmd/rda/index.php.

3.2.2. Internal Revenue Service 1099 Reporting.

In 2011, the Internal Revenue Service announced changes to the Internal Revenue
Code, Section 6050W, which shifted the burden of payment reporting requirements
from the purchaser to the vendor’s bank when the P-Card is the payment method
for a reportable transaction. Because of the shift in responsibility, participants in
the Program are no longer required to report total P-Card transactions in excess of
six hundred dollars ($600) with certain vendors. Reporting for all other payment
methods, including checks, Automated Clearing House, or other means, will
remain the responsibility of the State Agency making payment. Cardholders
should consult the tax specialists at their State Agency for further information or
details regarding Internal Revenue Service 1099 reporting requirements.

4. OVERVIEW OF P-CARD PROGRAM ROLES AND RESPONSIBILITIES.

The CPO is the State Agency that is primarily responsible for managing, overseeing, and
coordinating the P-Card Program. The Statewide P-Card Program Administrator is the employee
within the CPO who has the direct, day-to-day responsibility for managing, overseeing, and
coordinating the P-Card Program between the CPO and State Agencies. The State Agency P-Card
Coordinator is the employee within each State Agency who has been appointed to supervise
Cardholders and manage and coordinate the P-Card Program within his or her State Agency in
compliance with this Policy. The Cardholder Supervisor is the State Agency employee with
supervisory authority over the Cardholder who ensures that transactions are properly reconciled
and reported to the Department of Finance and Administration (“F&A”), Division of Accounts.
State Agency Reconcilers are the employees within a State Agency who are responsible for
reconciling P-Card transactions. The State Agency Approver is the employee within the State
Agency who approves P-Card Transactions. The Cardholder is the specially-trained employee
within a State Agency responsible for purchasing goods or services on behalf of the State of
Tennessee using a physical P-Card. In the interests of segregating duties and responsibilities, State
Agency Reconcilers shall not be Cardholders.

S. P-CARD PROGRAM ROLES AND RESPONSIBILITIES.
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5.1.  P-Card Processing Cycle Overview.
The typical cycle for P-Card usage is:

An individual Cardholder, with State Agency approved spending limits,
initiates a purchase using a P-Card;

The individual Cardholder retains an original, legible copy of the purchase’s
receipt for use in reconciliation (see Section 10.2 for more information on
receipts);

Transactions are typically posted in the Edison P-Card module within 24-72
hours after the purchase is made;

The Cardholder will log into the Edison P-Card module on a weekly basis to
review transactions and account coding and take necessary action to correct
errors in the purchase details;

The Cardholder and his or her State Agency Approver confirms or disputes
Transactions posted to the card account;

The credit line is replenished for the amount of the Transactions;

The Cardholder will receive a hard-copy Bank statement monthly;

The hard-copy Bank statement and original receipts will be sent to the State
Agency Reconciler for final reconciliation;

The State Agency Reconciler will reconcile all Transactions in accordance with
the State Agency P-Card Policy; and

The State Agency Reconciler prepares all documentation for retention.

5.2. Statewide P-Card Program Administrator.
The Statewide P-Card Program Administrator serves as the primary point-of-contact in the
CPO for the P-Card Program. The Statewide P-Card Program Administrator’s role, duties

and responsibilities include:

Establishing written internal procedures to ensure compliance with state
procurement statutes, rules, policies and procedures, including this Policy, and
reviewing each State Agency’s internal P-Card policy;

Developing written internal procedures for requesting exceptions to either state
or internal policy requirements;

Ensuring that State Agency Transactions are audited at least annually;
Developing State Agency specific training for all Cardholders, State Agency
Approvers, State Agency Reconcilers, and State Agency Supervisors;
Developing appropriate refresher training to be delivered at least annually; and
Notifying State Agency P-Card Program Coordinators of changes in state rules,
policies or procedures.

5.3. State Agency P-Card Program Coordinator.
The State Agency P-Card Program Coordinator serves as the main point-of-contact
between the State Agency and the Statewide P-Card Program Administration Team.

The State Agency must provide the Statewide P-Card Program Administrator written
notice within one (1) business day of any changes in status of the State Agency P-Card
Program Coordinator.
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The State Agency P-Card Program Coordinator’s role, duties, and responsibilities include:

e Collaborating with the Agency’s Fiscal Director to develop and maintain the
State Agency’s internal P-Card policy to address policy areas unique to the
State Agency or that are not covered by this Policy;

e Working with State Agency management to identify job titles, positions, or
Edison roles that require use of a P-Card or Virtual P-Card;

e Working with State Agency management to determine appropriate Cardholder
spending limits based on budget restrictions, job requirements, historical
spending patterns, and overall procurement practices;

Evaluating Cardholder spending limits against actual usage at least annually;
Terminating P-Carda Cardholder’s status if necessary (e.g., due to separation
from employment, transfer to another State Agency, low P-Card usage) and
cancelling a P-Card;

e Ensuring Agency-wide reconciliation procedures provide for timely payment
and for allocation of Transactions to the general ledger at least monthly; and

e Ensuring that Transactions are reconciled and supported by adequate
documentation, including use of Edison or CitiManager®, as appropriate.

S5.4. Cardholder Supervisors.
The Cardholder Supervisor responsible for supervising Cardholders must have a thorough

knowledge of the Cardholders’ job responsibilities in order to determine if purchases are
job-related or otherwise authorized by CPO rules, policies or procedures. The Cardholder
Supervisor’s role, duties, and responsibilities include:

e Before approving the P-Card transactions, either by signing a transaction log or
statement or signing off on transactions electronically, carefully reviewing all
documentation to ensure that all documentation meets the minimum
requirements as set forth in this Policy;

e Approving, rejecting, or disputing all Transactions within the scheduled
timeframe;

e Ensuring that all documentation is submitted according to the State Agency’s
internal procedures and this Policy;

e Maintaining knowledge of State Agency internal procedures and policies and
this Policy; and

e Requesting reasonable spending limits in accordance with State Agency
internal procedures and policies and this Policy.

5.5. State Agency Reconciler.

The State Agency Reconciler is the State Agency employee responsible for all the
functions associated with post-purchase processing of P-Card Transactions including
account allocation and providing a business purpose when required. A Reconciler
CANNOT make purchases using the P-Card belonging to a Cardholder for whom he or she

reconciles.

5.6. State Agency Approver.

30



The State Agency Approver is the State Agency employee who approves purchases made
by the Cardholder to which he or she is assigned. This role may also be performed by the
Cardholder Supervisor. By approving each P-Card transaction, the Approver exercises
critical control by ensuring authorized and appropriate P-Card use and correct allocation of
expenses in accordance with related policies of F& A, Division of Accounts. State Agency
Approvers should also review receipts where appropriate to ensure compliance with this
Policy and F&A, Division of Accounts policies. No Cardholder may approve his or her
own P-Card transactions nor may he or she direct someone else to approve P-Card
transactions in a manner that could violate this Policy or applicable policies of F&A,
Division of Accounts. As a general rule, the State Agency Approver should not report to
the Cardholder whose transactions he or she is reviewing. A State Agency Approver has
the following responsibilities:

e Review Cardholder transactions to ensure that purchases made were:

o For the use and benefit of the State of Tennessee;

o Necessary for the official duties of the agency;

o Made in accordance with CPO policies and procedures;
o For goods or services actually received.

e [fa State Agency Approver is in doubt about any of the above, the State Agency
Approver should immediately question the Cardholder and seek advice from
the State Agency P-Card Program Coordinator or the Statewide P-Card
Program Administrator.

e Immediately inform the State Agency P-Card Program Coordinator of any
misuse, abuse or fraudulent use of a P-Card.

e If the Cardholder is unavailable for questioning, the State Agency P-Card
Program Coordinator or the Statewide P-Card Program Administration Team
may adjust the Cardholder’s STL to one dollar ($1.00). The State Agency
Approver shall notify the State Agency P-Card Program Coordinator of
Cardholder transfers or terminations. Advanced notice is required if the State
Agency Approver is aware of impending personnel actions.

e Review, certify, and forward Cardholder transaction log pages, receipts or
cycle statements in accordance with this Policy.

5.7.  Cardholders.
An important participant in the P-Card Program is the Cardholder. The Cardholder is a key

element in making the P-Card Program successful.

5.7.1. Cardholder Responsibilities.
The State is responsible for payment to Citibank. Therefore, P-Cards are issued to
the State and assigned on its behalf to specific Cardholders. No credit checks will
be performed on individual employees nor will account activity be reported to
credit rating agencies. Cardholders have the following duties and responsibilities
as a condition for being issued a P-Card:

e Reading and becoming familiar with this Policy;

e Attending and passing Cardholder / Approver training course;

e Signing Cardholder / Approver agreement;

e Being responsible for all purchases made on the P-Card; and
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e Adhering to this Policy and other applicable rules, policies, and
procedures.

5.7.2 Cardholder Misuse.
Each Cardholder is responsible for the purchases made on the P-Card that is
assigned to them. Cardholders are required to adhere to applicable CPO rules,

policies, procedures, and this Policy.

Use of a P-Card is a privilege based on trust. A Cardholder is trained and
understands the penalties for abuse of the P-Card. The P-Card is for official State
business use only and the purchase of personal or disallowable goods or services is
strictly prohibited. Misuse of the P-Card may result in disciplinary action up to and
including termination of employment and prosecution to the extent permitted by
law. Cardholders will be required to reimburse the State, including sales tax, for
any improper purchases.

5.8.  Virtual P-Card Users.
Virtual P-Card Users are critical to the P-Card Program’s success. A User has authority to

make purchases utilizing his or her Agency’s local purchase authority and to make
purchases from a Statewide Contract or Agency Term Contract for official State business.
State Agency employees with an e-procurement or buyer role in Edison are eligible to be
Users. Users must complete training on reconciliation procedures before initiating any
Transactions with a Virtual P-Card.

6. P-CARD SECURITY.
The security of each P-Card is the Cardholder’s responsibility. Every precaution should be used to

protect the account number. The account number should never be left in a conspicuous place.

Use of the P-Card is restricted to the authorized Cardholder whose name appears on the face of the
card and may not be loaned to any other person. The account number that appears on the P-Card
must not be given to any individual other than the vendor from whom the Cardholder is making a

purchase.

6.1. Lost or Stolen Cards.
If a P-Card is lost, stolen, or the card information has been compromised, the Cardholder

must immediately contact Citibank Customer Service at 1-800-248-4553. Upon such
notification, outstanding authorizations will be confirmed and further use of the P-Card
will be blocked by Citibank. Neither the State nor the Cardholder will be responsible for
fraudulent charges made to a promptly reported lost or stolen card.

At the time of the notification, Citibank will request the following information:

Cardholder’s name

Account number

Last four digits of SSN

Circumstances surrounding the loss of the card

Any purchase(s) made prior to the card being lost or stolen
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The Cardholder must notify his or her State Agency P-Card Program Coordinator of the
P-Card’s loss or theft and make arrangements to receive a new P-Card. Citibank will then
issue a new card with a new account number which will be delivered to the State Agency
P-Card Program Coordinator.

6.2. Separation from Employment.

If a Cardholder’s separation from employment or transfer to another State position is
planned, P-Card use shall be discontinued prior to Cardholder’s separation from
employment or transfer to allow sufficient time for submission of receipts and processing
of outstanding charges before the Cardholder leaves or transfers. In the event of unplanned
separation from employment, the Cardholder’s P-Card shall immediately be deactivated
and the Cardholder shall discontinue P-Card use upon separation from employment.

6.3. Purchasing Rules.

The P-Card is only a vehicle for making purchases. Existing State laws governing
procurement, accounts payable, records retention, and other applicable laws must still be
followed. All procurement rules of the CPO apply when using the P-Card.

6.4. Tax Exemption.

Purchases made in Tennessee and for the use and benefit of the State of Tennessee are
exempt from Tennessee sales tax. Cardholders should obtain an exemption certificate and
present it to each vendor. This form is available on the Department of Revenue web site at
http://www.tn.gov/revenue/forms/sales/index.shtml in the “Exemption
Applications/Certificates” section. Purchases made in other states may be subject to that
state’s sales tax. The Cardholder must be diligent when dealing with the vendor regarding
taxes. If the vendor cannot deduct the sales tax because of pre-set controls within its
computer systems or will not honor the exemption, the Cardholder may continue with the
purchase but must note the refusal on the receipt. In the event a Cardholder is
inappropriately charged for sales tax, he or she shall seek a credit refund of any sales taxes

to the P-Card account.

6.5. Credits.
If a Cardholder returns merchandise, a credit should be issued to the Cardholder’s P-Card

and a credit receipt obtained. Under no circumstances should a Cardholder receive cash or
a credit voucher. The Cardholder or State Agency Approver is responsible for reviewing

CitiManager® to ensure that credits are received and, if not, file the appropriate paperwork
for disputed items. Cardholders should avoid Vendors with restrictive merchandise return

policies.

6.6. Disputing Transactions.

If there is a problem with a Transaction, the Cardholder must first attempt to reach a
resolution directly with the Vendor. In most cases, disputes can be resolved between the
Cardholder and the Vendor. The Vendor will usually issue a credit.
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The Cardholder should document all attempts to resolve a problematic Transaction. If the
disputed Transaction involves a reservation or order that has been cancelled, the
Cardholder is responsible for obtaining a cancellation number. If efforts to resolve the
problem with the Vendor are unsuccessful or if a credit does not appear in CitiManager®,
the Cardholder should file the appropriate dispute paperwork with the Bank and contact his
or her State Agency P-Card Program Coordinator.

If a Citibank Statement contains a Transaction that needs to be disputed, the Cardholder
should contact Citibank Customer Service at 1-800-248-4553, Option #0 to initiate the
dispute process, and contact his or her State Agency P-Card Program Coordinator to ensure
the disputed transaction has been documented. If the dispute cannot be resolved between
the Cardholder and the Bank, the Cardholder shall immediately notify his or her State
Agency P-Card Program Coordinator and follow the agency-specific procedures for

disputes.

6.7. Declined Purchase Transactions.

On occasion, a Cardholder’s purchase transaction may be declined. Cardholders should
contact Citibank Customer Service at 1-800-248-4553, option #0 to determine the reason
for the decline before contacting their State Agency P-Card Program Coordinator for

assistance.

Common reasons for declines include:
e MCC is restricted from the Purchasing Card;
e The Cardholders has exceeded the STL, daily limit or monthly limit; or

e Invalid expiration.

s CARD ISSUANCE AND CANCELLATION.

The State Agency P-Card Program Coordinator is responsible for issuing all P-Cards within his or
her Agency. State Agency P-Card Program Coordinators areresponsiblefor-deactivating P-Cards
as-necessary;-while thehave authority to terminate a Cardholder’s status as a Cardholder and cancel
P-Cards. The Statewide P-Card Program Administrator is-respensible-forpermanentcancellation
of P-Cardsshould be notified of any P-Card cancellations.

7.1.  P-Card Issuance.

Purchasing Cards are issued following:

Completion of the Cardholder Application;
Completion and approval of a Cardholder profile;
Completion of P-Card training; and

Completion of the Cardholder Agreement.

7.2. P-Card Cancellation.
P-Cards shall be cancelled by the following:
e Cardholder’s separation from employment for any reason;
e Cardholder’s job status changes such that theyhe or she no longer
requirerequires a P-Card;
e Cardholder reports the loss or theft of the P-Card;

10
34



e Cardholder misuses the P-Card; or
e Untimely approval of transactions.

If a P-Card is cancelled, it shall be destroyed by cutting it down the magnetic strip. The
Statewide P-Card Program Administrator shall be notified of all P-Card cancellations.

8. P-CARD PROGRAM TRAINING.

Cardholder training is critical—all Cardholders must complete training before being issued a
P-Card. Training ensures that the Cardholder understands the P-Card Program procedures and this
Policy and is aware of potential disciplinary action for P-Card misuse or abuse. Once training is
complete, the Cardholder shall sign a Cardholder Agreement as a condition for being issued a
P-Card. The Cardholder Agreement is evidence that the Cardholder has received training and a
copy of the P-Card Policy. The Statewide P-Card Program Administrator will coordinate
Cardholder training with State Agency P-Card Program Coordinators.

9. INTERNAL CONTROLS.
A strong system of internal controls is essential for detection and deterrence of fraud, misuse, or

abuse of the P-Card. Internal controls include policies, procedures, training, spending limits,
Merchant Category Code restrictions, prompt reconciliation, and prompt account distribution.

9.1. Duty of State Agencies.
Each State Agency must establish an internal control structure that ensures compliance

with the State’s procurement laws, CPO rules, policies and procedures, this Policy, and the
terms and conditions of P-Card established by the Bank. The State Agency Fiscal Director
is responsible for developing and reviewing the State Agency’s internal P-Card policy and
ensuring that sound accounting practices and internal policies are in place and enforced.
All State Agency P-Card Program internal policies shall address the following:

e Separation of duties between ordering cards (State Agency P-Card Program
Coordinators), making Transactions (Cardholders and Users), and review or
approval of Transactions for payment (Cardholder Supervisors or Cardholder
Approvers);

e Independent review of the P-Card Account maintenance activity at least
monthly if the State Agency P-Card Program Coordinator is also a Cardholder
or User.

e Limits on the number of Cardholders assigned to a Cardholder Supervisor in
order to ensure adequate review of business need and documentation for each
Transaction; and

e Provision for annual independent audit or review of the Agency’s P-Card
program by the State Agency P-Card Program Coordinator, State Agency
Internal Audit unit, or other business unit assigned State Agency audit
responsibilities. Reviews must include adequacy of:

o Internal policies and procedures;

o Cardholder spending limits;

o Monthly reconciliation procedures; and
o Documentation for Transactions.
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9.2.  State Agency Internal P-Card Policy and Procedures.
Each State Agency must develop its own internal policy and procedures to address areas

that this Policy does not address.

9.3. Card Management and Reconciliation Systems.
All Transaction reconciliations will be completed in Edison unless the Central
Procurement Office approves an alternate method of reconciliation.

9.4. Merchant Category Code Restrictions.
Merchant Category Codes are four-digit codes used by commercial credit card brands (e.g.,

Visa, MasterCard, American Express) to identify a merchant’s principal trade, profession,
or line of business. MCCs are assigned to a merchant based on the types of goods or
services the merchant provides. MCCs blocked on P-Cards restrict State purchases from
certain merchants to protect against unauthorized or prohibited purchases.

e The Statewide P-Card Program Administration Team manages the
State-identified MCC groups that contain codes associated with vendors that
provide goods or services that are prohibited for purchase using the P-Card.

e Although Transactions at unauthorized MCCs are blocked at the point-of-sale,
they are occasionally forced through. These Transactions are subject to audit.

e The CPO’s Compliance Team will conduct periodic audits of Transactions with
restricted MCC vendors.

e State Agencies may request activation of additional MCCs for inclusion in a
State-authorized group or creation of a new MCC group to meet specific needs.
A Cardholder’s State Agency P-Card Program Coordinator should ensure that
Cardholder profiles permit only those MCC groups that a Cardholder needs to
meet his or her job requirements.

9.5. Cardholder Spending Limits and Utilization.

The State Agency Fiscal Director may establish a Single Transaction Limit (STL) of up to
the ten thousand dollar ($10,000) maximum for Cardholders as he or she determines
appropriate taking into account the State Agency’s overall needs. Imposing spending
limits enables management to provide Cardholders with the purchasing power to perform
their jobs without exposing the State to unnecessary risk. Spending limits should be based
on the Cardholder’s job responsibilities. Cardholder spending limits must be reviewed at
least annually to determine if actual usage is consistent with spending limits. Increases or
decreases to spending limits may be made by the State Agency Fiscal Director as needed.
Cardholders are prohibited from splitting a single purchase between one or more P-Cards
or between a Card transaction and a purchase order to circumvent the STL or CPO rules,
policies or procedures. Each State Agency is required to perform a review of spending
limits at least annually in order to determine if each Cardholder’s spending limit is
adequate and appropriate.

9.6. Dormant Cards.
Each State Agency’s internal P-Card policy shall address how long a P-Card can remain
unused before it is considered inactive. The CPO recommends that State Agencies reduce
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10.

the Cycle Limit of any P-Card that has not been used within twelve (12) complete cycles to
one dollar ($1). When a P-Card has not been used for some time, the State Agency P-Card
Program Coordinator should conduct a review to determine if the Cardholder still needs a
P-Card. Each State Agency is responsible for the ensuring that this review is completed in
accordance with its own internal P-Card policy.

DOCUMENTATION AND ACCOUNTING.

10.1. Documentation.

State Agencies should use Edison for Transaction reconciliation. When performing
reconciliation in Edison, Cardholders must follow internal procedures for handling
documentations-ineluding-logs. Any State Agency seeking to use a manual method for
Transaction reconciliation must obtain approval from the Central Procurement Office.

Regardless of the Transaction reconciliation method, Cardholders should-maintain-a-log
and provide_invoices or receipts for all Transactions. Invoices or receipts shall include:
e The Vendor’s name, location, and contact information;
e Line item details, including quantity, description, unit price, and total price; and
e A line showing that the State was not charged for sales tax.

10.2. Receipts.

e It is the Cardholder’s responsibility to obtain itemized receipts and any other
pertinent backup documentation. Other documentation may include shipping
documents and bills of lading. This information will be used by the Agency to
validate and reconcile charges.

e For online purchases that do not provide a downloadable receipt, a screen shot
of the receipt information can serve as a receipt.

e In lieu of obtaining physical receipts, the Cardholder may also take a picture of
the receipt with his or her mobile device and save the receipt electronically.

e If a Cardholder loses a receipt and a duplicate cannot be obtained, the
Cardholder should follow his or her State Agency’s internal procedures for lost
receipts. Cardholders who lose receipts and resort to their Agency’s internal
procedures for lost receipts more than three (3) times during a fiscal year may
have their P-Card privileges suspended.

e The amount on the receipt and the amount of the charge to the Cardholder’s
P-Card account must match. Any discrepancies in amounts should be resolved
with the Vendor and an explanation regarding the resolution should be made on
the receipt or other backup documentation. It is not sufficient to change the
amount on the receipt only.

e The Cardholder and the Cardholder Supervisor shall document all missing
receipts.

e Credits may be processed without a receipt, but the Cardholder must provide an
explanation of the credit.

10.3. Reconciliation.
e Cardholders should perform reconciliation in Edison on a weekly basis.
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11.

e After completing the weekly reconciliation process, the Cardholder must
forward signed and dated receipts to his or her State Agency Approver. This
should also occur on a weekly basis.

o If the State- Ageney-requires-Cardholders-to-submit-manual-Hogs-t Ve
Ageney-Reconeiler;-the-documentation-must-meet-the following-additional
seResgen s

o—Alltransactionlogs-or monthly-billing statements-must-be-signed-by-the
Cardhelderand-Cardheolder-Supervisor—Signature-stamps-are-not
permittedsand

o—Allinveices-orreceipts-must-be-attached-to-the-log-or-monthly-billing
statement-and-submitied-folowing-State-Ageney-internal-procedures:

10.4. Allocation to the General Ledger.
Timely allocation of charges to the general ledger is essential to ensure compliance with

State accounting and budgetary policies. The State Agency must ensure that all
transactions are allocated to the general ledger before the end of the billing cycle.

PROHIBITED PURCHASES AND TRANSACTIONS.

11.1. Prohibited Purchases.
Cardholders are prohibited from using a physical P-Card for the following types of

purchases, payments, or transactions:
e Goods or services not directly related to job responsibilities or other official

State of Tennessee business, i.e., personal purchases;
Cash withdrawals, including ATM or debit withdrawals;
Travel expenses;

“Telephone billings;

Political publications of any sort;

Utility billings and connection fees;

Payments to another State Agency;

Rental of passenger vehicles of any kind,;

Artifacts for historical or commemorative purposes (except for the State
Museum);

An employee’s moving expenses;

e Purchases of any motor vehicle fuel for any vehicle of equipment leased from
the Department of General Services’ Division of Motor Vehicle Management
(“MVM”);

e Back orders or partial shipments—goods or services must be in stock or
otherwise available at the time of purchase;

e Purchases made using a P-Card or other account by someone other than the

Cardholder or account holder;

Service awards for state employees;

Awards for private citizens;

Honoraria expenses;

Insurance policies;
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e Gift cards or gift certificates; and
e Any goods or services related to political activity as defined under “The Little
Hatch Act,” Tenn. Code Ann. §§ 2-19-201 through 208;

11.2. Personal Purchases Prohibited.

As provided in Sections 3.1, 5.7 and 12.1, Cardholders are prohibited from using a P-Card
for the purchase of any goods or services not directly related to job responsibilities or other
official State business. Intentional use of a P-Card for any purposes other than State
business will result in disciplinary action, up to and including termination from State
employment or criminal prosecution. Under Tenn. Code Ann. § 39-16-402, State
employees who intentionally or knowingly use a P-Card or a Virtual P-Card for personal
purchases commit a Class E felony.

11.3. Split Charges Prohibited.

Tenn. Code Ann. § 12-3-503(b) and CPO Policy Number 2013-003 authorize State
Agencies to make a purchase without soliciting quotes or proposals from multiple vendors
when the total value of the purchase is ten thousand dollars ($10,000) or less. Cardholders
are prohibited by Tenn. Code Ann. § 12-3-503(b)(2) from splitting a transaction between
two or more transactions on a single account, two or more transactions on multiple
accounts, or two or more transactions using the P-Card and a purchase order, in order to
circumvent the STL imposed on the P-Card. The STL for P-Card purchases using a
physical P-Card is ten thousand dollars ($10,000) unless a State Agency has designated a
lower STL in its internal P-Card policy.

11.4. Payment of Sales and Use Tax.

Tenn. Code Ann. § 67-6-329(a) provides that all sales of services and tangible personal
property made to the State of Tennessee are exempted from sales and use taxes. -
Cardholders should provide each vendor with an exemption certificate, as described in
Section 6.4. Cardholders are responsible for ensuring that vendors do not charge tax or
provide a credit for inadvertent charges.

e [ftaxes are charged, the Cardholder must contact the vendor to obtain a credit to
the account.

e Vendors may only credit the State’s P-Card Account and may not refund
erroneously paid taxes through other means, including cash, gift cards, or store
credit.

e The Cardholder is required to maintain documentation of his or her attempts to
obtain credit for any Tennessee Sales and Use Tax charged to the P-Card

Account in error.

12. PURCHASES RESERVED FOR THE DESIGNATED STATE AGENCY
CENTRAL FISCAL OFFICE CARDHOLDER.
Only the person designated by the State Agency Fiscal Director may use his or her individual

P-Card for the following purchases:
e Tuition, fees, and supplies for training individuals;
e Internet, newspaper, radio, or television advertisements;
e Subscriptions to newspapers, periodicals, newsletters, or pamphlets;
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Organization membership dues;

Charges for meeting rooms and attendant expenses in excess of two hundred dollars
($200) per day or for more than five (5) days;

Convention or registration fees; and

Association entry fees.

State Agencies may request an exception from this paragraph by submitting a letter to the
Statewide P-Card Program Administrator. The letter must be on Agency letterhead, include a
business justification for the exception, and be signed by the Agency’s Fiscal Director.

13. DECLARED EMERGENCIES AND NATURAL DISASTERS.

Tenn. Comp. R. & Regs. 0690-03-01-.05(5) authorizes the CPO or delegated State Agencies to
forego standard procurement requirements to meet emergencies arising from unforeseen causes. If
an emergency affecting the health or safety of any person occurs when CPO personnel are not
available, any State Agency is authorized to contract for necessary goods or services and obtain
“after the fact” emergency purchase authorization. All requests for “after the fact” emergency
purchase authorization shall comply with CPO rules, policies, and procedures.

14. ENCOURAGED USE OF P-CARDS.

14.1. Statewide and Agency Term Contracts.

As provided in Section 10.4 of the CPO’s Procurement Procedures Manual, State
Agencies are required to use Statewide Contracts for procuring goods or services to the
extent the needed goods or services are available on a Statewide Contract. State Agencies
may not procure goods or services available on a Statewide Contract from any other source
without prior approval from the Chief Procurement Officer or designee. State Agencies
are encouraged to utilize P-Cards for purchasing goods or services on Agency Term
Contracts and Statewide Contracts.

14.2. Utilization of Diversity Vendors.
Cardholders are strongly encouraged to make authorized purchases from vendors certified

by the Governor’s Office of Diversity Business Enterprise.

15. SURCHARGES AND CONVENIENCE FEES.
Many vendors charge a “credit card processing fee” or “convenience fee” for accepting credit

cards including the P-Card. These types of fees are strictly regulated by Visa and MasterCard.

According to Visa’s “Card Acceptance and Chargeback Management Guidelines for Merchants”
available on Visa’s website, credit card surcharges are allowed but cannot be more than the
amount the vendor’s bank charges them for processing the transaction. Also, the vendor cannot
charge both a surcharge and a convenience fee, explained below.

The maximum allowable surcharge is four percent (4%) and must be shown as a line item on the
detailed invoice or receipt. Whenever a Vendor charges a surcharge, the following rules apply:
e The Vendor must have provided Visa and its bank at least thirty (30) days notification
of their intent to impose surcharges;
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e The fact that the Vendor imposes surcharges must be clearly posted on the door and at
point-of-sale for physical locations and on web sites when sales are made via the
internet; and

e The Vendor must inform the Cardholder or User:

o Of the exact percent of the surcharge;

o That the Vendor is the entity assessing the surcharge;

o That surcharges are applicable on credit transactions only; and

o That the surcharge is not greater than what the vendor pays to Visa.

For any Transaction where the Vendor has charged a surcharge, a Cardholder or User must obtain
a copy of the acknowledgement letter sent to the Vendor by Visa authorizing the Vendor to impose
a surcharge. A copy on file with the State Agency P-Card Program Coordinator will be sufficient.
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Policy Number 2015-010
Central Procurement Office
Statewide Purchasing Card Policy and Procedures

Effective: DATE
Prepared by: The Central Procurement Office of the State of Tennessee

1. PROGRAM OVERVIEW.

The State of Tennessee Purchasing Card Program streamlines the State’s payment process for
goods and services by eliminating the administrative burdens and costs associated with the
State’s traditional payment methods. The Program’s objective is to simplify the documentation
necessary for State Agency purchases by placing P-Cards in the hands of Cardholders.
Cardholders may use the P-Card to purchase the types of goods and services subject to this
Policy. Personal purchases are prohibited.

p DEFINITIONS.

“Agency Term Contract” means a State Agency contract in which a source or sources of supply
are established for a specified period of time at an agreed upon unit price or prices.

“Bank” means Citibank, NA, or any of its subsidiaries as the context may require.

“Cardholder” means the State Agency employee who is issued a physical P-Card to initiate
payments on behalf of the State.

“Cardholder Agreement” means the document signed by the Cardholder to verify that he or she

completed P-Card training, received a copy of the P-Card Policy, and understands the Policy.

“Cardholder Application” means the application completed by the Cardholder that is approved
by the Cardholder Supervisor and the State Agency P-Card Program Coordinator that is
required before a P-Card Account will be assigned to a Cardholder.

“Cardholder Supervisor” means the State Agency employee with supervisory authority over the
Cardholder.

“CitiManager®” means the online portal that provides Cardholders, State Agency P-Card
Program Coordinators, and the Statewide P-Card Program Administration Team the ability to
view and download statement information, update and manage accounts, set limits and
permissions, reset passwords, and process Cardholder requests.

“Central Procurement Office” or “CPO” means the State office established and empowered by
Tenn. Code Ann. § 4-56-104.

“Cycle (Credit) Limit” means the spending limit that restricts the total value of purchases a
Cardholder can make in one billing cycle.
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“Fiscal Director” means that State Agency employee, regardless of his or her particular title, who
serves as the Agency’s chief financial officer.

“Merchant Category Codes” or “MCCs” means the specific Merchant Category Code, assigned
by an acquiring financial institution, that identifies the primary goods or services a vendor
provides.

“P-Card Account” means the unique account number assigned to a Cardholder as determined by
the Bank.

“P-Card Program” means the program established by the State and managed by the Central
Procurement Office whereby Cardholders and Virtual P-Card Users make purchases on behalf of

the State of Tennessee.

“Purchasing Card” or “P-Card” means a commercial card that allows organizations to take
advantage of the existing credit card infrastructure to make electronic payments for goods or
services. A P-Card is similar to a consumer credit card, but the card-using organization must pay
the card issuer in full each month. In this Policy, the term “Purchasing Card” or “P-Card” shall
also include “Virtual Purchasing Cards” or “Virtual P-Cards” as the context requires.

“Purchasing Card Profile” means the unique profile associated with a Cardholder that contains
monetary or MCC limits on the Cardholder’s ability to make purchases on behalf of the State.

“Single Transaction Limit” or “STL” means the mandatory spending limit that restricts the
amount of a single purchase regardless of the Cycle Limit on the card. This Policy establishes the
STL for physical P-Cards as ten thousand dollars ($10,000).

“State” means the State of Tennessee, including its departments, agencies, and entities that fall
under its purview.

“State Agency” means the departments, agencies, and entities of the State of Tennessee other
than units of the University of Tennessee or Board of Regents systems.

“State Agency P-Card Program Coordinator” means the employee within the State Agency who
manages the P-Card Program at the State Agency level.

“State Agency Approver” means the State Agency Employee who approves P-Card or Virtual P-
Card Transactions.

“Statewide Contract” means a contract for goods or services established by the Chief
Procurement Officer that all State Agencies must utilize and that may be used by local
governments, higher education and authorized not-for-profit entities.

“Statewide P-Card Program Administrator” means the employee within the Central Procurement
Office who is responsible for managing and overseeing the P-Card Program.
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“Statewide P-Card Program Administration Team” means the team within the Central
Procurement Office that is responsible for overseeing the P-Card Program.

“State Agency Reconciler” means the State Agency employee responsible for all the functions
associated with post-purchase processing P-Card Transactions including account allocation and

providing a business purpose when required.

“Transaction” means the purchase of goods or services through use of a P-Card or Virtual P-
Card.

“Vendor” means a person or legal entity with the legal capacity to enter into contracts and sue
and be sued who provides goods or services to the State through a contract or a purchase order.

“Virtual Purchasing Card” or “Virtual P-Card” means the unique account number, embedded
within Edison, which is assigned to a State Agency for payment of vendors with an existing
relationship with the State. “Virtual P-Card User” or “User” means the State Agency employee
who has a buyer or e-procurement role in Edison, has undergone training on reconciliation, and
is authorized to use a Virtual P-Card to initiate payment transactions on behalf of the State.

3. TYPES OF ACCOUNTS.

This Policy recognizes two general account types: P-Card Accounts and Virtual P-Card
accounts. P-Card Accounts and Virtual P-Card accounts can be used only for official State
business as set forth in this Policy. P-Cards must be surrendered or Virtual P-Card accounts
closed upon the Cardholder’s transfer to another State Agency, separation from state
employment, or upon demand by the Cardholder Supervisor, the State Agency P-Card Program
Coordinator or the Statewide P-Card Program Administrator.

3.1. P-Card Accounts.
P-Card accounts are those that involve the issuance of a P-Card Account to an individual

Cardholder to further the official business of the State. Cardholders are limited to one
active physical P-Card.

3.2. Virtual P-Cards.

Virtual P-Cards are cardless accounts that allow State Agencies to pay for approved,
Edison purchase order transactions initiated by Virtual P-Card Users. The account
number is “embedded” in the Edison P-Card module and is securely transmitted to the
vendor upon Edison-based approval of a User’s purchase order transactions. A Virtual P-
Card may be used for payments to any vendor that is registered in the State’s vendor
registration system whose payment method has been activated to “P-Card” in Edison.
Virtual P-Card accounts allow for greater ease of use (multiple buyers can leverage the
same payment device), as well as enhanced control through absence of a physical card
and spending limits. The State Agency P-Card Coordinator should contact the Statewide
P-Card Program Administrator for more information on Virtual P-Cards.

The ten thousand dollar ($10,000) STL that applies to physical P-Cards does not apply to
Virtual P-Cards; there is no STL for purchases made with a Virtual P-Card. The Bank
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determines the Cycle Limit for Virtual P-Cards. Each State Agency is limited to one (1)
Virtual P-Card Account.

3.2.1. Records Retention Requirements.

The Office of the Secretary of State oversees Tennessee’s Records Management
Division, the State Agency that provides guidance on disposition, retention, and
destruction of state records. Records Disposition Authority (RDA) SW23 applies
to all P-Card documents. RDA SW23 requires that State Agencies maintain
documents related to P-Card issuance and use for five (5) years and destroy them
at the end of the five-year period. P-Card documents may be maintained in either
paper or electronic format, so long as the electronic content has been verified for
completeness, accuracy, and usability. RDA SW23 is available in its entirety at
http://www.tnsos.net/rmd/rda/index.php.

3.2.2. Internal Revenue Service 1099 Reporting.

In 2011, the Internal Revenue Service announced changes to the Internal Revenue
Code, Section 6050W, which shifted the burden of payment reporting
requirements from the purchaser to the vendor’s bank when the P-Card is the
payment method for a reportable transaction. Because of the shift in
responsibility, participants in the Program are no longer required to report total P-
Card transactions in excess of six hundred dollars ($600) with certain vendors.
Reporting for all other payment methods, including checks, Automated Clearing
House, or other means, will remain the responsibility of the State Agency making
payment. Cardholders should consult the tax specialists at their State Agency for
further information or details regarding Internal Revenue Service 1099 reporting
requirements.

4. OVERVIEW OF P-CARD PROGRAM ROLES AND RESPONSIBILITIES.

The CPO is the State Agency that is primarily responsible for managing, overseeing, and
coordinating the P-Card Program. The Statewide P-Card Program Administrator is the employee
within the CPO who has the direct, day-to-day responsibility for managing, overseeing, and
coordinating the P-Card Program between the CPO and State Agencies. The State Agency P-
Card Coordinator is the employee within each State Agency who has been appointed to supervise
Cardholders and manage and coordinate the P-Card Program within his or her State Agency in
compliance with this Policy. The Cardholder Supervisor is the State Agency employee with
supervisory authority over the Cardholder who ensures that transactions are properly reconciled
and reported to the Department of Finance and Administration (“F&A”), Division of Accounts.
State Agency Reconcilers are the employees within a State Agency who are responsible for
reconciling P-Card transactions. The State Agency Approver is the employee within the State
Agency who approves P-Card Transactions. The Cardholder is the specially-trained employee
within a State Agency responsible for purchasing goods or services on behalf of the State of
Tennessee using a physical P-Card. In the interests of segregating duties and responsibilities,
State Agency Reconcilers shall not be Cardholders.
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S. P-CARD PROGRAM ROLES AND RESPONSIBILITIES.

5.1. P-Card Processing Cycle Overview.
The typical cycle for P-Card usage is:

An individual Cardholder, with State Agency approved spending limits,
initiates a purchase using a P-Card;

The individual Cardholder retains an original, legible copy of the purchase’s
receipt for use in reconciliation (see Section 10.2 for more information on
receipts);

Transactions are typically posted in the Edison P-Card module within 24-72
hours after the purchase is made;

The Cardholder will log into the Edison P-Card module on a weekly basis to
review transactions and account coding and take necessary action to correct
errors in the purchase details;

The Cardholder and his or her State Agency Approver confirms or disputes
Transactions posted to the card account;

The credit line is replenished for the amount of the Transactions;

The Cardholder will receive a hard-copy Bank statement monthly;

The hard-copy Bank statement and original receipts will be sent to the State
Agency Reconciler for final reconciliation;

The State Agency Reconciler will reconcile all Transactions in accordance
with the State Agency P-Card Policy; and

The State Agency Reconciler prepares all documentation for retention.

5.2. Statewide P-Card Program Administrator.

The Statewide P-Card Program Administrator serves as the primary point-of-contact in
‘the CPO for the P-Card Program. The Statewide P-Card Program Administrator’s role,
duties and responsibilities include:

Establishing written internal procedures to ensure compliance with state
procurement statutes, rules, policies and procedures, including this Policy, and
reviewing each State Agency’s internal P-Card policy;

Developing written internal procedures for requesting exceptions to either
state or internal policy requirements;

Ensuring that State Agency Transactions are audited at least annually;
Developing State Agency specific training for all Cardholders, State Agency
Approvers, State Agency Reconcilers, and State Agency Supervisors;
Developing appropriate refresher training to be delivered at least annually;
and

Notifying State Agency P-Card Program Coordinators of changes in state
rules, policies or procedures.

5.3. State Agency P-Card Program Coordinator.
The State Agency P-Card Program Coordinator serves as the main point-of-contact
between the State Agency and the Statewide P-Card Program Administration Team.
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The State Agency must provide the Statewide P-Card Program Administrator written
notice within one (1) business day of any changes in status of the State Agency P-Card

Program Coordinator.

The State Agency P-Card Program Coordinator’s role, duties, and responsibilities
include:

e Collaborating with the Agency’s Fiscal Director to develop and maintain the
State Agency’s internal P-Card policy to address policy areas unique to the
State Agency or that are not covered by this Policy;

e Working with State Agency management to identify job titles, positions, or
Edison roles that require use of a P-Card or Virtual P-Card;

e Working with State Agency management to determine appropriate Cardholder
spending limits based on budget restrictions, job requirements, historical
spending patterns, and overall procurement practices;

Evaluating Cardholder spending limits against actual usage at least annually;
Terminating a Cardholder’s status if necessary (e.g., due to separation from
employment, transfer to another State Agency, low P-Card usage) and
cancelling a P-Card;

e Ensuring Agency-wide reconciliation procedures provide for timely payment
and for allocation of Transactions to the general ledger at least monthly; and

e Ensuring that Transactions are reconciled and supported by adequate
documentation, including use of Edison or CitiManager®, as appropriate.

S5.4. Cardholder Supervisors.

The Cardholder Supervisor responsible for supervising Cardholders must have a thorough
knowledge of the Cardholders’ job responsibilities in order to determine if purchases are
job-related or otherwise authorized by CPO rules, policies or procedures. The
Cardholder Supervisor’s role, duties, and responsibilities include:

e Before approving the P-Card transactions, either by signing a transaction log
or statement or signing off on transactions electronically, carefully reviewing
all documentation to ensure that all documentation meets the minimum
requirements as set forth in this Policy;

e Approving, rejecting, or disputing all Transactions within the scheduled
timeframe;

e Ensuring that all documentation is submitted according to the State Agency’s
internal procedures and this Policy;

e Maintaining knowledge of State Agency internal procedures and policies and
this Policy; and

e Requesting reasonable spending limits in accordance with State Agency
internal procedures and policies and this Policy.

5.5. State Agency Reconciler.

The State Agency Reconciler is the State Agency employee responsible for all the
functions associated with post-purchase processing of P-Card Transactions including
account allocation and providing a business purpose when required. A Reconciler
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CANNOT make purchases using the P-Card belonging to a Cardholder for whom he or
she reconciles.

5.6. State Agency Approver.
The State Agency Approver is the State Agency employee who approves purchases made
by the Cardholder to which he or she is assigned. This role may also be performed by the
Cardholder Supervisor. By approving each P-Card transaction, the Approver exercises
critical control by ensuring authorized and appropriate P-Card use and correct allocation
of expenses in accordance with related policies of F&A, Division of Accounts. State
Agency Approvers should also review receipts where appropriate to ensure compliance
with this Policy and F&A, Division of Accounts policies. No Cardholder may approve
his or her own P-Card transactions nor may he or she direct someone else to approve P-
Card transactions in a manner that could violate this Policy or applicable policies of
F&A, Division of Accounts. As a general rule, the State Agency Approver should not
report to the Cardholder whose transactions he or she is reviewing. A State Agency
Approver has the following responsibilities:
e Review Cardholder transactions to ensure that purchases made were:

o For the use and benefit of the State of Tennessee;

o Necessary for the official duties of the agency;

o Made in accordance with CPO policies and procedures;

o For goods or services actually received.

e [fa State Agency Approver is in doubt about any of the above, the State
Agency Approver should immediately question the Cardholder and seek
advice from the State Agency P-Card Program Coordinator or the Statewide
P-Card Program Administrator.

] Immediately inform the State Agency P-Card Program Coordinator of any
misuse, abuse or fraudulent use of a P-Card.

e [f the Cardholder is unavailable for questioning, the State Agency P-Card
Program Coordinator or the Statewide P-Card Program Administration Team
may adjust the Cardholder’s STL to one dollar ($1.00). The State Agency
Approver shall notify the State Agency P-Card Program Coordinator of
Cardholder transfers or terminations. Advanced notice is required if the State
Agency Approver is aware of impending personnel actions.

e Review, certify, and forward Cardholder transaction log pages, receipts or
cycle statements in accordance with this Policy.

5.7.  Cardholders.
An important participant in the P-Card Program is the Cardholder. The Cardholder is a

key element in making the P-Card Program successful.

5.7.1. Cardholder Responsibilities.

The State is responsible for payment to Citibank. Therefore, P-Cards are issued to
the State and assigned on its behalf to specific Cardholders. No credit checks will
be performed on individual employees nor will account activity be reported to
credit rating agencies. Cardholders have the following duties and responsibilities
as a condition for being issued a P-Card:
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Reading and becoming familiar with this Policy;

Attending and passing Cardholder / Approver training course;
Signing Cardholder / Approver agreement;

Being responsible for all purchases made on the P-Card; and
Adhering to this Policy and other applicable rules, policies, and
procedures.

5.7.2 Cardholder Misuse.
Each Cardholder is responsible for the purchases made on the P-Card that is
assigned to them. Cardholders are required to adhere to applicable CPO rules,

policies, procedures, and this Policy.

Use of a P-Card is a privilege based on trust. A Cardholder is trained and
understands the penalties for abuse of the P-Card. The P-Card is for official State
business use only and the purchase of personal or disallowable goods or services
is strictly prohibited. Misuse of the P-Card may result in disciplinary action up to
and including termination of employment and prosecution to the extent permitted
by law. Cardholders will be required to reimburse the State, including sales tax,

for any improper purchases.

5.8.  Virtual P-Card Users.
Virtual P-Card Users are critical to the P-Card Program’s success. A User has authority

to make purchases utilizing his or her Agency’s local purchase authority and to make
purchases from a Statewide Contract or Agency Term Contract for official State business.
State Agency employees with an e-procurement or buyer role in Edison are eligible to be
Users. Users must complete training on reconciliation procedures before initiating any
Transactions with a Virtual P-Card:

6. P-CARD SECURITY.
The security of each P-Card is the Cardholder’s responsibility. Every precaution should be used
to protect the account number. The account number should never be left in a conspicuous place.

Use of the P-Card is restricted to the authorized Cardholder whose name appears on the face of
the card and may not be loaned to any other person. The account number that appears on the P-
Card must not be given to any individual other than the vendor from whom the Cardholder is

making a purchase.

6.1. Lost or Stolen Cards.
If a P-Card is lost, stolen, or the card information has been compromised, the Cardholder

must immediately contact Citibank Customer Service at 1-800-248-4553. Upon such
notification, outstanding authorizations will be confirmed and further use of the P-Card
will be blocked by Citibank. Neither the State nor the Cardholder will be responsible for
fraudulent charges made to a promptly reported lost or stolen card.

At the time of the notification, Citibank will request the following information:

Cardholder’s name

51



Account number

Last four digits of SSN

Circumstances surrounding the loss of the card

Any purchase(s) made prior to the card being lost or stolen

The Cardholder must notify his or her State Agency P-Card Program Coordinator of the
P-Card’s loss or theft and make arrangements to receive a new P-Card. Citibank will
then issue a new card with a new account number which will be delivered to the State
Agency P-Card Program Coordinator.

6.2. Separation from Employment.

If a Cardholder’s separation from employment or transfer to another State position is
planned, P-Card use shall be discontinued prior to Cardholder’s separation from
employment or transfer to allow sufficient time for submission of receipts and processing
of outstanding charges before the Cardholder leaves or transfers. In the event of
unplanned separation from employment, the Cardholder’s P-Card shall immediately be
deactivated and the Cardholder shall discontinue P-Card use upon separation from

employment.

6.3. Purchasing Rules.

The P-Card is only a vehicle for making purchases. Existing State laws governing
procurement, accounts payable, records retention, and other applicable laws must still be
followed. All procurement rules of the CPO apply when using the P-Card.

6.4. Tax Exemption.
Purchases made in Tennessee and for the use and benefit of the State of Tennessee are

‘exempt from Tennessee sales tax. Cardholders should obtain an exemption certificate
and present it to each vendor. This form is available on the Department of Revenue web
site at http://www.tn.gov/revenue/forms/sales/index.shtml in the “Exemption
Applications/Certificates” section. Purchases made in other states may be subject to that
state’s sales tax. The Cardholder must be diligent when dealing with the vendor
regarding taxes. If the vendor cannot deduct the sales tax because of pre-set controls
within its computer systems or will not honor the exemption, the Cardholder may
continue with the purchase but must note the refusal on the receipt. In the event a
Cardholder is inappropriately charged for sales tax, he or she shall seek a credit refund of
any sales taxes to the P-Card account.

6.5. Credits.
If a Cardholder returns merchandise, a credit should be issued to the Cardholder’s P-Card

and a credit receipt obtained. Under no circumstances should a Cardholder receive cash
or a credit voucher. The Cardholder or State Agency Approver is responsible for
reviewing CitiManager® to ensure that credits are received and, if not, file the
appropriate paperwork for disputed items. Cardholders should avoid Vendors with
restrictive merchandise return policies.
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6.6.  Disputing Transactions.
If there is a problem with a Transaction, the Cardholder must first attempt to reach a

resolution directly with the Vendor. In most cases, disputes can be resolved between the
Cardholder and the Vendor. The Vendor will usually issue a credit.

The Cardholder should document all attempts to resolve a problematic Transaction. If
the disputed Transaction involves a reservation or order that has been cancelled, the
Cardholder is responsible for obtaining a cancellation number. If efforts to resolve the
problem with the Vendor are unsuccessful or if a credit does not appear in
CitiManager®, the Cardholder should file the appropriate dispute paperwork with the
Bank and contact his or her State Agency P-Card Program Coordinator.

If a Citibank Statement contains a Transaction that needs to be disputed, the Cardholder
should contact Citibank Customer Service at 1-800-248-4553, Option #0 to initiate the
dispute process, and contact his or her State Agency P-Card Program Coordinator to
ensure the disputed transaction has been documented. If the dispute cannot be resolved
between the Cardholder and the Bank, the Cardholder shall immediately notify his or her
State Agency P-Card Program Coordinator and follow the agency-specific procedures for

disputes.

6.7. Declined Purchase Transactions.

On occasion, a Cardholder’s purchase transaction may be declined. Cardholders should
contact Citibank Customer Service at 1-800-248-4553, option #0 to determine the reason
for the decline before contacting their State Agency P-Card Program Coordinator for

assistance.

Common reasons for declines include:
e MCC is restricted from the Purchasing Card;
e The Cardholders has exceeded the STL, daily limit or monthly limit; or

e Invalid expiration.

7. CARD ISSUANCE AND CANCELLATION.

The State Agency P-Card Program Coordinator is responsible for issuing all P-Cards within his
or her Agency. State Agency P-Card Program Coordinators have authority to terminate a
Cardholder’s status as a Cardholder and cancel P-Cards. The Statewide P-Card Program
Administrator should be notified of any P-Card cancellations.

7.1.  P-Card Issuance.

Purchasing Cards are issued following:

Completion of the Cardholder Application;
Completion and approval of a Cardholder profile;
e Completion of P-Card training; and

e Completion of the Cardholder Agreement.

7.2. P-Card Cancellation.
P-Cards shall be cancelled by the following:
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Cardholder’s separation from employment for any reason;
e Cardholder’s job status changes such that he or she no longer requires a P-
Card;
Cardholder reports the loss or theft of the P-Card;
Cardholder misuses the P-Card; or
Untimely approval of transactions.

If a P-Card is cancelled, it shall be destroyed by cutting it down the magnetic strip. The
Statewide P-Card Program Administrator shall be notified of all P-Card cancellations.

8. P-CARD PROGRAM TRAINING.

Cardholder training is critical—all Cardholders must complete training before being issued a P-
Card. Training ensures that the Cardholder understands the P-Card Program procedures and this
Policy and is aware of potential disciplinary action for P-Card misuse or abuse. Once training is
complete, the Cardholder shall sign a Cardholder Agreement as a condition for being issued a P-
Card. The Cardholder Agreement is evidence that the Cardholder has received training and a
copy of the P-Card Policy. The Statewide P-Card Program Administrator will coordinate
Cardholder training with State Agency P-Card Program Coordinators.

9. INTERNAL CONTROLS.
A strong system of internal controls is essential for detection and deterrence of fraud, misuse, or

abuse of the P-Card. Internal controls include policies, procedures, training, spending limits,
Merchant Category Code restrictions, prompt reconciliation, and prompt account distribution.

9.1. Duty of State Agencies.
Each State Agency must establish an internal control structure that ensures compliance

with the State’s procurement laws, CPO rules; policies and procedures, this Policy, and
the terms and conditions of P-Card established by the Bank. The State Agency Fiscal
Director is responsible for developing and reviewing the State Agency’s internal P-Card
policy and ensuring that sound accounting practices and internal policies are in place and
enforced. All State Agency P-Card Program internal policies shall address the following:

e Separation of duties between ordering cards (State Agency P-Card Program
Coordinators), making Transactions (Cardholders and Users), and review or
approval of Transactions for payment (Cardholder Supervisors or Cardholder
Approvers);

e Independent review of the P-Card Account maintenance activity at least
monthly if the State Agency P-Card Program Coordinator is also a Cardholder
or User.

e Limits on the number of Cardholders assigned to a Cardholder Supervisor in
order to ensure adequate review of business need and documentation for each
Transaction; and

e Provision for annual independent audit or review of the Agency’s P-Card
program by the State Agency P-Card Program Coordinator, State Agency
Internal Audit unit, or other business unit assigned State Agency audit
responsibilities. Reviews must include adequacy of:

o Internal policies and procedures;
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o Cardholder spending limits;
o Monthly reconciliation procedures; and
o Documentation for Transactions.

9.2. State Agency Internal P-Card Policy and Procedures.
Each State Agency must develop its own internal policy and procedures to address areas

that this Policy does not address.

9.3. Card Management and Reconciliation Systems.
All Transaction reconciliations will be completed in Edison unless the Central
Procurement Office approves an alternate method of reconciliation.

9.4. Merchant Category Code Restrictions.
Merchant Category Codes are four-digit codes used by commercial credit card brands

(e.g., Visa, MasterCard, American Express) to identify a merchant’s principal trade,
profession, or line of business. MCCs are assigned to a merchant based on the types of
goods or services the merchant provides. MCCs blocked on P-Cards restrict State
purchases from certain merchants to protect against unauthorized or prohibited purchases.

e The Statewide P-Card Program Administration Team manages the State-
identified MCC groups that contain codes associated with vendors that
provide goods or services that are prohibited for purchase using the P-Card.

e Although Transactions at unauthorized MCCs are blocked at the point-of-sale,
they are occasionally forced through. These Transactions are subject to audit.

e The CPO’s Compliance Team will conduct periodic audits of Transactions
with restricted MCC vendors.

e State Agencies may request activation of additional MCCs for inclusion in a
State-authorized group-or creation of a new MCC group to meet specific
needs. A Cardholder’s State Agency P-Card Program Coordinator should
ensure that Cardholder profiles permit only those MCC groups that a
Cardholder needs to meet his or her job requirements.

9.5. Cardholder Spending Limits and Utilization.

The State Agency Fiscal Director may establish a Single Transaction Limit (STL) of up
to the ten thousand dollar ($10,000) maximum for Cardholders as he or she determines
appropriate taking into account the State Agency’s overall needs. Imposing spending
limits enables management to provide Cardholders with the purchasing power to perform
their jobs without exposing the State to unnecessary risk. Spending limits should be
based on the Cardholder’s job responsibilities. Cardholder spending limits must be
reviewed at least annually to determine if actual usage is consistent with spending limits.
Increases or decreases to spending limits may be made by the State Agency Fiscal
Director as needed. Cardholders are prohibited from splitting a single purchase between
one or more P-Cards or between a Card transaction and a purchase order to circumvent
the STL or CPO rules, policies or procedures. Each State Agency is required to perform
a review of spending limits at least annually in order to determine if each Cardholder’s

spending limit is adequate and appropriate.
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10.

9.6. Dormant Cards.

Each State Agency’s internal P-Card policy shall address how long a P-Card can remain
unused before it is considered inactive. The CPO recommends that State Agencies
reduce the Cycle Limit of any P-Card that has not been used within twelve (12) complete
cycles to one dollar ($1). When a P-Card has not been used for some time, the State
Agency P-Card Program Coordinator should conduct a review to determine if the
Cardholder still needs a P-Card. Each State Agency is responsible for the ensuring that
this review is completed in accordance with its own internal P-Card policy.

DOCUMENTATION AND ACCOUNTING.

10.1. Documentation.
State Agencies should use Edison for Transaction reconciliation. When performing

reconciliation in Edison, Cardholders must follow internal procedures for handling
documentation. Any State Agency seeking to use a manual method for Transaction
reconciliation must obtain approval from the Central Procurement Office.

Regardless of the Transaction reconciliation method, Cardholders should provide
invoices or receipts for all Transactions. Invoices or receipts shall include:
e The Vendor’s name, location, and contact information;
e Line item details, including quantity, description, unit price, and total price;
and
e A line showing that the State was not charged for sales tax.

10.2. Receipts.

-o Tt is the Cardholder’s responsibility to obtain-itemized receipts and any other
pertinent backup documentation. Other documentation may include shipping
documents and bills of lading. This information will be used by the Agency
to validate and reconcile charges.

e For online purchases that do not provide a downloadable receipt, a screen shot
of the receipt information can serve as a receipt.

e In lieu of obtaining physical receipts, the Cardholder may also take a picture
of the receipt with his or her mobile device and save the receipt electronically.

e Ifa Cardholder loses a receipt and a duplicate cannot be obtained, the
Cardholder should follow his or her State Agency’s internal procedures for
lost receipts. Cardholders who lose receipts and resort to their Agency’s
internal procedures for lost receipts more than three (3) times during a fiscal
year may have their P-Card privileges suspended.

e The amount on the receipt and the amount of the charge to the Cardholder’s P-
Card account must match. Any discrepancies in amounts should be resolved
with the Vendor and an explanation regarding the resolution should be made
on the receipt or other backup documentation. It is not sufficient to change
the amount on the receipt only.

e The Cardholder and the Cardholder Supervisor shall document all missing
receipts.

13
56



11.

e Credits may be processed without a receipt, but the Cardholder must provide
an explanation of the credit.

10.3. Reconciliation.
e Cardholders should perform reconciliation in Edison on a weekly basis.
e After completing the weekly reconciliation process, the Cardholder must
forward signed and dated receipts to his or her State Agency Approver. This
should also occur on a weekly basis.

10.4. Allocation to the General Ledger.
Timely allocation of charges to the general ledger is essential to ensure compliance with

State accounting and budgetary policies. The State Agency must ensure that all
transactions are allocated to the general ledger before the end of the billing cycle.

PROHIBITED PURCHASES AND TRANSACTIONS.

11.1. Prohibited Purchases.
Cardholders are prohibited from using a physical P-Card for the following types of
purchases, payments, or transactions:
e Goods or services not directly related to job responsibilities or other official
State of Tennessee business, i.¢., personal purchases;
Cash withdrawals, including ATM or debit withdrawals;
Travel expenses;
Telephone billings;
Political publications of any sort;
Utility billings and connection fees;
Payments to another State Agency;
Rental of passenger vehicles of any kind;
Artifacts for historical or commemorative purposes (except for the State
Museum);
An employee’s moving expenses;
Purchases of any motor vehicle fuel for any vehicle of equipment leased from
the Department of General Services’ Division of Motor Vehicle Management
(“MVM;
e Back orders or partial shipments—goods or services must be in stock or
otherwise available at the time of purchase;
e Purchases made using a P-Card or other account by someone other than the
Cardholder or account holder;
Service awards for state employees;
Awards for private citizens;
Honoraria expenses;
Insurance policies;
Gift cards or gift certificates; and
Any goods or services related to political activity as defined under “The Little
Hatch Act,” Tenn. Code Ann. §§ 2-19-201 through 208;

14
57



11.2. Personal Purchases Prohibited.

As provided in Sections 3.1, 5.7 and 12.1, Cardholders are prohibited from using a P-
Card for the purchase of any goods or services not directly related to job responsibilities
or other official State business. Intentional use of a P-Card for any purposes other than
State business will result in disciplinary action, up to and including termination from
State employment or criminal prosecution. Under Tenn. Code Ann. § 39-16-402, State
employees who intentionally or knowingly use a P-Card or a Virtual P-Card for personal

purchases commit a Class E felony.

11.3. Split Charges Prohibited.
Tenn. Code Ann. § 12-3-503(b) and CPO Policy Number 2013-003 authorize State

Agencies to make a purchase without soliciting quotes or proposals from multiple
vendors when the total value of the purchase is ten thousand dollars ($10,000) or less.
Cardholders are prohibited by Tenn. Code Ann. § 12-3-503(b)(2) from splitting a
transaction between two or more transactions on a single account, two or more
transactions on multiple accounts, or two or more transactions using the P-Card and a
purchase order, in order to circumvent the STL imposed on the P-Card. The STL for P-
Card purchases using a physical P-Card is ten thousand dollars ($10,000) unless a State
Agency has designated a lower STL in its internal P-Card policy.

11.4. Payment of Sales and Use Tax.
Tenn. Code Ann. § 67-6-329(a) provides that all sales of services and tangible personal

property made to the State of Tennessee are exempted from sales and use taxes.
Cardholders should provide each vendor with an exemption certificate, as described in
Section 6.4. Cardholders are responsible for ensuring that vendors do not charge tax or
provide a credit for inadvertent charges.

e If'taxes are charged, the Cardholder must contact the vendor to obtain a credit
to the account.

e Vendors may only credit the State’s P-Card Account and may not refund
erroneously paid taxes through other means, including cash, gift cards, or
store credit.

e The Cardholder is required to maintain documentation of his or her attempts
to obtain credit for any Tennessee Sales and Use Tax charged to the P-Card

Account in error.

12. PURCHASES RESERVED FOR THE DESIGNATED STATE AGENCY
CENTRAL FISCAL OFFICE CARDHOLDER.

Only the person designated by the State Agency Fiscal Director may use his or her individual P-

Card for the following purchases:

Tuition, fees, and supplies for training individuals;

Internet, newspaper, radio, or television advertisements;

Subscriptions to newspapers, periodicals, newsletters, or pamphlets;

Organization membership dues;

Charges for meeting rooms and attendant expenses in excess of two hundred dollars

($200) per day or for more than five (5) days;
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e Convention or registration fees; and
e Association entry fees.

State Agencies may request an exception from this paragraph by submitting a letter to the
Statewide P-Card Program Administrator. The letter must be on Agency letterhead, include a
business justification for the exception, and be signed by the Agency’s Fiscal Director.

13. DECLARED EMERGENCIES AND NATURAL DISASTERS.

Tenn. Comp. R. & Regs. 0690-03-01-.05(5) authorizes the CPO or delegated State Agencies to
forego standard procurement requirements to meet emergencies arising from unforeseen causes.
If an emergency affecting the health or safety of any person occurs when CPO personnel are not
available, any State Agency is authorized to contract for necessary goods or services and obtain
“after the fact” emergency purchase authorization. All requests for “after the fact” emergency
purchase authorization shall comply with CPO rules, policies, and procedures.

14. ENCOURAGED USE OF P-CARDS.

14.1. Statewide and Agency Term Contracts.

As provided in Section 10.4 of the CPO’s Procurement Procedures Manual, State
Agencies are required to use Statewide Contracts for procuring goods or services to the
extent the needed goods or services are available on a Statewide Contract. State
Agencies may not procure goods or services available on a Statewide Contract from any
other source without prior approval from the Chief Procurement Officer or designee.
State Agencies are encouraged to utilize P-Cards for purchasing goods or services on
Agency Term Contracts and Statewide Contracts.

14.2. - Utilization of Diversity Vendors.
Cardholders are strongly encouraged to make authorized purchases from vendors
certified by the Governor’s Office of Diversity Business Enterprise.

15. SURCHARGES AND CONVENIENCE FEES.
Many vendors charge a “credit card processing fee” or “convenience fee” for accepting credit
cards including the P-Card. These types of fees are strictly regulated by Visa and MasterCard.

According to Visa’s “Card Acceptance and Chargeback Management Guidelines for Merchants”
available on Visa’s website, credit card surcharges are allowed but cannot be more than the
amount the vendor’s bank charges them for processing the transaction. Also, the vendor cannot
charge both a surcharge and a convenience fee, explained below.

The maximum allowable surcharge is four percent (4%) and must be shown as a line item on the
detailed invoice or receipt. Whenever a Vendor charges a surcharge, the following rules apply:
e The Vendor must have provided Visa and its bank at least thirty (30) days notification
of their intent to impose surcharges;
e The fact that the Vendor imposes surcharges must be clearly posted on the door and
at point-of-sale for physical locations and on web sites when sales are made via the

internet; and
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e The Vendor must inform the Cardholder or User:
o Of the exact percent of the surcharge;
o That the Vendor is the entity assessing the surcharge;
o That surcharges are applicable on credit transactions only; and
o That the surcharge is not greater than what the vendor pays to Visa.

For any Transaction where the Vendor has charged a surcharge, a Cardholder or User must
obtain a copy of the acknowledgement letter sent to the Vendor by Visa authorizing the Vendor
to impose a surcharge. A copy on file with the State Agency P-Card Program Coordinator will

be sufficient.
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Add-the-followingSection-as-appropriate—H-unsure-whether Section-is-applicable,-consult the-CRO-legal
tearns

E#—Insurance—The-Contractor-shall-carry-adeguate-liability-and-other-appropriate-forms-of insurance-
a.— The-Contractor-shall-maintain-at minimum-the-following-insurance-coverage:

(1) Workers' Compensation/-Employers-Liability-{including-all states-coverage)-with-a
limit-notless-than-the relevant statutory-amount-or-one-million-dollars-($4-000,000)
per-oceurrence-for-employers-liability-whichever-is-greater-

(2)———Comprehensive Commercial- General-Liability- (including-personalinjury-& property
damage; premises/operations.-independent-contractor-contractual liability-and
completed-operations/products)-with-a-bodily-injury/property-damage-combined
single-limit-not-less-than-ene-million-dollars-{$1.000,000)-per-oceurrence-and-two
million-dollars{$2,000,000)-aggregate-

(3)——Autemaebile-Coverage-{including-owned-leased;-hired;-and-non-ewned-vehicles)
with-a bedily-injury/property-damage-combined-single-limit notless-than-one-million
dollars($1,000;000}-per-occurrence:

(4)  Errors-and-Omission-Goverage-with-alimit-of notless-than-one-million-dollars
($1,000,000)-per-claim-and-two-million-dellars($2,000,000)- aggregate-

b The Contractor shall-provide-a-valid-Certificate-of-Insurance-naming-the State-as-an
additional insured-and detailing Coverage-Description;-Insurance-Company-& Policy
Number-Exceptions-and-Exclusions:-Policy-Effective Date;-Policy-Expiration-Date;-Limit(s)
of Liability:--and-Name-and-Address-of Insured-—Contractor shall-obtain-from-Centractor's
insurance-carrier(s)-and-will-deliver to-the-State waivers-of the-subrogation-rights-underthe
respective-policies—Failure-to-provide required-evidence of insurance-coverage shallbe-a
material-breach-of-this- Contract:

62




63



e

64



ion: Professio iability Insuranc

e

65



Document comparison by Workshare Compare on Friday, February 27, 2015
12:37:23 PM

|'Document' 11D .file://C:\Users\BA10408\Desktbp\lhéufahce_brig.dbcx

Description Insurance_orig

Document 2 ID ffile://C:\Users\BA10408\Desktop\Insurance_new.docx

Description Insurance_new

Rendering set Standard

Moved-from
Moved to

Style change
Format change

VMioved-deletbon

Inserted cell
Deleted cell
Moved cell
Split/Merged cell
Padding celi

Count

Insertions 52
Deletions
Moved from
Moved to

Style change
Format changed
Total changes 61

OlO|O(O |

66



Attachments to Agenda
Advisory Council Meeting — March 31, 2015

INSURANCE PROVISIONS FOR THE FA
TEMPLATE AND EDISON
CONFIGURATOR

CLEAN VERSION

67



REQUEST 1: Add the following term to Section D of the FA Template and to Edison’s
configurator.

D.#.

Insurance. Contractor shall provide the State a certificate of insurance (“COI”)
evidencing the coverages and amounts specified below. The COI shall be provided ten
(10) business days prior to the Effective Date and again upon renewal or replacement of
coverages required by this Contract. If insurance expires during the Term, the State
must receive a new COI at least thirty (30) calendar days prior to the insurance’s
expiration date. If the Contractor loses insurance coverage, does not renew coverage, or
for any reason becomes uninsured during the Term, the Contractor shall notify the State

immediately.

The COI shall be on a form approved by the Tennessee Department of Commerce and
Insurance (“TDCI") and signed by an authorized representative of the insurer. The COI
shall list each insurer’s national association of insurance commissioners (also known as
NAIC) number or federal employer identification number and list the State of Tennessee,
Risk Manager, 312 Rosa L. Parks Ave., 3" floor Central Procurement Office, Nashuville,
TN 37243 in the certificate holder section. At any time, the State may require the
Contractor to provide a valid COI detailing coverage description; insurance company;
policy number; exceptions; exclusions; policy effective date; policy expiration date; limits
of liability; and the name and address of insured. The Contractor’s failure to maintain or
submit evidence of insurance coverage is considered a material breach of this Contract.

If the Contractor desires to self-insure, then a COI will not be required to prove
coverage. In place of the COI, the Contractor must provide a certificate of self-insurance
or a letter on the Contractor’s letterhead detailing its coverage, liability policy amounts,
and proof of funds to reasonably cover such expenses. Compliance with Tenn. Code
Ann. § 50-6-405 and the rules of the TDCI is required for the Contractor to self-insure
workers’ compensation.

All insurance companies must be: (a) acceptable to the State; (b) authorized by the
TDCI to transact business in the State of Tennessee; and (c) rated A- VIl or better by A.
M. Best. The Contractor shall provide the State evidence that all subcontractors maintain
the required insurance or that the subcontractors are included under the Contractor’s

policy.

The Contractor agrees to name the State as an additional insured on any insurance
policies with the exception of workers’ compensation (employer liability) and professional
liability (errors and omissions) (“Professional Liability”) insurance. Also, all policies shall
contain an endorsement for a waiver of subrogation in favor of the State.

The deductible and any premiums are the Contractor’s sole responsibility. Any
deductible over fifty thousand dollars ($50,000) must be approved by the State. The
Contractor agrees that the insurance requirements specified in this Section do not
reduce any liability the Contractor has assumed under this Contract including any
indemnification or hold harmless requirements.
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The State agrees that it shall give written notice to the Contractor as soon as practicable
after the State becomes aware of any claim asserted or made against the State, but in
no event later than thirty (30) calendar days after the State becomes aware of such
claim. The failure of the State to give notice shall only relieve the Contractor of its
obligations under this Section to the extent that the Contractor can demonstrate actual
prejudice arising from the failure to give notice. This Section shall not grant the
Contractor or its insurer, through its attorneys, the right to represent the State in any
legal matter, as the right to represent the State is governed by Tenn. Code Ann. § 8-6-

106.

All coverage required shall be on a primary basis and noncontributory with any other
insurance coverage or self-insurance carried by the State. The State reserves the right
to amend or require additional endorsements, types of coverage, and higher or lower
limits of coverage depending on the nature of the work. Purchases or contracts involving
any hazardous activity or equipment, tenant, concessionaire and lease agreements,
alcohol sales, cyber-liability risks, environmental risks, special motorized equipment, or
property may require customized insurance requirements (e.g. umbrella liability
insurance) in addition to the general requirements listed below.

The Contractor shall obtain and maintain, at a minimum, the following insurance
coverages and policy limits.

Commercial General Liability Insurance

e The Contractor shall maintain commercial general liability insurance, which shall be
written on an Insurance Services Office, Inc. (also known as ISO) occurrence form
(or a substitute form providing equivalent coverage) and shall cover liability arising
from property damage, premises/operations; independent-contractors, contractual
liability, completed operations/products, personal and advertising injury, and liability
assumed under an insured contract (including the tort liability of another assumed in
a business contract).

e The Contractor shall maintain bodily injury/property damage with a combined single
limit not less than one million dollars ($1,000,000) per occurrence and two million
dollars ($2,000,000) aggregate for bodily injury and property damage, including
products and completed operations coverage with an aggregate limit of at least two
million dollars ($2,000,000).

Workers’ Compensation and Employer Liability Insurance
A. For Contractors statutorily required to carry workers’ compensation and employer
liability insurance, the Contractor shall maintain:
e Workers’ compensation and employer liability insurance in the amounts required
by appropriate state statutes; or
e In an amount not less than one million dollars ($1,000,000) including employer
liability of one million dollars ($1,000,000) per accident for bodily injury by
accident, one million dollars ($1,000,000) policy limit by disease, and one million
dollars ($1,000,000) per employee for bodily injury by disease.
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B. If the Contractor cerﬁfies that it is exempt from the requirements of Tenn. Code Ann.

§§ 50-6-101 — 103, then the Contractor shall furnish written proof of such exemption
for one or more of the following reasons:

e The Contractor employees fewer than five (5) employees;

e The Contractor is a sole proprietor;

¢ The Contractor is in the construction business or trades with no employees;

¢ The Contractor is in the coal mining industry with no employees;

o The Contractor is a state or local government; or

¢ The Contractor self-insures its workers’ compensation and is in compliance

with the TDCI rules and Tenn. Code Ann. § 50-6-405.

REQUEST 2: Add the following optional terms and instructions to the FA Template and to
Edison’s configurator.

Option: Automobile Liability Insurance
Add the following as part of the mandatory insurance term if the Contractor will use a vehicle when

providing goods or services under the Contract.

Automobile Liability Insurance

The Contractor shall maintain automobile liability insurance which shall cover liability
arising out of any automobile (including owned, leased, hired, and non-owned
automobiles).

The Contractor shall maintain bodily injury/property damage with a limit not less than
one million dollars ($1,000,000) per occurrence or combined single limit.

Option: Professional Liability Insurance
Add the following as part of the mandatory insurance term if the Contract involves professional services,

e.g., architects, engineers, consultants, counselors, medical professionals, attorneys, accountants.

Professional Liability Insurance
Professional Liability insurance shall include:

Professional Liability insurance written on an occurrence basis. This coverage may
be written on a claims-made basis but must include an extended reporting period or
“tail coverage” of at least two (2) years after contract completion;

Such policy shall have a limit not less than one million dollars ($1,000,000) per claim
and two million dollars ($2,000,000) in the aggregate; and

If the Contract involves the provision of services by medical professionals, a policy
limit not less than two million ($2,000,000) per claim and three million dollars
($3,000,000) in the aggregate for medical malpractice insurance.
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REQUEST: Add the following options and instructional language to the “Instructions,
Considerations, and Options” portion of the FA Template and to Edison’s configurator.

Option: Protection of Federal Tax Information

Add one of the following options below as a separate attachment to the Contract for Contractors having
access to Federal Tax Information (“FT1”) during performance of the Contract. If unsure whether to
include one of the options below, contact the Central Procurement Office’s legal team.

FTI means any return or return information, as defined by I.R.C. § 6103(b)(2), received from the Internal
Revenue Service or secondary source, such as the Social Security Administration, Federal Office of Child
Support Enforcement, or Bureau of Fiscal Service. FTl includes any information created by the recipient
that is derived from return or return information. If the Contract involves disclosing FTI to a Contractor,
the contracting State Agency shall provide the IRS at least forty-five (45) days notice before executing
the Contract. Use Option #1 when the Contractor may have access to electronic forms of FTI. Use Option
#2 when the Contractor may have access to hard copies of FTI.

Option #1

FEDERALLY MANDATED REQUIREMENTS FOR TECHNOLOGY SERVICES
CONTRACTS WITH ACCESS TO FEDERAL TAX RETURN INFORMATION

Federal Tax Information (“FTI") means any return or return information, as defined by I.R.C. § 6103(b)(2),
received from the Internal Revenue Service or secondary source, such as the Social Security
Administration, Federal Office of Child Support Enforcement, or Bureau of Fiscal Service. FTI includes
any information created by the recipient that is derived from return or return information.

1.1

1.2

1.3

1.4

PERFORMANCE

In performance of this Contract, the Contractor agrees to comply with and assume responsibility
for compliance by his or her employees with the following requirements:

All work will be done under the supervision of the Contractor or the Contractor's employees.

Any return or return information made available in any format shall be used only for the purpose
of carrying out the provisions of this Contract. Information contained in such material will be
treated as confidential and will not be divuiged or made known in any manner to any person
except as may be necessary in the performance of this Contract. Disclosure to anyone other
than an officer or employee of the Contractor will be prohibited.

All returns and return information will be accounted for upon receipt and properly stored before,
during, and after processing. In addition, all related output will be given the same level of
protection as required for the source material.

The Contractor certifies that the data processed during the performance of this Contract will be
completely purged from all data storage components of his or her computer facility, and no output
will be retained by the Contractor at the time the work is completed. If immediate purging of all
data storage components is not possible, the Contractor certifies that any IRS data remaining in
any storage component will be safeguarded to prevent unauthorized disclosures.
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1.5

1.6

1.7

1.8

1.9

2.1

2.2

Any spoilage or any intermediate hard copy printout that may result during the processing of IRS
data will be given to the State. When this is not possible, the Contractor will be responsible for the
destruction of the spoilage or any intermediate hard copy printouts, and will provide the State with
a statement containing the date of destruction, description of material destroyed, and the method

used.

All computer systems receiving, processing, storing, or transmitting FTI must meet the
requirements defined in IRS Publication 1075. To meet functional and assurance requirements,
the security features of the environment must provide for the managerial, operational, and
technical controls. All security features must be available and activated to protect against
unauthorized use of and access to Federal Tax Information.

No work involving Federal Tax Information furnished under this Contract will be subcontracted
without prior written approval of the IRS.

The Contractor will maintain a list of employees authorized access. Such list will be provided to
the State and, upon request, to the IRS reviewing office.

The State will have the right to void the Contract if the Contractor fails to provide the safeguards
described above.

CRIMINAL/CIVIL SANCTIONS:

Each officer or employee of any person to whom returns or return information is or may be
disclosed will be notified in writing by such person that returns or return information disclosed to
such officer or employee can be used only for a purpose and to the extent authorized herein, and
that further disclosure of any such returns or return information for a purpose or to an extent
unauthorized herein constitutes a felony punishable upon conviction by a fine of as much as five
thousand dollars ($5,000) or imprisonment for as long as five (5) years, or both, together with the
costs of prosecution. Such-person-shall also notify-each such officer and employee that-any such
unauthorized further disclosure of returns or return information may also result in an award of civil
damages against the officer or employee in an amount not less than one thousand dollars
($1,000) with respect to each instance of unauthorized disclosure. These penalties are prescribed
by I.LR.C. §§ 7213 and 7431 and set forth at 26 CFR 301.6103(n)-1.

Each officer or employee of any person to whom returns or return information is or may be
disclosed shall be notified in writing by such person that any return or return information made
available in any format shall be used only for the purpose of carrying out the provisions of this
Contract. Information contained in such material shall be treated as confidential and shall not be
divulged or made known in any manner to any person except as may be necessary in the
performance of the Contract. Inspection by or disclosure to anyone without an official need-to-
know constitutes a criminal misdemeanor punishable upon conviction by a fine of as much as one
thousand dollars ($1,000) or imprisonment for as long as one (1) year, or both, together with the
costs of prosecution. Such person shall also notify each such officer and employee that any such
unauthorized inspection or disclosure of returns or return information may also resuit in an award
of civil damages against the officer or employee in an amount equal to the sum of the greater of
one thousand dollars ($1,000) for each act of unauthorized inspection or disclosure with respect
to which such defendant is found liable or the sum of the actual damages sustained by the
plaintiff as a result of such unauthorized inspection or disclosure plus in the case of a willful
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inspection or disclosure which is the result of gross negligence, punitive damages, plus the costs
of the action. These penalties are prescribed by |.R.C. §§ 7213A and 7431.

Additionally, it is incumbent upon the Contractor to inform its officers and employees of the
penaities for improper disclosure imposed by the Privacy Act of 1974, 5§ U.S.C. § 552a.
Specifically, 5 U.S.C. § 552a(i)(1), which is made applicable to contractors by 5 § U.S.C.
552a(m)(1), provides that any officer or employee of a contractor, who by virtue of his or her
employment or official position, has possession of or access to State records which contain
individually identifiable information, the disclosure of which is prohibited by the Privacy Act or
regulations established thereunder, and who knowing that disclosure of the specific material is
prohibited, willfully discloses the material in any manner to any person or agency not entitled to
receive it, shall be guilty of a misdemeanor and fined not more than five thousand dollars

($5,000).

Granting a Contractor access to FTI must be preceded by certifying that each individual
understands the State’s security. policy and procedures for safeguarding IRS information.
Contractors must maintain their authorization to access FTI through annual recertification. The
initial certification and recertification must be documented and placed in the State's files for
review. As part of the certification and at least annually afterwards, Contractors must be advised
of the provisions of |.R.C. §§ 7431, 7213, and 7213A. The training provided before the initial
certification and annually thereafter must also cover the incident response policy and procedure
for reporting unauthorized disclosures and data breaches. For both the initial certification and the
annual certification, the Contractor must sign, either with ink or electronic signature, a
confidentiality statement certifying their understanding of the security requirements.

INSPECTION:

The IRS and the State shall have the right to send its officers and employees into the offices and
plants of the Contractor for inspection of the facilities and operations provided for the
performance of any work under this Contract. On the basis of such inspection, specific measures
may be required in cases where the Contractor is found to be noncompliant with Contract
safeguards.

Option #2

FEDERALLY MANDATED REQUIREMENTS FOR GENERAL SERVICES CONTRACTS

WITH ACCESS TO FEDERAL TAX RETURN INFORMATION

Federal Tax Information (“FTI") means any return or return information, as defined by I.R.C. § 6103(b)(2),
received from the Internal Revenue Service or secondary source, such as the Social Security
Administration, Federal Office of Child Support Enforcement, or Bureau of Fiscal Service. FTI includes
any information created by the recipient that is derived from return or return information.

1.

1.1

PERFORMANCE

In performance of this Contract, the Contractor agrees to comply with and assume responsibility
for compliance by his or her employees with the following requirements:

All work will be done under the supervision of the Contractor or the Contractor's employees.
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1.2

1.3

14

1.6

1.6

2.1

22

Any federal tax returns or return information (hereafter referred to as returns or return information)
made available shall be used only for the purpose of carrying out the provisions of this Contract.

Information contained in such material shall be treated as confidential and shall not be divuiged or
made known in any manner to any person except as may be necessary in the performance of this
contract. Inspection by or disclosure to anyone other than an officer or employee of the contractor

is prohibited.

All returns and return information will be accounted for upon receipt and properly stored before,
during, and after processing. In addition, all related output will be given the same level of
protection as required for the source material.

No work involving returns and return information furnished under this Contract will be
subcontracted without prior written approval of the IRS.

The Contractor will maintain a list of employees authorized access. Such list will be provided to
the State and, upon request, to the IRS reviewing office.

The State will have the right to void the Contract if the Contractor fails to provide the safeguards
described above.

CRIMINAL/CIVIL SANCTIONS:

Each officer or employee of any person to whom returns or return information is or may be
disclosed will be notified in writing by such person that returns or return information disclosed to
such officer or employee can be used only for a purpose and to the extent authorized herein, and
that further disclosure of any such returns or return information for a purpose or to an extent
unauthorized herein constitutes a felony punishable upon conviction by a fine of as much as five
thousand dollars ($5,000) or imprisonment for as long as five (5) years, or both, together with the
costs of prosecution. Such person shall also notify each such officer and employee that any such
unauthorized further disclosure of returns or return information may also result in an award of civit
damages against the officer or employee in an amount not less than one thousand dollars
($1,000) with respect to each instance of unauthorized disclosure. These penalties are prescribed
by IRC §§ 7213 and 7431 and set forth at 26 CFR 301.6103(n)-1.

Each officer or employee of any person to whom returns or return information is or may be
disclosed shall be notified in writing by such person that any return or return information made
available in any format shall be used only for the purpose of carrying out the provisions of this
Contract. Information contained in such material shall be treated as confidential and shall not be
divuiged or made known in any manner to any person except as may be necessary in the
performance of the Contract. Inspection by or disclosure to anyone without an official need-to-
know constitutes a criminal misdemeanor punishable upon conviction by a fine of as much as one
thousand dollars ($1,000) or imprisonment for as long as one (1) year, or both, together with the
costs of prosecution. Such person shall also notify each such officer and employee that any such
unauthorized inspection or disclosure of returns or return information may also result in an award
of civil damages against the officer or employee in an amount equal to the sum of the greater of
one thousand ($1,000) for each act of unauthorized inspection or disclosure with respect to which
such defendant is found liable or the sum of the actual damages sustained by the plaintiff as a
result of such unauthorized inspection or disclosure plus in the case of a willful inspection or
disclosure which is the result of gross negligence, punitive damages, plus the costs of the action.
These penalties are prescribed by IRC §§ 7213A and 7431.
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Additionally, it is incumbent upon the Contractor to inform its officers and employees of the
penalties for improper disclosure imposed by the Privacy Act of 1974, 5 U.S.C. § 552a.
Specifically, 5 U.S.C. § 552a(i)(1), which is made applicable to contractors by 5 U.S.C. §
552a(m)(1), provides that any officer or employee of a contractor, who by virtue of his or her
employment or official position, has possession of or access to State records which contain
individually identifiable information, the disclosure of which is prohibited by the Privacy Act or
regulations established thereunder, and who knowing that disclosure of the specific material is
prohibited, willfully discloses the material in any manner to any person or agency not entitled to
receive it, shall be guiity of a misdemeanor and fined not more than five thousand dollars

($5,000).

Granting a Contractor access to FTI must be preceded by certifying that each individual
understands the State’s security policy and procedures for safeguarding IRS information.
Contractors must maintain their authorization to access FTI through annual recertification. The
initial certification and recertification must be documented and placed in the State's files for
review. As part of the certification and at least annually afterwards, Contractors must be advised
of the provisions of IRC §§ 7431, 7213, and 7213A. The training provided before the initial
certification and annually thereafter must also cover the incident response policy and procedure
for reporting unauthorized disclosures and data breaches. For both the initial certification and the
annual certification, the Contractor must sign, either with ink or electronic signature, a
confidentiality statement certifying their understanding of the security requirements.

INSPECTION:

The IRS and the State shall have the right to send its officers and employees into the offices and
plants of the Contractor for inspection of the facilities and operations provided for the
performance of any work under this Contract. On the basis of such inspection, specific measures
may be required in cases where the Contractor is found to be noncompliant with Contract

safeguards.
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AMENDED-8-22-13-Policy Number 2013-006
Central Procurement Office-Autherity-
Delegation of Authority Policy-and-Procedures

Effective: August 22, 2013

Last Amended: ~ DATE

Prepared by: The Central Procurement Office of the State of Tennessee
1. Purpose.

To establish conditions under which-the-autherity-of the Chief Procurement Officer-may-be
delegated, with the approval of the Comptroller of the Treasury, may delegate authority to
State Agencies feHhe&wpmes—eﬁw&&mg—e*e&&Hﬁgﬁﬂd—m&ﬂ&gmg_gF&ms—le&ﬁs—
procurementsto issue, execute, and manage contracts, purchases, ergrant contracts, or loans.

2. Scope.

This policy applies to all grants;-loans; procurements; purchases;-or-contracts-ineluding revenue-or
WI%WMGGWWSHTW@WWH@W%

. atute-or-rulecontracts, purchases,
nt contrac r]oans issue uant e authori lication process.
3. _ Definitions.

For purposes of this policy, the following terms shall have the meanings described below:

“Agency” - means each State board, commission, committee, department, officer, or any
other unit of State government.

“Contract” - means any duly authorized and legally binding written agreement or purchase
order for goods or services by and between the State of Tennessee and any person or any
separate entity with the independent legal capacity to contract and sue and be sued.

“Central Procurement Office” — means the Central Procurement Office-of the State-of-

%messee—ae&ﬂg—b%m&d—thfe&gh—ﬂ&&@h ief Procurement-Officerorhis-or-her-designeeas-

the-contextrequires-State office established and empowered by Tenn. Code Ann. §
4-56-104.

“Delegated-Authority” —means-authority granted-to-a-Delegated State-Ageney-under-a-
Delegated-Grant-Authority; Delegated Loan-Authority-or Delegated-Purchase-
Autherity-Chief Procurement Officer” - means the official as defined nn. Code Ann
4-56-104.

“Delegated-Grant Authority” - means approval given by the Chief Procurement Officer and
the Comptroller of the Treasury to a State Agency to issue-grantspurchase goods or services

or execute contracts within specified limits and guidelines.

1
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“Del I thority” - means approval given by the Chief Procurement Officer
and the ( Co omptroller of the Trndsmg to a State Agency to execute grant contracts for an

individual program within specified limits and guidelines.

“Delegated Loan Authority” - means approval given by the Chief Procurement Officer
and the Comptroller of the Treasury to a State Agency to loan funds and to enter into loan
agreements with Centracting-Partiescontracting parties in accordance with a State or
federally funded program.

“Delegated Purchase-Authority” —means-the-approval-given-by-the Chief Procurement-
Officerand-the Compiroler-of the Treasury-to-a-State-Ageney-to-purchase-serviees-for-an-
individual-program;-within-specified-limits-and-guidelines-

“Delegated State Agency” - means a State Agency that has received approval from the
Chief Procurement Officer and the Comptroller of the Treasury to preeurepurchase
goods or services, award-grants-enter-intoexecute contracts, including revenue or no-cost
contracts, execute grant contracts, or make loans for an individual program within
specified limits and guidelines.

“Emergeney-Purchase” —means-a-State-Ageney-purchase-made-during-an-actual-
emergeney-arising-from-unloreseen-causes:

“Primary-Ageney-Purchasing Official”—means-the-individual respensible-for-the-day-to-
day-management-ofa-State-Ageney’s-purchasing-funetion:

“Procurement’ —means-buying;purchasing; renting-leasing;-or-otherwise-acquiring-any-
goods-or-services—It-also-includes-at-funetions-that-pertain-to-the-obtaining-of-any-goods-
or-serviees;-including the-deseription-of requirements;selection-and-selicitation-of-
sourees;-negotiation;-preparation-and-award-of a-contract;-and-all-phases-of contraet-

“Purchase Order” - means a document issued by the Central Procurement Office or a State

Agencytoa Geﬁ{fae&ng—llaﬁy@gtractmg party authorizing a purchase. Upon delivery to
the ContractingPartycontracting party, a “purchase order” becomes a binding contract on

both parties.

“Special Delegated Authority”— for a Declared Disaster” - means approval given by the
Chief Procurement Officer and the Comptroller of the Treasury to a-State-Ageney-to-enterinto-
agreements-for-individual programs-within-speeified-limits-and-guidelinesthe Tennessee Emergency

agement X e or related to cific federal or state
declared disaster.

“State” —- means the State of Tennessee, including its departments, agencies, and entities
that fall under its purview.

“State Buildi ission” or “ ” . me he entity creat ursuant to Tenn. Code
2



“State Agency” - means the departments, agencies, and entities of the State of Tennessee.

“Statewide Contract” - means a contract for goods or services established by the
EentralChief Procurement OficeOfficer that all State Agencies must utilize and that may be
used by local governments, higher education, and certain not-for-profit entities: under Tenn.
Cod . § 33-2-

4. Delegated Authority - Generally.

M eétegdg l_ge@nd gne [ ! ) ggg! & ;g §gg_h%g§ theChlef ProcurementOfﬁcer and
Comptroller of the Treasuw—?h&gmaﬁngo%mﬂ&koesubaequmﬂ—eh&ng&te@elega&ed—

‘Amen odel rescribed the : ral I mentO ice and ;
approved by the Chief Procurement Officer and the Comptroller of the Treasury._An gggved

delegated authorit

comply with State or fi w, or with Ce e ice rul licie
procedures.
S. Delegated Authority Types Covered by This Policy.

This policy applies to any DelegatedPurchase Authority, Delegated Grant Authority, Delegated

Loan Authority; and Special Delegated Authority and-MiseeHaneousDelegated-Authority—A-State
Ageney may-request-other-forms o Pelegated - Authoritywhich-may-be-approved-at-the-
diseretion-of the Chief Procurement- O fficer-and-the Comptroler-ofthe Treasury—Applicable-
BPelegated-Authority-applicationtemplates-are-available-on-the Central-Proewrement Offiee-
websitefor a Declared Disaster.

5.1. Delegated Purchase-Authority.

A Delegated-Purehase Authority authorizes a State Agency to make-

purehasespurchase goods or services or execute contracts for the specified

program within the limits, guidelines, and conditions specified within the
pproved Delegated Purehase-Authority. Delegated
appropriate when the Delegated Authority’s maximum _liability is greater th
3
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Agencie 11 not us | ed Authorit r ds or servic c

available on a Statewide or Agency Term Contract.
5.1.1. A Delegated Purchase-Authority for purchases may be approved when:

The-subject-service-needs-ares__The need for goods or services is
sporadic, and it-is-not-pessible-to-determine-inan advance
theirdetermination of the volume, delivery, or exact costs_of goods or
services needed is not possible;

= It is impractical to award one or more fee-for-service contracts for the
category of goods or services needed with compensation based upon unit or
milestone rates;
* _The program needs and general categories of goods or services are
such that adequate guldehnes can be developed to d1rect the &geﬂeﬁﬂ

ent . "
* The procurement terms, cond1t10ns and criteria to be followed by the
agency in eenduetingmaking each purchase shallwill be of such uniformity

that the apﬁfev&lm Procurement Office’s individual,

Purc rder Te nditions Tem

5.1.2. A Delegated Authority for contracts may be approved when:

The individual-purchases-invelved-are such-thatindividual review-by-the-
Central-Procurement-Office-is-impractical;-andprogram needs and general

dlrect theS te i titi uting a number
contracts;

The procuring-ageney-staff-has-made-appropriate-and-justified-mquiries-and-
assured-thevalidity-and-justification-of-the-maximum-rates-detatled-in-the-

autherity:
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A-Delegated Purchase-Authority-shalt set-forth-all-provisions-inel udiag%ﬁl«-ﬂe}t—#mi{ed—te
&e%eeﬂen—%em—an&%nmﬂeﬂwq&ﬂed—byme individual contracts involved will be of

ch uniformi d st roc: cedu contract terms that
individual, independent, and pri iS unnecessa impractic
* All individ ts executed will create a “contractor” relati

defined in Central Procurement Office: Policy 2013-007.

All-purchases-made-pursuant to-a-Delegated Purchase-Authority-shall-be-made by-the-use-of
a-writlen-authorization-to-vendor-approved-by-the Chief Proeurement-Officer—No-changes-
shall-be-made-to-the-approved-authorization-to-vender-without-a-formal-amendment-of-the-
approved-Delegated-Purchase - Authority:

3.2, Delegated Grant Authority.

A Delegated Grant Authority authorizes a State Agency to award-grantsexecute
grant contracts for a grantparticular program or programs within the
limits, guidelines, and conditions specified within the approved Delegated
Grant Authority.

Sueh-a-delegation_A Delegated Grant Authority may be approved when:

= __The program needs and category of services are such that adequate guidelines
can be developed to direct the agency in competitively issuingor impartially
executing a number of similar grantsgrant contracts; and
»__The individual grantsgrant contracts involved are of such uniformity and

standardization of processes, procedures, and contract terms that there-is-fittle-

ﬂeees,s.ayuex—ﬁraehea{&y—m individual review and approval by the Central
Procurement Office_is unnecessary and impractical.

A Delegated Grant Authority shall set forth all provisions, including but not limited
to selection criteria, required by the Central Procurement Office rules, policies, and

applicable State statutes.

No changes shall be made to the approvedterms and conditions of the grant form-

detailedcontracts _included within the approved Delegated Grant Authority without an
amendment to the Authority.

5.3.  Delegated Loan Authority.

A Delegated Loan Authority authorizes a State Agency to make loans and
associated loan agreements for the specified program that are within the limits,
guidelines, and conditions specified within the approved Delegated Loan

Authority.

A Delegated Loan Authority shall set forth all provisions, including but not
limited to selection criteria, required by the Central Procurement Office rules,
policies, and applicable State statutes.
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No changes shall be made to the approved loan and associated loan agreement
form detailed within the Delegated Loan Authority without an amendment to the
Authority.

Miscellaneous-Delegated-Authorities-include Delegated No-Cost-Contract-Authority-
(BN);-Delegated-Revenue-Contract-Authority-(DR);-Autherization-to-Vender Less-than-
M%ekg&&%&henﬁ%&%@@)—@deg&&d—ﬁumﬁaseﬁa&hwﬁ%@em+
therityfor-Hunding Awards (DA)-State
Agene;esa%kmg&tﬁlmatﬁﬁ&ﬁl&&ﬂg%e%he@&amhemmﬁheﬂémﬂﬂemdd—

5.4. Special Delegated Authority for Federal or State Declared Disaster.

A Special Delegated Authority for Declared Disaster is for Tennessee

Emergency Management Agency (“TEMA”) use only. It authorizes TEMA to
issue_execute grant agreements related to funds awarded for the response to and

recovery from a disaster formally declared by the Federalfederal government or
the  Governor of Tennessee.

The-Chief Procurement-Officer solely-may-delegate-Emergeney Purchase-Authority-to-a-State-
Agency-to-meet-emergencies-arising-from-any-unforeseen-cause-ineluding-but-not-limited-to,-
delays-by-contractors;delays-in-transportation;-unanticipated-work-volumes-and-acts-of God—Sueh
delegations-will-be-made-when-the-emergency-occurs-outside-of regular-State-business-heurs-and
%&m&%n&%m&m%%%immm&%mew%m%&%ﬁ%@dﬁed

r her designee Il and void.



Delegated-State-Agencies-may-procure-goods-or-serviees-via-the- Emergeney-Purchase-
method-in-aceordance-with-appl

icablerules;-policies;-and-procedures—State-ageneies-
should-make Emergenecy-Purchases-through-the Edison-system-and-submit-in-writing-to-
the-Central-Procurement Office-the-following-information-as-soon-as-practicable:

\ ks liitot sondies : T : os-paid-and-toial
purchase-ameount;and
A&&ﬁphe&ble—addmeﬁa#pmehasese%peeted—me%u&ageﬂmted—pﬂeeﬁﬂé

documcntatlgn must also be amiamed ed in | d 1S0n as ggg{ggnate

The Delegated State Agency is responsible for ensuring that it does not exceed its-Delegated-
A{&h@%ﬂym&mw and that all conditions of the Delegated-

ication are met. Further, the head of the Delegated

State Agencyls respon51b1e for ensurmg al staff e&eremngsueh—Delagated—Au&hmt—yM
proved dele ation are properly authorized and eemplete-all

mqmred—&mnmgb%e—@en&al—?me&mm@a&-@?ﬁee trained to perform the assignednecessary

tasks. The exercise of the-Delegated-Autheritydelegated authority shall not violate or circumvent
Statestate or Federalfederal law, executive orders, appropriations, or Central-Procurement-Office

rule-and-poliey—state rules, policies, and procedures.

Delegated_State Agencles must develop wrltten procedures fg Implementmg the—Delega&ed

g gg g@ rgs gnd may contam more I‘CStI‘lCthC requlrementsFmHheHﬁsFemkﬂﬁ%—me

provisions—of -Central-Procurement-Office—rule-and-policy-and-shall-be-availablefor-publie

inspeetion-and-to-the-Central Procurement-Office-upon-request than those specified by the Central
7
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Procurement Office. The Chief Procurement Officer may revoke a Delegated Authority at any
time, at his or her sole discretion. The Chief Procurement Officer willshall notify the Comptroller

of the Treasury in writing of any such revocation.
Limitations.

Agencies-shall precure-a-good-or-service—available-on-a-Statewide-or-Ageney—Ternn-Contract
through-such-contractyrather-than-a Delegated Purehase-Autherity—Delegated-Authority-granted
under-this-policy-does-not substitute-for-other-approvals-as-may be-required-by-applicable statute;
rule-or-policy—Pre-approval Approvals or endorsements may be required for certain contracts

depending upon the nature of the proposed contract scope of service. The Delegated State Agency

must obtain signed approval or endorsement documentation asand submit it with the delegated
uthori lication | Procurement Office and ller of the ury.

Required approvals and endorsements are indicated in the table below:.

Contract Subject Matter Required Approval or Endorsement
= Information technology OIR Endorsement
e Medical/mental health-related F&A eHealth Initiative Endorsement

professional, pharmaceutical,
laboratory, or imaging

= Contract between State Agencies Governor
that includes provisions for
cooperative programs;

Provision for State legal consultation Attorney General '

services

= Contract with an individual; Human Resources Commissioner

= Contract that involves training State
employees (except training pursuant
to an information technology system
procurement);

= Services relating to the employment of
current or prospective State
employees

= Contract that involves engineering or State Architect
architectural services relating to an
improvement (including
demolition) to real property in
which the State of Tennessee has an
interest
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Delegation of procurement or Comptroller of
contract authority by the the Treasury™
€POCentral Procurement

Office;

¢ Procurements for goods and services
where authority exists under both
the SBC and €POCentral
Procurement Office to procure

and contract;
» Auditing services;
= Cooperative agreements as provided in

§-12-3-512 Tenn. Code Ann. §

A_SA10%(aMAN:

! See Tenn. Code Ann. § 8-6-106.

2 Pursuant to Tenn. Code Ann. § 4-56-108(b), without limitation of the audit authority of the comptroller of the
treasury, the comptroller is authorized to examine any documents under the authority of the chief procurement
officer.



e Fee-For-Service procurements_
or contracts with a maximum
liability > $5.000.000;

= Grant contracts with a maximum

iability > :

»_Fee-For-Service procurements or
contracts for new or replacement

information systems and technical
infr: ur jects fi ds and

ervices > 00:
= Procurements or contracts utilizing

competitive or non-competitive
negotiations with a maximum liability
> $250,000;
» Revenue procurements/contracts;
* No-Cost procurements/contracts;
= Procurements/contracts with a term
> 60 months (5 years);
= Procurements/contracts that propose to
limit liability to <less than 2 times
the maximum liability or revenue of
the contract;
= Procurements/contracts that propose to
change the Records, Annual Report,
Audit, or Monitoring clauses;
Procurements/contracts that allow
for the negotiation of a necessary,
mandatory, or standard contract
clause;
= Procurements allowing a cost proposal
to be evaluated contemporaneously
with or prior to the technical
proposal evaluation;
» Procurements/contracts containing an
automatic price escalator; and
Such other procurements/contracts or
other items as may be directed by the
Administration-or-byCentral
Procurement Office or the_
Procurement Commission.

Comptroller of the Treasury”




All requests to procure goods or Fiscal Review Committee™
services by negotiation with a single
service provider (a noncompetitive
contract) having a term of more than
one (1) year or which contain term
extension language authorizing a
term of greater than one (1) year
AND a cumulative value of
$250,000 or more:-and

ted S 1 lici

Tenn. Code Ann. Title 12, Chapter 3.

3 Pursuant to Tenn. Code Ann. § 4-56-107(b)(4), the Fiscal Review Committee, pursuant to its jurisdiction under
§ 3-7-103(a), is authorized to review any other State contract or contract amendment regardless of whether the
contract or contract amendment meets these requirements.

the-apove term-and-doHar-thresheld-
)—|-increases-or-deereases-the-

mamm bility;2)-extends-or-

chanpes-the entity-orname-of the-
entith-with which the State-
eontifacting;-or-4)-otherwise-changes-
an-otiginal contract-or-amended-

All-purchases-or contracts-are-subject-to-applicable-provisions-of Central-Procurement Office-
rules-or-poliey-The Delegated-State-Ageney-must-use-and-apply-all-current Central-Procurement
Office-approved-templates-andforms; and-maintain-a-procurement-filefor all- Procurements-in-
accordance with-Central Procurement-Office Poliey~Allrelevant docurmentation-must-alse-be-
maintained-in-Edison-as-appropriate:

Requests-for-Delegated-Authority-must-identify-th e-primary-Ageney-purchasing-official-and-each
individual propesed-to-have-signature-and-approval-authority under-the-Delegated-Authority:

1
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Policy Number 2013-006
Central Procurement Office
Delegation of Authority Policy

Effective: August 22, 2013

Last Amended: DATE

Prepared by: The Central Procurement Office of the State of Tennessee
1. Purpose.

To establish conditions under which the Chief Procurement Officer, with the approval of
the Comptroller of the Treasury, may delegate authority to State Agencies to issue,
execute, and manage contracts, purchases, grant contracts, or loans.

2.

Scope.

This policy applies to all contracts, purchases, grant contracts, or loans that are issued pursuant
to the delegated authority application process.

3.

Definitions.

For purposes of this policy, the following terms shall have the meanings described below:

“Agency” - means each State board, commission, committee, department, officer, or any
other unit of State government.

“Contract” - means any duly authorized and legally binding written agreement or purchase
order for goods or services by and between the State of Tennessee and any person or any
separate entity with the independent legal capacity to contract and sue and be sued.

“Central Procurement Office” - means the State office established and empowered by
Tenn. Code Ann. § 4-56-104.

“Chief Procurement Officer” - means the official as defined by Tenn. Code Ann. § 4-56-
104.

“Delegated Authority” - means approval given by the Chief Procurement Officer and the
Comptroller of the Treasury to a State Agency to purchase goods or services or execute
contracts within specified limits and guidelines.

“Delegated Grant Authority” - means approval given by the Chief Procurement Officer
and the Comptroller of the Treasury to a State Agency to execute grant contracts for an
individual program within specified limits and guidelines.

“Delegated Loan Authority” - means approval given by the Chief Procurement Officer

and the Comptroller of the Treasury to a State Agency to loan funds and to enter into loan

agreements with contracting parties in accordance with a State or federally funded program.
1
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“Delegated State Agency” - means a State Agency that has received approval from the
Chief Procurement Officer and the Comptroller of the Treasury to purchase goods or
services, execute contracts, including revenue or no-cost contracts, execute grant
contracts, or make loans for an individual program within specified limits and

guidelines.

“Purchase Order” - means a document issued by the Central Procurement Office or a State
Agency to a contracting party authorizing a purchase. Upon delivery to the contracting
party, a “purchase order” becomes a binding contract on both parties.

“Special Delegated Authority for a Declared Disaster” - means approval given by the Chief
Procurement Officer and the Comptroller of the Treasury to the Tennessee Emergency
Management Agency to execute grant contracts related to a specific federal or state

declared disaster.

“State” - means the State of Tennessee, including its departments, agencies, and entities
that fall under its purview.

“State Building Commission” or “SBC” - means the entity created pursuant to Tenn.
Code Ann. § 4-15-101.

“State Agency” - means the departments, agencies, and entities of the State of Tennessee.

“Statewide Contract” - means a contract for goods or services established by the Chief
Procurement Officer that all State Agencies must utilize and that may be used by local
governments, higher education, and certain not-for-profit entities under Tenn. Code Ann. §

33-2-1001.

4. Delegated Authority - Generally.

In no event shall a State Agency initiate a purchase, contract, grant contract, or loan agreement
under a delegated authority until the Chief Procurement Officer and Comptroller of the Treasury
approve the delegated authority application. An approved delegated authority application shall
remain in force and effect for no more than one (1) fiscal year unless the delegated authority
application involves federal funds and the term of the federal grant award extends beyond one (1)
fiscal year. In such event, the Chief Procurement Officer and Comptroller of the Treasury may
approve a delegated authority application for as long as the federal grant award’s term.
Amendments to a delegated authority must use the Delegated Authority Amendment Model
prescribed by the Central Procurement Office and must be approved by the Chief Procurement
Officer and the Comptroller of the Treasury. An approved delegated authority application may
be revoked at any time if the Delegated State Agency fails to comply with State or federal law,
or with Central Procurement Office rules, policies, and procedures.



5. Delegated Authority Types Covered by This Policy.

This policy applies to any Delegated Authority, Delegated Grant Authority, Delegated Loan
Authority and Special Delegated Authority for a Declared Disaster.

5.1.

Delegated Authority.

A Delegated Authority authorizes a State Agency to purchase goods or services
or execute contracts for the specified program within the limits, guidelines, and
conditions specified within the approved Delegated Authority. Use of a
Delegated Authority is appropriate when the Delegated Authority’s maximum
liability is greater than fifty thousand dollars ($50,000) or the goods or services
being purchased are inappropriate for the use of the State Agency’s local
purchase authority. State Agencies shall not use a Delegated Authority to procure
goods or services that are available on a Statewide or Agency Term Contract.

5.1.1.

5.1.2.

A Delegated Authority for purchases may be approved when:

The need for goods or services is sporadic, and an advance

determination of the volume, delivery, or exact costs of goods or

services needed is not possible;

It is impractical to award one or more fee-for-service contracts for the
category of goods or services needed with compensation based upon unit
or milestone rates;

The program needs and general categories of goods or services are
such that adequate guidelines can be developed to direct the State
Agency in competitively making each purchase;

All goods or services purchased can be delivered or performed in ninety
(90) days or fewer or represent a single transaction, as provided in
Central Procurement Office Policy 2013-004, Section 4.3.2;

The procurement terms, conditions, and criteria to be followed by the
agency in making each purchase will be of such uniformity that the Central
Procurement Office’s individual, independent, and prior approval of each
purchase is unnecessary; and

The purchases involved will be of such uniformity, volume, and

pressing need that the individual approval of each purchase by the
Central Procurement Office is impractical.

All purchases made under an approved Delegated Authority shall be made
using purchase orders that include the terms and conditions specified in the
Purchase Order Terms and Conditions Template.

A Delegated Authority for contracts may be approved when:

The program needs and general categories of services are such that adequate
guidelines can be developed to direct the State Agency in competitively
executing a number of similar contracts;

3
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5.2.

5.3.

» The individual contracts involved will be of such uniformity and
standardization of processes, procedures, and contract terms that individual,
independent, and prior approval is unnecessary and impractical; and

» All individual contracts executed will create a “contractor” relationship as
defined in Central Procurement Office Policy 2013-007.

Delegated Grant Authority.

A Delegated Grant Authority authorizes a State Agency to execute grant
contracts for a particular program or programs within the limits, guidelines,
and conditions specified within the approved Delegated Grant Authority.

A Delegated Grant Authority may be approved when:

e The program needs and category of services are such that adequate guidelines
can be developed to direct the agency in competitively or impartially executing
a number of similar grant contracts; and

e The individual grant contracts involved are of such uniformity and
standardization of processes, procedures, and contract terms that individual review
and approval by the Central Procurement Office is unnecessary and
impractical.

A Delegated Grant Authority shall set forth all provisions, including but not limited
to selection criteria, required by the Central Procurement Office rules, policies, and

applicable State statutes.

No changes shall be made to the terms and conditions of the grant contracts
included within the approved Delegated Grant Authority without an amendment to

the Authority.
Delegated Loan Authority.

A Delegated Loan Authority authorizes a State Agency to make loans and
associated loan agreements for the specified program that are within the limits,
guidelines, and conditions specified within the approved Delegated Loan
Authority.

A Delegated Loan Authority shall set forth all provisions, including but not
limited to selection criteria, required by the Central Procurement Office rules,
policies, and applicable State statutes.

No changes shall be made to the approved loan and associated loan agreement
form detailed within the Delegated Loan Authority without an amendment to the

Authority.



5.4. Special Delegated Authority for Federal or State Declared Disaster.

A Special Delegated Authority for Declared Disaster is for Tennessee
Emergency Management Agency (“TEMA”) use only. It authorizes TEMA to
execute grant agreements related to funds awarded for the response to and
recovery from a disaster formally declared by the federal government or the
Governor of Tennessee.

6. Delegated State Agency Requirements and Responsibilities.

Delegated authority applications must be signed by the State Agency head or authorized designee.
Unless purchases, contracts, grant contracts, or loan agreements made or entered into under an
approved delegated authority application are authorized by the State Agency head or his or her

designee, they are null and void.

All purchases, contracts, grant contracts, and loans made or entered into under a delegated
authority are subject to applicable Central Procurement Office rules, policies and procedures.
The Delegated State Agency must use the current Central Procurement Office templates and
models and maintain a procurement file for all purchases, contracts, grant contracts, and loans
made or entered into under a delegated authority. All relevant documentation must also be

maintained in Edison as appropriate.

The Delegated State Agency is responsible for ensuring that it does not exceed the scope of its
authority delegation and that all conditions of the approved delegated authority application are
met. Further, the head of the Delegated State Agency is responsible for ensuring all staff
carrying out the terms of the approved delegated authority application are properly authorized
and trained to perform the necessary tasks. The exercise of delegated authority shall not violate
or circumvent state or federal law, executive orders, appropriations, or state rules, policies, and

procedures.

Delegated State Agencies must develop written procedures for implementing approved
delegated authority applications. A Delegated State Agency’s procedures must comply with
applicable Central Procurement Office rules, policies, and procedures and may contain more
restrictive requirements than those specified by the Central Procurement Office. The Chief
Procurement Officer may revoke a Delegated Authority at any time, at his or her sole discretion.
The Chief Procurement Officer shall notify the Comptroller of the Treasury in writing of any

such revocation.

Approvals or endorsements may be required for certain contracts depending upon the nature of
the proposed contract scope of service. The Delegated State Agency must obtain signed
approval or endorsement documentation and submit it with the delegated authority application
to the Central Procurement Office and Comptroller of the Treasury. Required approvals and
endorsements are indicated in the table below.



Contract Subject Matter Required Approval or Endorsement

* Information technology OIR Endorsement

e Medical/mental health-related F&A eHealth Initiative Endorsement

professional, pharmaceutical,
laboratory, or imaging

* Contract between State Agencies Governor
that includes provisions for
cooperative programs

e Provision for State legal consultation Attorney General '
services
e Contract with an individual, Human Resources Commissioner

e Contract that involves training State
employees (except training pursuant
to an information technology system
procurement);

e Services relating to the employment
of current or prospective State
employees

¢ Contract that involves engineering State Architect
or architectural services relating to
an improvement (including
demolition) to real property in
which the State of Tennessee has

an interest
e Delegation of procurement or Comptroller gf
contract authority by the the Treasury

Central Procurement Office;

* Procurements for goods and services
where authority exists under both
the SBC and Central
Procurement Office to procure
and contract;

* Auditing services;

e Cooperative agreements as provided
in Tenn. Code Ann. § 4-56-
108(a)(4);

! See Tenn. Code Ann. § 8-6-106.
% Pursuant to Tenn. Code Ann. § 4-56-108(b), without limitation of the audit authority of the comptroller of the

treasury, the comptroller is authorized to examine any documents under the authority of the chief procurement
officer.



Fee-For-Service procurements

or contracts with a maximum
liability > $5,000,000;

Grant contracts with a maximum
liability > $5,000,000;
Fee-For-Service procurements or
contracts for new or replacement
information systems and technical
infrastructure projects for goods and
services > $500,000;

Procurements or contracts utilizing
competitive or non-competitive
negotiations with a maximum liability
> $250,000;

Revenue procurements/contracts;
No-Cost procurements/contracts;
Procurements/contracts with a term
> 60 months (5 years);
Procurements/contracts that propose
to limit liability to less than 2 times
the maximum liability or revenue of
the contract;

Procurements/contracts that propose
to change the Records, Annual
Report, Audit, or Monitoring
clauses;

Procurements/contracts that allow
for the negotiation of a necessary,
mandatory, or standard contract
clause;

Procurements allowing a cost
proposal to be evaluated
contemporaneously with or prior to
the technical proposal evaluation;
Procurements/contracts containing
an automatic price escalator; and
Such other procurements/contracts
or other items as may be directed by
the Central Procurement Office or
the Procurement Commission.

Comptroller of the Treasury”




* All requests to procure goods or Fiscal Review Committee”
services by negotiation with a single
service provider (a noncompetitive
contract) having a term of more than
one (1) year or which contain term
extension language authorizing a
term of greater than one (1) year
AND a cumulative value of
$250,000 or more

Related Statutes, Rules and Policies
Tenn. Code Ann. Title 12, Chapter 3.

* Pursuant to Tenn. Code Ann. § 4-56-107(b)(4), the Fiscal Review Committee, pursuant to its jurisdiction under
§ 3-7-103(a), is authorized to review any other State contract or contract amendment regardless of whether the
contract or contract amendment meets these requirements.
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DELEGATED AUTHORITY (DA) TEMPLATE

This template prescribes the format and content for a Delegated Authority (“DA”) application. Procurement professionals
should use this template to request authority either to: (1) purchase goods or services (“purchase order delegation”), or (2)
execute contracts (“contract delegation”) as specified without additional, individual, independent approval. Use of this
template is appropriate when the DA’s maximum liability is greater than fifty thousand dollars ($50,000) or the goods or
services being purchased are inappropriate for use of the Agency’s local purchase authority. Procurement professionals shall
use this template to facilitate approval of a DA for a maximum perlod of one (1) fiscal year~_unless the DA application

I L an rm of th ond one (1) fiscal year. In such event, the Chief

eme : ] : e Tre 3y approve DAagchatmmus_LQngas_the_fgietaLgmmgﬂaLu

term. Any modlflcatlons to thls template other than those |dent|f|ed in the instructions require an approved Rule Exception
Request (“RER”).

A purchase order delegation is appropriate only when the goods or services will be provided within ninety (90) days or less
or represent a single transaction, as provided in CPO Policy 2013-004, Section 4.3.2. If a purchase order delegation is not
appropriate, use this template for contract delegation authority. For a DA requesting contract delegation authority, the
applicant State Agency shall attach the entire proposed contract or contracts. If the proposed contracts include
modifications or additions to the Central Procurement Office’s contract templates or models, the State Agency shall redline
the modifications or additions, and include the redlined document as an attachment. An approved Rule Exception Request
(“RER”) is required when proposed contracts involve modifications or additions to a template.

Procurement professionals shall obtain all required signatures and submit the DA for Central Procurement Office (“CPO”)
approval no less than thirty (30) days before the Effective Date. If a signed DA is not submitted to the CPO at least thirty
(30) days prior to the Effective Date, then the CPO may request that the DA be resubmitted with a new Effective Date or
request that the procurement professional provide a written explanation as to why the DA was submitted less than
thirty (30) days before the Effective Date. In no event shall the applicant State Agency submit a purchase order or
execute a contract under this DA before the Effective Date.

Procurement professionals should complete form fields and follow, replace, or otherwise address red instructional
text (e.g., State Agency Name, amount, will/will not) as indicated and with conforming font and color.

COVER SHEET

Complete summary cover sheet fields as indicated within the template.

Agency Tracking # unique tracking number comprised of: 5-digit business unit # + unique, 5-digit #
example: 31707-12345

Funding amounts by fiscal year and funding source with row and column totals;
contract maximum liability MUST equal the sum of the TOTAL Contract Amount column (i.e., the
grand total amount for all fiscal years & all sources of funding)

APPROVALS

The DA must be signed by the State Agency head or an authorized designee. Procurement professionals
should attach any supporting documentation in PDF format to the Edison record including:

= a PDF copy of the previously approved DA if a DA with the same or a similar purpose to the
proposed DA was previously approved; and

* a PDF copy of any necessary RERs.
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DELEGATED AUTHORITY

Agency Tracking # Edison ID

Effective Date

End Date

Edison ID of prior, similar document (if any)

Service Caption

Funding —
TOTAL Maximum
FY State Federal Interdepartmental | Other Liability
TOTAL:
Budget Officer Confirmation: There is a balance in the CPO USE - DA

appropriation from which obligations hereunder are required
to be paid that is not already encumbered to pay other
obligations.

Speed Chart (optional) Account Code (optional)
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DELEGATED AUTHORITY

This Delegated Authority (“DA”) application, if approved in accordance with Central Procurement
Office (“CPQ") rules, policies, and procedures, shall authorize the applicant state agency ("State
Agency") to purchase goods or services or execute contracts for the specified program without
individual, independent approval, PROVIDED THAT all purchases and executed contracts comply
with CPO rules, policies and procedures, and are within the limits, guidelines, and conditions of this
DA. Ali purchases under an approved DA shall be made using purchase orders in compliance with
CPO Policy 2013-004, Section 4.3.2. Where a contract is required under Policy 2013-004, Section
4.3.2., the State Agency shall attach a copy of the proposed contract that will be used under the DA.
If the proposed contract includes modifications or additions to the CPQO’s contract templates or
models, the State Agency shall redline the modifications or additions and include the redlined
document as an attachment. An approved RER is required when the proposed contract involves
modifications or additions to a template.

Contracting Agency: Agency Name
Subject Program: Program Identification
A. What is the purpose of this DA, and why is it necessary?
Answer
B. What is the Maximum Liability of the DA? The Maximum Liability shall
not exceed ten million dollars ($10,000,000) without an approved RER. $ Amount
C. A purchase order is appropriate when the goods or services will be provided within

ninety (90) days or less or represent a single transaction, as provided in CPO Policy
2013-004, Section 4.3.2.

What is the Maximum Liability of a purchase order to be submitted or
contract to be executed under this DA? The Maximum Liability of a
purchase order or contract shall not exceed five million dollars

($5,000,000) without an approved RER. $ Amount
D. What is the maximum number of individual contracts to be executed

under this DA? If the proposed number of contracts is five (5) or fewer,

provide a justification for why a DA is appropriate. Number
E. What is the maximum term of an individual contract to be executed

under this DA? Number months
F. Under CPO Policy 2013-004, Section 4.3.2, a purchase order is appropriate when goods or services will be provided

within ninety (90) days or less. The State Agency certification for contracts is in Section G.

State Agency certification for purchases:
1. The requesting State Agency certifies that each of the following is true and applicable:
a) The need for goods or services is sporadic, and an advance determination of the
volume, delivery, or exact costs of goods or services needed is not possible;

b) Itis impractical to award one or more fee-for-service contracts for the category of
goods or services needed with compensation based upon unit or milestone rates;

¢) The program needs and general categories of goods or services are such that
adequate guidelines can be developed to direct the State Agency in competitively
making each purchase;

d) All goods or services purchased can be delivered or performed in ninety (90) days or
fewer or represent a single transaction, as provided in CPO Policy 2013-004, Section
4.3.2;

e) The procurement terms, conditions, and criteria to be followed by the agency in
making each purchase will be of such uniformity that the Central Procurement Office’s
individual, independent, and prior approval of each purchase is unnecessary;

f) The purchases involved will be of such uniformity, volume, and pressing need that the
individual approval of each purchase by the Central Procurement Office is impractical;
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and

g) The State Agency staff has made appropriate and justified inquiries and assured the
validity and justification of the maximum amounts in this DA application.

2. The summary cover sheet correctly records the requested delegated authority period in
which every purchase must be made. Delivery may occur after the period.
3. The State Agency will limit purchases to the goods or services and associated maximum

payment rates for each line item detailed in Attachment 1.

4. The State Agency shall make each purchase:

a) In strict accordance with the pre-defined, competitive process detailed in Attachment
3; and

b) Using the purchase order document designated by the Central Procurement Office.

5. The State Agency shall ensure that every purchase made under the DA:

a) Has sufficient funds budgeted and available:

b) Complies with: Tennessee laws and regulations; Central Procurement Office rules,
policies and procedures; program rules, policies and procedures; and any federal
laws, rules, regulations, or requirements;

c) Creates a “contractor” relationship as defined in the US O.M.B.’s Uniform
Administrative Requirements, Cost Principles, and Audit Requirements for Federal
Awards;

d) Shall not create an employer/femployee relationship as prohibited by Tenn. R. & Regs. §
0690-03-01-.17;

¢) Shall not involve the procurement of goods, materials, supplies, equipment, or
services EXCEPT as provided in this DA; and

f) Shall not provide for the payment of any amount directly or indirectly to an employee
or official of the state of Tennessee.

6. The State Agency will require the following documentation prior to payment for any
purchase:

a) acopy of the CPO’s designated purchase order document signed by the State Agency
and the Vendor; and

b) A certification that the contractor selection process detailed in Attachment 3 was
followed and the requested goods or services were delivered and accepted.

7. The State Agency shall retain records to document that all purchases have been made in
accordance with the limits, guidelines, and conditions specified in this DA.

8. The State Agency shall provide all such reports and information relating to the purchases
made under the approved DA as may be requested by state officials.

Under CPO Policy 2013-004, Section 4.3.2, a contract shall be executed if goods or services cannot be provided within
ninety (90) days.

State Agency certification for contracts:
1. The requesting State Agency certifies that each of the following is true and applicable:

a) The program needs and general categories of services are such that adequate
guidelines can be developed to direct the State Agency in competitively executing a
number of similar contracts;

b) The individual contracts involved will be of such uniformity and standardization of
processes, procedures, and contract terms that individual, independent, and prior
approval is unnecessary and impractical; and

c) Allindividual contracts executed will create a “contractor” relationship as defined in
Central Procurement Office Policy 2013-007.

2. The summary cover sheet correctly records the requested delegated authority period in
which every contract must begin.

3. The State Agency will draft each contract either with the exact scope of services (“Scope”)
detailed in Attachment 2 or using a combination of the provisions detailed in Attachment 2.
In no event shall the Scope contain provisions that do not appear in Attachment 2. The
State agency will draft each contract in compliance with the appropriate contract templates
and models in effect at the time that each contract is drafted. Each contract must include a
completed summary cover sheet attached at the front of each copy.
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4. The State Agency will select contractors in strict accordance with the pre-defined,
competitive process detailed in Attachment 3.

5. The State Agency will ensure that every contract entered into under this DA:

a) Has sufficient funds budgeted and available;

b) Complies with: Tennessee laws and regulations; Central Procurement Office rules and
policies; program policies, rules, and regulations; and any federal laws, rules,
regulations, and requirements;

¢) Shall not create an employer/employee relationship as prohibited by Tenn. R. & Regs.
§ 0690-03-01-.17;

d} Shall not procure goods, materials, supplies, equipment, or services EXCEPT as
provided in this DA; and

¢) Shall not provide for the payment of any amount directly or indirectly to an employee
or official of the State.

6. The State Agency will retain records to document that every contract has been executed in
accordance with the limits, guidelines, and conditions specified in this DA.

7. The State Agency will provide all such reports and information relating to the executed
contracts under this DA as may be requested by state officials.

8. The State Agency shall attach a copy of the proposed contract(s) that will be used under
the DA. If the proposed contract or contracts include modifications or additions to contract
templates or models, redline the modifications or additions in the attachment(s) and
include an approved Rule Exception Request (“RER”).

IN WITNESS WHEREOF, and by signature below, | certify that all information in this DA
is, to the best of my knowledge, accurate and represents the limits, guidelines,
conditions, and procedures that the State Agency shall follow in making each purchase
or executing each contract.

State Agency head name and title Date
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ATTACHMENT 1

AUTHORIZED_PURCHASE OF GOODS OR SERVICES & MAXIMUM RATE SCHEDULE

The rates below are maximum rates allowed, NOT standard or set rates (unless based upon federal
government or TennCare set rates). The State Agency is encouraged to buy goods or services at
lower rates than those below. All purchases under this DA shall comply with the vendor selection

procedures specified in Attachment 3.

Good or Service

Maximum Rate

Travel Compensation/Reimbursement
(relating to authorized service delivery)

This Delegated Authority shall NOT authorize
payment or reimbursement of a contractor’s
travel expenses to the site where goods are
delivered or services are provided. If the State
requires that the contractor travel somewhere
other than the site where goods are delivered or
services are performed, reimbursement shall be
subject to amounts and limitations specified in
the current "State Comprehensive Travel
Regulations.” Only necessary expenses
incurred away from and back to the site where
goods are delivered or services are performed
shall be reimbursable.

Note: This does NOT apply to any travel
reimbursements paid to state clients (which
may be provided for in this schedule).

Service Definition

Maximum Rate (e.g., $ Amount per Unit)

Repeat Service Lines as Necessary

Maximum Rate (e.g., $ Amount per Unit)
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ATTACHMENT 2

EXACT-CONTRACT SCOPE OF SERVICES TEXT

Insert the-exast scope of services (“Scope”) that will be used in executed contracts or identify all provisions
that will possibly appear in the Scope. If all contracts will contain the same Scope, note that below and include
the Scope in the pro forma contract attached to the DA application. There is no need to provide the Scope in
this Attachment and in the pro forma contract. If there will be a menu of scopes, identify all provisions that will
possibly appear in the Scope in this Attachment. Then leave the Scope and Section C.3.b of the pro forma
contract blank.

The Scope describes the services and deliverables that contractors must provide. It must specify all
associated functional and technical requirements. The State Agency may include payment terms outside of
Section C with an approved Rule Exception Request.

The State Agency head or designee signifies by signing this DA that all information in this DA is, to the best of
his or her knowledge, accurate and represents the limits, guidelines, conditions, and procedures that the State
Agency shall follow in executing each contract.

Scope (Contract section A) Cost (Contract section C.3.b)
Deliverable 1 $ / unit
Deliverable 2 $ / unit
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ATTACHMENT 3

PRE-DEFINED VENDOR OR CONTRACTOR SELECTION PROCESS AND CONTRACT MAXIMUM
LIABILITY AMOUNT DETERMINATION PROCESS

The State Agency shall select vendors or contractors in strict accordance with the pre-defined,
competitive or otherwise approved process described below. Any selection process authorized by
CPO rules, policies, or manuals is acceptable, though some processes will require additional
documentation or approvals. The State Agency shall retain records to show the basis of each
purchase made or each contract executed under this Delegated Authority, including documentation
that each purchase or contract was made in accordance with the processes below.

Describe the process for selecting vendors or contractors.

If requesting a contract delegation, describe the process for determining the contract Maximum
Liability amount.
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DELEGATED AUTHORITY (DA) TEMPLATE

This template prescribes the format and content for a Delegated Authority {“DA”) application. Procurement professionals
should use this template to request authority either to: {1) purchase goods or services (“purchase order delegation”), or (2)
execute contracts (“contract delegation”) as specified without additional, individual, independent approval. Use of this
template is appropriate when the DA’s maximum liability is greater than fifty thousand dollars ($50,000) or the goods or
services being purchased are inappropriate for use of the Agency’s local purchase authority. Procurement professionals shall
use this template to facilitate approval of a DA for a maximum period of one (1) fiscal year unless the DA application involves
federal funds and the term of the federal grant award extends beyond one (1) fiscal year. In such event, the Chief
Procurement Officer and Comptroller of the Treasury may approve a DA application for as long as the federal grant award’s
term. Any modifications to this template other than those identified in the instructions require an approved Rule Exception
Request (“RER”).

A purchase order delegation is appropriate only when the goods or services will be provided within ninety (90) days or less
or represent a single transaction, as provided in CPO Policy 2013-004, Section 4.3.2. If a purchase order delegation is not
appropriate, use this template for contract delegation authority. For a DA requesting contract delegation authority, the
applicant State Agency shall attach the entire proposed contract or contracts. If the proposed contracts include
modifications or additions to the Central Procurement Office’s contract templates or models, the State Agency shall redline
the modifications or additions, and include the redlined document as an attachment. An approved Rule Exception Request
(“RER”) is required when proposed contracts involve modifications or additions to a template.

Procurement professionals shall obtain all required signatures and submit the DA for Central Procurement Office (“CPO")
approval no less than thirty (30) days before the Effective Date. If a signed DA is not submitted to the CPO at least thirty
(30) days prior to the Effective Date, then the CPO may request that the DA be resubmitted with a new Effective Date or
request that the procurement professional provide a written explanation as to why the DA was submitted less than
thirty (30) days before the Effective Date. In no event shall the applicant State Agency submit a purchase order or
execute a contract under this DA before the Effective Date.

Procurement professionals should complete form fields and follow, replace, or otherwise address red instructional
text (e.g., State Agency Name, amount, will/will not) as indicated and with conforming font and color.

COVER SHEET

Complete summary cover sheet fields as indicated within the template.

Agency Tracking # unique tracking number comprised of: 5-digit business unit # + unique, 5-digit #
example: 31707-12345

Funding amounts by fiscal year and funding source with row and column totals;
contract maximum liability MUST equal the sum of the TOTAL Contract Amount column (i.e., the
grand total amount for all fiscal years & all sources of funding)

APPROVALS

The DA must be signed by the State Agency head or an authorized designee. Procurement professionals
should attach any supporting documentation in PDF format to the Edison record including:

= a PDF copy of the previously approved DA if a DA with the same or a similar purpose to the
proposed DA was previously approved; and

= a PDF copy of any necessary RERs.
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DELEGATED AUTHORITY

Agency Tracking # Edison ID Effective Date

End Date

Edison ID of prior, similar document (if any)

Service Caption

Funding —
TOTAL Maximum
FY State Federal Interdepartmental | Other Liability
TOTAL:
Budget Officer Confirmation: There is a balance in the CPO USE - DA

appropriation from which obligations hereunder are required
to be paid that is not already encumbered to pay other
obligations.

Speed Chart (optional) Account Code (optional)
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DELEGATED AUTHORITY

This Delegated Authority (“DA”) application, if approved in accordance with Central Procurement
Office (“CPQ”) rules, policies, and procedures, shall authorize the applicant state agency ("State
Agency") to purchase goods or services or execute contracts for the specified program without
individual, independent approval, PROVIDED THAT all purchases and executed contracts
comply with CPO rules, policies and procedures, and are within the limits, guidelines, and
conditions of this DA. All purchases under an approved DA shall be made using purchase orders
in compliance with CPO Policy 2013-004, Section 4.3.2. Where a contract is required under
Policy 2013-004, Section 4.3.2., the State Agency shall attach a copy of the proposed contract
that will be used under the DA. If the proposed contract includes modifications or additions to the
CPO’s contract templates or models, the State Agency shall redline the modifications or additions
and include the redlined document as an attachment. An approved RER is required when the
proposed contract involves modifications or additions to a template.

Contracting Agency: Agency Name

Subject Program: Program Identification

A

What is the purpose of this DA, and why is it necessary?

Answer

What is the Maximum Liability of the DA? The Maximum Liability shall

not exceed ten million dollars ($10,000,000) without an approved RER. $ Amount

A purchase order is appropriate when the goods or services will be provided within
ninety (90) days or less or represent a single transaction, as provided in CPO Policy
2013-004, Section 4.3.2.

What is the Maximum Liability of a purchase order to be submitted or
contract to be executed under this DA? The Maximum Liability of a
purchase order or contract shall not exceed five million dollars

($5,000,000) without an approved RER. $ Amount

What is the maximum number of individual contracts to be executed
under this DA? If the proposed number of contracts is five (5) or

fewer, provide a justification for why a DA is appropriate. Number

What is the maximum term of an individual contract to be executed

under this DA? Number months

Under CPO Policy 2013-004, Section 4.3.2, a purchase order is appropriate when goods or services will be provided
within ninety (90) days or less. The State Agency certification for contracts is in Section G.
State Agency certification for purchases:
1. The requesting State Agency certifies that each of the following is true and applicable:
a) The need for goods or services is sporadic, and an advance determination of the
volume, delivery, or exact costs of goods or services needed is not possible;

b) Itis impractical to award one or more fee-for-service contracts for the category of
goods or services needed with compensation based upon unit or milestone rates;

c) The program needs and general categories of goods or services are such that
adequate guidelines can be developed to direct the State Agency in competitively
making each purchase;

d) All goods or services purchased can be delivered or performed in ninety (90) days or
fewer or represent a single transaction, as provided in CPO Policy 2013-004, Section
4.3.2;

e) The procurement terms, conditions, and criteria to be followed by the agency in
making each purchase will be of such uniformity that the Central Procurement
Office’s individual, independent, and prior approval of each purchase is unnecessary;

f) The purchases involved will be of such uniformity, volume, and pressing need that the
individual approval of each purchase by the Central Procurement Office is
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impractical; and

g) The State Agency staff has made appropriate and justified inquiries and assured the
validity and justification of the maximum amounts in this DA application.

2. The summary cover sheet correctly records the requested delegated authority period in
which every purchase must be made. Delivery may occur after the period.
3. The State Agency will limit purchases to the goods or services and associated maximum

payment rates for each line item detailed in Attachment 1.

4. The State Agency shall make each purchase:

a) In strict accordance with the pre-defined, competitive process detailed in Attachment
3; and

b) Using the purchase order document designated by the Central Procurement Office.

5. The State Agency shall ensure that every purchase made under the DA:

a) Has sufficient funds budgeted and available:

b) Complies with: Tennessee laws and regulations; Central Procurement Office rules,
policies and procedures; program rules, policies and procedures; and any federal
laws, rules, regulations, or requirements;

c) Creates a “contractor” relationship as defined in the US O.M.B.’s Uniform
Administrative Requirements, Cost Principles, and Audit Requirements for Federal
Awards;

d) Shall not create an employer/employee relationship as prohibited by Tenn. R. & Regs.
§ 0690-03-01-.17;

e) Shall not involve the procurement of goods, materials, supplies, equipment, or
services EXCEPT as provided in this DA; and

f) Shall not provide for the payment of any amount directly or indirectly to an employee
or official of the state of Tennessee.

6. The State Agency will require the following documentation prior to payment for any
purchase:

a) acopy of the CPO’s designated purchase order document signed by the State Agency
and the Vendor; and

b) A certification that the contractor selection process detailed in Attachment 3 was
followed and the requested goods or services were delivered and accepted.

7. The State Agency shall retain records to document that all purchases have been made in
accordance with the limits, guidelines, and conditions specified in this DA.

8. The State Agency shall provide all such reports and information relating to the purchases
made under the approved DA as may be requested by state officials.

Under CPO Policy 2013-004, Section 4.3.2, a contract shall be executed if goods or services cannot be provided
within ninety (90) days.

State Agency certification for contracts:
1. The requesting State Agency certifies that each of the following is true and applicable:

a) The program needs and general categories of services are such that adequate
guidelines can be developed to direct the State Agency in competitively executing a
number of similar contracts;

b) The individual contracts involved will be of such uniformity and standardization of
processes, procedures, and contract terms that individual, independent, and prior

approval is unnecessary and impractical; and

¢) Allindividual contracts executed will create a “contractor” relationship as defined in
Central Procurement Office Policy 2013-007.

2. The summary cover sheet correctly records the requested delegated authority period in
which every contract must begin.

3. The State Agency will draft each contract either with the exact scope of services (“Scope”)
detailed in Attachment 2 or using a combination of the provisions detailed in Attachment
2. In no event shall the Scope contain provisions that do not appear in Attachment 2. The
State agency will draft each contract in compliance with the appropriate contract
templates and models in effect at the time that each contract is drafted. Each contract
must include a completed summary cover sheet attached at the front of each copy.

114

=T




1-15-15 DA

4. The State Agency will select contractors in strict accordance with the pre-defined,
competitive process detailed in Attachment 3.

§. The State Agency will ensure that every contract entered into under this DA:

a) Has sufficient funds budgeted and available;

b) Complies with: Tennessee laws and regulations; Central Procurement Office rules and
policies; program policies, rules, and regulations; and any federal laws, rules,
regulations, and requirements;

c) Shall not create an employer/femployee relationship as prohibited by Tenn. R. & Regs.
§ 0690-03-01-.17;

d) Shall not procure goods, materials, supplies, equipment, or services EXCEPT as
provided in this DA; and

e) Shall not provide for the payment of any amount directly or indirectly to an employee
or official of the State.

6. The State Agency will retain records to document that every contract has been executed
in accordance with the limits, guidelines, and conditions specified in this DA.

7. The State Agency will provide all such reports and information relating to the executed
contracts under this DA as may be requested by state officials.

8. The State Agency shall attach a copy of the proposed contract(s) that will be used under
the DA. If the proposed contract or contracts include modifications or additions to
contract templates or models, redline the modifications or additions in the attachment(s)
and include an approved Rule Exception Request (“RER”).

IN WITNESS WHEREOF, and by signature below, | certify that all information in this DA
is, to the best of my knowledge, accurate and represents the limits, guidelines,
conditions, and procedures that the State Agency shall follow in making each purchase
or executing each contract.

State Agency head name and title Date
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ATTACHMENT 1

AUTHORIZED PURCHASE OF GOODS OR SERVICES & MAXIMUM RATE SCHEDULE

The rates below are maximum rates allowed, NOT standard or set rates (unless based upon federal
government or TennCare set rates). The State Agency is encouraged to buy goods or services at
lower rates than those below. All purchases under this DA shall comply with the vendor selection

procedures specified in Attachment 3.

Good or Service

Maximum Rate

Travel Compensation/Reimbursement
(relating to authorized service delivery)

This Delegated Authority shall NOT authorize
payment or reimbursement of a contractor’s
travel expenses to the site where goods are
delivered or services are provided. If the State
requires that the contractor travel somewhere
other than the site where goods are delivered or
services are performed, reimbursement shall be
subject to amounts and limitations specified in
the current "State Comprehensive Travel
Regulations.” Only necessary expenses
incurred away from and back to the site where
goods are delivered or services are performed
shall be reimbursable.

Note: This does NOT apply to any travel
reimbursements paid to state clients (which
may be provided for in this schedule).

Service Definition

Maximum Rate (e.g., $ Amount per Unit)

Repeat Service Lines as Necessary

Maximum Rate (e.g., $ Amount per Unit)
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ATTACHMENT 2

CONTRACT SCOPE OF SERVICES TEXT

Insert the scope of services (“Scope”) that will be used in executed contracts or identify all provisions that
will possibly appear in the Scope. If all contracts will contain the same Scope, note that below and include
the Scope in the pro forma contract attached to the DA application. There is no need to provide the Scope in
this Attachment and in the pro forma contract. If there will be a menu of scopes, identify all provisions that
will possibly appear in the Scope in this Attachment. Then leave the Scope and Section C.3.b of the pro
forma contract blank.

The Scope describes the services and deliverables that contractors must provide. It must specify all
associated functional and technical requirements. The State Agency may include payment terms outside of
Section C with an approved Rule Exception Request.

The State Agency head or designee signifies by signing this DA that all information in this DA is, to the best
of his or her knowledge, accurate and represents the limits, guidelines, conditions, and procedures that the
State Agency shall follow in executing each contract.

Scope (Contract section A) Cost (Contract section C.3.b)
Deliverable 1 $ / unit
Deliverable 2 $ / unit
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ATTACHMENT 3

PRE-DEFINED VENDOR OR CONTRACTOR SELECTION PROCESS AND CONTRACT MAXIMUM
LIABILITY AMOUNT DETERMINATION PROCESS

The State Agency shall select vendors or contractors in strict accordance with the pre-defined,
competitive or otherwise approved process described below. Any selection process authorized by
CPO rules, policies, or manuals is acceptable, though some processes will require additional
documentation or approvals. The State Agency shall retain records to show the basis of each
purchase made or each contract executed under this Delegated Authority, including documentation
that each purchase or contract was made in accordance with the processes below.

Describe the process for selecting vendors or contractors.

If requesting a contract delegation, describe the process for determining the contract Maximum
Liability amount.
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DELEGATED GRANT AUTHORITY (DG) TEMPLATE

This template prescribes the format and content for the Delegated Grant Authority application (“DGA”). Approval of the DGA
confers delegated authority to execute grant contracts for an individual program without additional, individual, independent

approval.

Procurement professionals shall adhere to this template and attach a copy of the proposed grant contract(s) that will be
used under the DGA. If the proposed grant contract or contracts include modifications or additions to grant contract
templates or models, redline the modifications or additions in the attachment(s) and include an approved Rule Exception

Request {“RER”).

Do NOT route a DGA for approval after its begin date. Any DGA routed for approval after its begin date is subject to
disapproval or may be approved with a begin date later than the one proposed. Agencies may obtain a begin date that
occurs before the routing date with an approved RER.

A-DGA-will-ONLY-be-approved-fora-period-of cither-all-orsome-part-of-one-{1)-fiscal-year-An approved DGA shall

may specify a contract perlod of up to five (5) years for any grant contract executed under the delegated authority. No
single grant contract executed under a DGA shall have a maximum liability that exceeds five million dollars

{$5,000,000).

Procurement professionals should complete template fields and follow, replace, or otherwise address red
instructional text (e.g., State Agency Name, amount, will/will not) as indicated.

COVER SHEET

Complete summary cover sheet fields as indicated within the template.

Agency Tracking # unique tracking number comprised of: 5-digit business unit# + unique, 5-digit #
example: 31707-12345

Funding amounts by fiscal year and funding source with row and column totals;

contract maximum liability MUST equal the sum of the TOTAL Contract Amount column (i.e., the grand total
amount for all fiscal years & all sources of funding)

A summary cover sheet properly completed and in accordance with the template is required for each grant
contract executed under the DGA.

APPROVALS
Affix a signature by the Grantor State Agency head or an authorized designee. Prepare the Contract Entry Record
for the Delegated Grant Authority as required by the Edison system. Then, scan the signed document with the
completed summary cover sheet to a PDF file and attach the digital copy to the Edison record. Attach any
supporting documentation in PDF format to the Edison record including:

® a PDF copy of the previously approved DGA if a DGA with the same or similar purpose to one

proposed was approved in a prior year

® a PDF copy of any necessary RERs

Submit the Edison Contract Entry Record with the proposed DGA for approval routing.
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DELEGATED GRANT AUTHORITY

Agency Tracking # Edison ID

Begin Date

End Date

Edison ID of prior, similar DG (if any)

Last possible End Date of authorized grant contracts

Service Caption

Funding —
FY State Federal Interdepartmental | Other TOTAL Maximum Liability
TOTAL:

——

Each grant contract will establish the following type of
relationship:

[ ] SUBRECIPIENT [_] CONTRACTOR

Budget Officer Confirmation: There is a balance in the
appropriation from which obligations hereunder are required
to be paid that is not already encumbered to pay other
obligations.

Speed Chart (optional) Account Code (optional)

CPO USE - DG
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DELEGATED GRANT AUTHORITY

This Delegated Grant Authority application (“DGA”), if approved in accordance with Central
Procurement Office rules, policies, and procedures, shall authorize the applicant state agency
("Grantor State Agency") to execute grant contracts for a particular program or programs without
individual, independent approval, PROVIDED THAT all grant contracts are within the limits,
guidelines, and conditions of this DGA. The Grantor State Agency shall attach a copy of the proposed
grant contract(s) that will be used under the DGA. If the proposed grant contract or contracts include
modifications or additions to grant contract templates or models, redline the modifications or
additions in the attachment(s) and include an approved Rule Exception Request (“RER”).

Grantor State
Agency: Agency Name
Service Caption: Program Identification
A. What will be the maximum number of individual grant contracts? Number
B. What will be the maximum period of an individual grant contract? Number months
C. What will be the maximum amount of an individual grant contract (must

not exceed five million dollars ($5,000,000))? $ Amount
D. Whatis the maximum liability of the Delegated Grant Authority? $ Amount
E. GRANTOR STATE AGENCY DECLARATION:

1. Each of the following is true and applicable:

a) The program needs and general categories of services are such that adequate
guidelines can be developed to direct the Grantor State Agency in competitively or
impartially awarding a number of similar grants; and

b) The individual grant contracts involved will be of such uniformity and
standardization of processes, procedures, and contract terms that individual,
independent, and prior approval is unnecessary and impractical.

2. The summary cover sheet correctly records the requested delegated authority period in
which every grant contract must begin as well as the relationship (as defined by Central
Procurement Office Policy 2013-007) that each grant contract will create.

3. The Grantor State Agency will select grantees in strict accordance with a pre-defined,
competitive or impartial process. This process is detailed in Attachment 1.

4. The Grantor State Agency will draft each grant contract with the exact “scope of
services” detailed in Attachment 2, and in compliance with the form and content
required by the appropriate grant contract templates and models in effect at the time
that each grant contract is drafted. Each grant contract must include a completed
summary cover sheet attached at the front of each copy.

5. The Grantor State Agency will ensure that every grant contract entered into under the
Delegated Grant Authority:

a) Has sufficient funds budgeted and available;

b) Complies with: Tennessee laws and regulations; Central Procurement Office rules
and policies; program policies, rules, and regulations; and any federal laws, rules,
regulations, and requirements;

¢) Shall not create an employer/employee relationship as prohibited by the Tenn. R. &
Regs. § 0690-03-01-.17;

d) Shall not procure goods, materials, supplies, equipment, or services EXCEPT as
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Grantor State
Agency: Agency Name

Service Caption: Program Identification
provided in this Delegated Grant Authority; and

e) Shall not provide for the payment of any amount directly or indirectly to an
employee or official of the State.

6. The Grantor State Agency will retain records to document that every grant contract has
been executed in accordance with the limits, guidelines, and conditions specified in
this Delegated Grant Authority.

7. The Grantor State Agency will provide all such reports and information relating to the
executed grant contracts under this Delegated Grant Authority as may be requested by

state officials.

8. The Grantor State Agency shall attach a copy of the proposed grant contract(s) that will
be used under the DGA. If the proposed grant contract or contracts include
modifications or additions to grant contract templates or models, redline the
modifications or additions in the attachment(s) and include an approved Rule
Exception Request (“RER”).

IN WITNESS WHEREOF, and by signature below, | certify that all information in this DGA is, to
the best of my knowledge, accurate and represents the limits, guidelines, conditions, and
procedures that the Grantor State Agency shall follow in executing each grant contract.

Grantor Agency Head Name & Title Date
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ATTACHMENT 1

PRE-DEFINED GRANTEE SELECTION & GRANT AMOUNT DETERMINATION PROCEDURES

The Grantor State Agency will select grantees in strict accordance with a pre-defined, competitive or
impartial process described below. The Grantor State Agency shall retain records to show the clearly
competitive or impartial basis of each grant contract executed, including documentation that each
grant contract under this Delegated Grant Authority was executed in accordance with the grantee
selection and grant contract amount determination procedures below.

Detailed grantee selection and grant contract amount determination procedures
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ATTACHMENT 2

EXACT GRANT CONTRACT SCOPE OF SERVICES TEXT

Insert the exact scope of services (“Scope”) that will be used in executed grant contracts. If the Grantor State
Agency wishes to use more than one Scope, insert all Scopes and clearly identify each Scope and when it will

be used.

The Scope describes the services and deliverables that the Grantee must provide. It must specify all
associated functional and technical requirements. The Grantor State Agency may include payment terms
outside of Section C with an approved Rule Exception Request.

The Grantor State Agency head or designee signifies by signing this DGA that all information in this DGA is, to
the best of his or her knowledge, accurate and represents the limits, guidelines, conditions, and procedures
that the Grantor State Agency shall follow in executing each grant contract.
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DELEGATED GRANT AUTHORITY (DG) TEMPLATE

This template prescribes the format and content for the Delegated Grant Authority application (“DGA”). Approval of the DGA
confers delegated authority to execute grant contracts for an individual program without additional, individual, independent

approval.
Procurement professionals shall adhere to this template and attach a copy of the proposed grant contract(s) that will be

used under the DGA. If the proposed grant contract or contracts include modifications or additions to grant contract
templates or models, redline the modifications or additions in the attachment(s) and include an approved Rule Exception

Request (“RER").

Do NOT route a DGA for approval after its begin date. Any DGA routed for approval after its begin date is subject to
disapproval or may be approved with a begin date later than the one proposed. Agencies may obtain a begin date that
occurs before the routing date with an approved RER.

An approved DGA shall remain in force and effect for no more than one (1) fiscal year unless the DGA involves federal
funds and the term of the federal grant award extends beyond one (1) fiscal year. In such event, the Chief Procurement
Officer and Comptroller of the Treasury may approve a DGA application for as long as the federal grant award’s term.
However, it may specify a contract period of up to five (5) years for any grant contract executed under the delegated
authority. No single grant contract executed under a DGA shall have a maximum liability that exceeds five million

dollars ($5,000,000).

Procurement professionals should complete template fields and follow, replace, or otherwise address red
instructional text (e.g., State Agency Name, amount, will/will not) as indicated.

COVER SHEET

Complete summary cover sheet fields as indicated within the template.

Agency Tracking # unique tracking number comprised of: 5-digit business unit # + unique, 5-digit #
example: 31707-12345

Funding amounts by fiscal year and funding source with row and column totals;

contract maximum liability MUST equal the sum of the TOTAL Contract Amount column (i.e., the grand total
amount for all fiscal years & all sources of funding)

A summary cover sheet properly completed and in accordance with the template is required for each grant
contract executed under the DGA.

APPROVALS
Affix a signature by the Grantor State Agency head or an authorized designee. Prepare the Contract Entry Record
for the Delegated Grant Authority as required by the Edison system. Then, scan the signed document with the
completed summary cover sheet to a PDF file and attach the digital copy to the Edison record. Attach any
supporting documentation in PDF format to the Edison record including:

e a PDF copy of the previously approved DGA if a DGA with the same or similar purpose to one

proposed was approved in a prior year

e a PDF copy of any necessary RERs

Submit the Edison Contract Entry Record with the proposed DGA for approval routing.
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Agency Tracking #

Edison ID

Begin Date

End Date

Edison ID of prior, similar DG (if any)

Last possible End Date of authorized grant contracts

Service Caption

Funding —
FY State

Federal

Interdepartmental

Other

TOTAL Maximum Liability

TOTAL:

Each grant contract will establish the following type of

relationship:

[ ] SUBRECIPIENT [ ] CONTRACTOR

Budget Officer Confirmation: There is a balance in the
appropriation from which obligations hereunder are
required to be paid that is not already encumbered to pay

other obligations.

Speed Chart (optional)

Account Code (optional)

CPO USE - DG
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DELEGATED GRANT AUTHORITY

This Delegated Grant Authority application (“DGA”), if approved in accordance with Central
Procurement Office rules, policies, and procedures, shall authorize the applicant state agency
("Grantor State Agency") to execute grant contracts for a particular program or programs without
individual, independent approval, PROVIDED THAT all grant contracts are within the limits,
guidelines, and conditions of this DGA. The Grantor State Agency shall attach a copy of the
proposed grant contract(s) that will be used under the DGA. If the proposed grant contract or
contracts include modifications or additions to grant contract templates or models, redline the
modifications or additions in the attachment(s) and include an approved Rule Exception Request

(“RER”).

Grantor State
Agency: Agency Name
Service Caption: Program Identification
A. What will be the maximum number of individual grant contracts? Number
B. What will be the maximum period of an individual grant contract? Number months
C. What will be the maximum amount of an individual grant contract

(must not exceed five million dollars ($5,000,000))? $ Amount
D. What is the maximum liability of the Delegated Grant Authority? $ Amount
E. GRANTOR STATE AGENCY DECLARATION:

1. Each of the following is true and applicable:

a) The program needs and general categories of services are such that adequate
guidelines can be developed to direct the Grantor State Agency in competitively or
impartially awarding a number of similar grants; and

b) The individual grant contracts involved will be of such uniformity and
standardization of processes, procedures, and contract terms that individual,
independent, and prior approval is unnecessary and impractical.

2. The summary cover sheet correctly records the requested delegated authority period
in which every grant contract must begin as well as the relationship (as defined by
Central Procurement Office Policy 2013-007) that each grant contract will create.

3. The Grantor State Agency will select grantees in strict accordance with a pre-defined,
competitive or impartial process. This process is detailed in Attachment 1.

4. The Grantor State Agency will draft each grant contract with the exact “scope of
services” detailed in Attachment 2, and in compliance with the form and content
required by the appropriate grant contract templates and models in effect at the time
that each grant contract is drafted. Each grant contract must include a completed
summary cover sheet attached at the front of each copy.

5. The Grantor State Agency will ensure that every grant contract entered into under the
Delegated Grant Authority:

a) Has sufficient funds budgeted and available;

b) Complies with: Tennessee laws and regulations; Central Procurement Office rules
and policies; program policies, rules, and regulations; and any federal laws, rules,
regulations, and requirements;

¢) Shall not create an employer/employee relationship as prohibited by the Tenn. R.
& Regs. § 0690-03-01-17;
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Grantor State
Agency:

Agency Name

Service Caption:

Program [dentification

d) Shall not procure goods, materials, supplies, equipment, or services EXCEPT as
provided in this Delegated Grant Authority; and

e) Shall not provide for the payment of any amount directly or indirectly to an
employee or official of the State.

The Grantor State Agency will retain records to document that every grant contract
has been executed in accordance with the limits, guidelines, and conditions specified
in this Delegated Grant Authority.

The Grantor State Agency will provide all such reports and information relating to the
executed grant contracts under this Delegated Grant Authority as may be requested
by state officials.

8. The Grantor State Agency shall attach a copy of the proposed grant contract(s) that
will be used under the DGA. If the proposed grant contract or contracts include
modifications or additions to grant contract templates or models, redline the
modifications or additions in the attachment(s) and include an approved Rule
Exception Request (“RER”).

IN WITNESS WHEREOF, and by signature below, | certify that all information in this DGA is,
to the best of my knowledge, accurate and represents the limits, guidelines, conditions, and
procedures that the Grantor State Agency shall follow in executing each grant contract.

Grantor Agency Head Name & Title Date
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ATTACHMENT 1

PRE-DEFINED GRANTEE SELECTION & GRANT AMOUNT DETERMINATION PROCEDURES

The Grantor State Agency will select grantees in strict accordance with a pre-defined, competitive or
impartial process described below. The Grantor State Agency shall retain records to show the
clearly competitive or impartial basis of each grant contract executed, including documentation that
each grant contract under this Delegated Grant Authority was executed in accordance with the
grantee selection and grant contract amount determination procedures below.

Detailed grantee selection and grant contract amount determination procedures
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ATTACHMENT 2

EXACT GRANT CONTRACT SCOPE OF SERVICES TEXT

Insert the exact scope of services (“Scope”) that will be used in executed grant contracts. If the Grantor
State Agency wishes to use more than one Scope, insert all Scopes and clearly identify each Scope and
when it will be used.

The Scope describes the services and deliverables that the Grantee must provide. It must specify all
associated functional and technical requirements. The Grantor State Agency may include payment terms
outside of Section C with an approved Rule Exception Request.

The Grantor State Agency head or designee signifies by signing this DGA that all information in this DGA is,
to the best of his or her knowledge, accurate and represents the limits, guidelines, conditions, and
procedures that the Grantor State Agency shall follow in executing each grant contract.
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7-20-11DATE AMEND-D

AMEND-D-MODELDELEGATED AUTHORITY APPLICATION AMENDMENT TEMPLATE

Complete form fields and follow, replace, or otherwise address red instructional text (e.g., State Agency Name,
amount, will/_or will not) as indicated and with conforming font and color.

Complete summary cover fields as indicated within the template and the following field directions.

Agency Tracking # unique tracking number comprised of: 5-digit business unit # + unique, 5-digit #
example: 31707-12345
Increase/Decrease amount by which the maximum-liabilityMaximum Liability will change pursuant to this amendment;

express the amount as a negative number using "( )" symbols if the maximum-liabilityMaximum
Liability is decreased; express it as "0" if there is no change-in-the-tetal-contractameunt

Funding amounts by fiscal year and funding source with row and column totals;

contract maximurm-liability-MUSTMaximum Liability must equal the sum of the FOFALtotal Contract
Amount column (i.e., the grand total amount for all fiscal years &and all sources of funding)

MAIML M-HIAB I AMENDMENT TE T
Sectiont--is-deleted-in-its-entirety-and replaced with-the-following:

#.  Whatis the maximum liability of the-requested-delegated-authority? $-Amount

for-Edison-approval-routing).
SIGNATURE

Braftthe-amendmentse-thatthe signaturemimediatehe follows-the previous-section-text-separated-by ONLY-one
blankline—Do-NOT - insart-an-arbitrary-page break prierto-the signature section:
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DELEGATED AUTHORITY AMENDMENT

Agency Tracking # Edison ID Delegated Authority # Amendment #
Amendment Purpose & Effect(s)
TOTAL Maximum Liability INCREASE or DECREASE per this Amendment (zero if N/A): $
Funding —
FY State Federal Interdepartmental | Other TOTAL Maximum Liability
TOTAL:
—
Budget Officer Confirmation: There is a balance in the OCRCPO USE

appropriation from which obligations hereunder are required to
be paid that is not already encumbered to pay other
obligations.

Speed Chart (optional) Account Code (optional)
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AMENDMENT WRITTEN NUMBER
TO DELEGATED AUTHORITY ASSIGNED NUMBER

This application-to-amend the-above-referenced-delegated-authority - if approved- a&Feqwreciby

pFeﬁessaenal service- eenmat{ngmgmatieasw

, shall revise the delegated authority as

foIIows-

Amendment Text — Refer to MedelTemplate Instructions

Required Approvals. This Amendment shall be-valid-enly-upon-approval-by-the-contracting-agency-head

andnot be effective until it is approved by all appropriate officials in accordance with applicable Tennessee
laws and-regulations-(depending upon the specifics of this delegated authority,-said officials may include,

but are not limited to, the Chief Procurement Officer, the Commissioner of Finance and Administration, the

Commissioner of Human Resources, andor the Comptroller of the Treasury).

Amendment Effective Date. The revisions-setforth-herein-shall-be-effective date of this Amendment is
DATE. All other terms and conditions of this delegated authority not expressly amended herein-shall
remain in full force and effect.

IN WITNESS WHEREOF:

Agency Head Name & Title DATE
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DELEGATED AUTHORITY APPLICATION AMENDMENT TEMPLATE

Central Procurement Office Policy Number 2013-006 requires approvals or endorsements for certain contracts depending on
the contract’s Scope. A change in Scope may require re-approval or re-endorsement by the Office for Information Resource,
Tennessee Department of Human Resources, or other State entity. If re-approval or re-endorsement is required, submit
documentation of the approval or endorsement with the amendment.

Complete form fields and follow, replace, or otherwise address red instructional text (e.g., State Agency Name,
amount, will or will not) as indicated and with conforming font and color.

Complete summary cover fields as indicated within the template and the following field directions.

Agency Tracking # unique tracking number comprised of: 5-digit business unit # + unique, 5-digit #
example: 31707-12345
Increase/Decrease amount by which the Maximum Liability will change pursuant to this amendment;

express the amount as a negative number using "{ )" symbols if the Maximum Liability is decreased;
express it as "0" if there is no change

Funding amounts by fiscal year and funding source with row and column totals;
contract Maximum Liability must equal the sum of the total Contract Amount column (i.e., the
grand total amount for all fiscal years and all sources of funding)
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DELEGATED AUTHORITY AMENDMENT

Amendment #

Edison ID

Delegated Authority #

Amendment Purpose & Effect(s)

TOTAL Maximum Liability INCREASE or DECREASE per this Amendment (zero if N/A):

Funding —

FY State Federal

Interdepartmental | Other

TOTAL Maximum Liability

TOTAL:

Budget Officer Confirmation: There is a balance in the
appropriation from which obligations hereunder are required
to be paid that is not already encumbered to pay other

obligations.

CPO USE

Speed Chart (optional) Account Code (optional)
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AMENDMENT WRITTEN NUMBER
TO DELEGATED AUTHORITY ASSIGNED NUMBER

This amendment to [insert Delegated Authority, Delegated Grant Authority, or Delegated Loan Authority]
Number (“*Amendment”), shall revise the delegated authority as follows:

Amendment Text — Refer to Template Instructions

Required Approvals. This Amendment_shall not be effective until it is approved by all appropriate officials
in accordance with applicable Tennessee laws (depending upon the specifics of this delegated authority,
officials may include, but are not limited to, the Chief Procurement Officer, the Commissioner of Finance
and Administration, the Commissioner of Human Resources, or the Comptroller of the Treasury).

Amendment Effective Date. The effective date of this Amendment is DATE. All other terms and
conditions of this delegated authority not expressly amended shall remain in full force and effect.

IN WITNESS WHEREOF:

Agency Head Name & Title DATE
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AMENDMENT INSTRUCTIONS, CONSIDERATIONS, AND OPTIONS

-

Draft the amendment with the following sections, as appropriate. Number each amendment section consecutively.

Option: Change the Maximum Liability of the entire delegated authority application

The Maximum Liability shall not exceed ten million dollars ($10,000,000) without an approved RER.

Section #. is deleted in its entirety and replaced with the following:

#.

What is the Maximum Liability of the [insert Delegated Authority,

Delegated Grant Authority, or Delegated Loan Authority]? $ Amount
Option: Change the Maximum Liability of an individual contract, purchase order, grant contract, or loan.
The Maximum Liability of an individual contract, purchase order, or grant contract shall not exceed five
million dollars ($5,000,000) without an approved RER.
Section #. is deleted in its entirety and replaced with the following:
#. What is the Maximum Liability of an individual [insert contract,
purchase order, grant contract, or loan]? $ Amount
Option: Delete and Replace Section
Use the following to delete and replace an existing sub-section.
#. Contract or Grant Contract section Reference is deleted in its entirety and replaced with the
following:
#. New Text — inctude all of the deleted language that continues to be necessary after this
amendment.
Option: Delete and Replace Attachment
Use the following to delete and replace an existing attachment.
#. Contract or Grant Contract Attachment Reference is deleted in its entirety and replaced with
Attachment Reference.
Option: Add Section
Adding an attachment reference alone does not add the attachment (refer to add attachment option below).
Use the following to add a new sub-section after all existing sub-sections of a contract or grant contract.
#. The following is added as [insert Contract or Grant Contract] section New Section Reference.

#. New Text
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Option: Add Attachment
Use the following to add a new attachment.

#, [Insert Contract or Grant Contract] Attachment New Attachment Reference attached hereto is
added as a new attachment.

Option: Contractor or Grantee Name Amendment
Evidence of the legitimacy of the name change is required for approval.
Use the following to change the Contractor or Grantee’s name.

#. The following is added as [insert Contract or Grant Contract] section New Section Reference:
#. [Insert Contractor or Grantee] Name. All references to “Original Legal Entity Name” or
“Grantee Legal Entity Name” shall be deleted and replaced with “New Legal Entity
Name.”
EFFECTIVE DATE

The effective date of an amendment shall not be retroactive (i.e., before the date that the amendment is
submitted to Edison for approvals).

SIGNATURE

Draft the amendment so that the signature immediately follows the previous section text separated by only one
blank line. Do not insert an arbitrary page break prior to the signature section.
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INTERAGENCY AGREEMENT — GRANT MODEL

This model provides the format and content for drafting a cost-reimbursement grant agreement between [1) two
ThNTennessee state agencies, neither of which has the separate legal capacity to contract or sue and be sued—{This-medelis

eptienal-with-respest-te; (2) a Tennessee state agency and a member of the University of Tennessee andor Board of Regents

colleges-and-universities}-educational systems, All agreements must comply with the requirements of the Central
Procurement Relicy-Number2013-007,0ffice’s Grant Management-and Subrecipient Monitoring Policy and-Preceduresand

Completeformfialds-and-follew;-replace,-or-etherwise address red-instructional-text-{e.g- State-Agency-Name,
WHHMWWWWMMGM

GRANT-AGREEMENT-COMER-SHEET
Complete the Grant-AgreementCover Sheet fieldsas-indicated within the medeland-the following field-diraections.
; o _— l I adob-S:digit-bus} s gy S-digit

Bo-NOT-include-payment-terms-in-the scope-of services:
Draft-the scope-ef services-to-clearly,-specifically-and-definitively-detail-duties; respensibilities-and
associated-performance-reguirements and describe; in-detall, the service-and-deliverable requirements

and-allrelated-specifications;

Optien—Grant-Propesal-Atachrment
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To-attach-an-associated grant-propesal-to-the agreement-in-support-of a-properly- drafted-scope

ofserviceuse-the-following eptionalsectien:

B-#—Renewal OptionsThis-Grant Contract-may-be-rerewed-upon-satisfactery-completion-of the Term.
The State reserves the right to-execute up-to-Aumber (#) renewal options under the same terms-and
conditions-for a-period-not-to-exceed-twelve-(12)-months-each-by-the State, at the State's-sole
eption—ln-no-event-however-shall-the-maximum-Term.-including all renewals-or extensions,
exceed a-total-of sixty-{60)-menths:

B#-— Term-Extensiontis-understood-and-agreed that the State-may-extend-the Term-an-additional
period-of ime-not-to-exceed-one-hundred-eighty-{180)-days-beyond-the-expiration-date-of this
GrantContract -under-the-same-terms-and-cenditions—In-no-event-however-shall-the-maximum
Term -including-all-extensions-orrenewals,-exceed-a-total-of sixty-(60)-months-
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costs-based-upon-the Grant Budget -not to-exceed the-maximum-liability-established-in-section-C. 1.
The-amoeunt-of Written-Dollar Amount ($Number)-shall be-paid to the-Grantee-in advance upon
approval-of-this GranbAgmamen&—Iheﬂ—upenmgresmwarﬁh&campleﬁeneuh&weM
decedbeddng Grantee-shallsubmitinvoices forpayment prior
W%MWMMMH&@%&MMWW%MMN

the-fellowing.

G# ——Disbursement Reconciliation-and-Close-Out- The-Grantee-shall submita grant-disbursement

reconciliation report-within sixty {60} -calendar days-of the Grant Agreement-end-date and-in-form
and-substance-acceptable to-the State {and-include-as-applicable-documentation-and-receipts-as

required-by-the above-referenced "State Comprehensive Travel Regulations").

Budgei—bina—l-tems

Revise line- mem&mppm%ﬂeﬂw%mﬂmmﬁ%m%weeﬂﬁ@%}
Option—NO-Lina-ltem-\Variansce
Replace-thesecten-with-the-following alternative-as-appropriate.

C-5—Budgetline-items- Expenditures, reimbursements; and-payments under-this Grant-Agreement
shall-adhere-to-the-Grant Budget—Reimbursable expenditures may NOTvary from-the Grant
Budgetline-item amount(s) detailed. The Grant-Budget-is-incorporated herein as-though-set forth

verbatim-
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it : iliati ‘el .
Revise the lsk parageaph obthe sectionasnacessaryto-reguire additional grant- disbursement
reconciliagtion-reports:

b Iftotal disbursements by the Grantor State Agency pursuant to this Grant Agreement
exceed the amounts permitted by the section- G, payment terms-and-conditions-of this
Grant Agreement-{including any-adjustment pursuant-to subsection a.ii-above}, the
Grantee shall refund the difference-to the Grantor State-Ageney. The Grantee shall-submit
said-refund-with-the final-grant disbursement reconciliation-report.

G;Fmsmmmﬁwmm%m%mmaymmmee

reconciliation-report to-be-allowable-and-reimbursable by the Grantor-State-Agenecy.-and
S L NOT il

shall result in the Grantee being deemed-ineligible for reimbursement under this Grant
Agreement; and the Grantee shall be required to refund-any-and all payments by the
Grantor-State Agency pursuant-to-this Grant Agreement.

e The Grantee must close out-its-acsounting records atthe end of the agreement period-in
such a-way that reimbursable expenditures-and revenue-collections-are-NOT earried

lnesease-thethisty (30}calendar days-natice requirement-as-appropriate;

181




Amm@mﬁwmmm@mmmmmmm
conditions-sections-as-appropriate-provided-that-nene cenflicbwith-state-interests-orstandard-agreement

provisions:

As-autherized-by-the provisions of the-terms-of-the Tennessee-Unifoerm-Commercial- Code —
Secured Transaction,-found-at Title 47, Chapter-9-of the-Tennassee-Coda-Annotated and-the
provisions of the Tennessee Motor Vehicle Title and Registration Law; found-at Title-65-Chapter 1
of-the Tennessee-Code-Annotated-an-intentof-this-Grant document-and-the-parties-hereto-is-to
create and acknowledge-a security-interestin-favor-of the Grantor-State Agency in-the equipment
andfor motor vehicles-acquired-by the Grantee-pursuantto the-provisions of this-Grant decument
Afurther intent of this Grant desument-is to acknowledge and continue the security-interest-in favor
of the-Grantor-State-Agenecy-in-the-equipment or moter-vehicles asquired-by-the Grantee-pursuant
to-the-provisions-of this-program's-prior year Grants-between-the Grantor State-Agency and the
Craptes:

The Grantee hereto grants the Grantor-State- Agency a security interest-in-said-equipment.—This
agreementis-intended-to be-a-security-agreementpursuant to-the Uniform Commercial Code for

any-of the equipment -herein-specified-which,-under applicable law -may be-subject to a security
MF%QWMWMMWWMW

mewwwmmmmmmmms
thereof -and reproduction of this- Grant Agreement in-such form as-the Grantor State Agency may
require-to perfect a security- interest with-respestto said equiprnent The Grantee shall pay all costs
of filing-such-financing-statements-and-any-extensions, renewals.-amendments-and-releases
thereof, and shall-pay all reasonable costs and expenses of any record searches for financing
statements the Grantor State Agency may reasonably require. Without the prior written-consent-of
the Grantor- StateAgeney—#@&Gmn%ee&ha#n@te%eat&m&uﬂ&M@b&mbd—pw&u&nH@%he
Uniform Commercial-Code-any-other security interest-in said-equipment; including-replacements
and-additions theretoUpen-the Grantee's breach-of any covenant or-agreement-contained-in-this
Grant-Agreement;-including the-covenants to-pay when due-all- sums secured by this-Grant
Agreement-the Grantor State-Agency-shall-have the remedies of a secured party underthe
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Uniform-Commercial- Code-and-at the Grantor-State-Agency's-option.-may-also-invoke the
The-Grantee-agrees-to-be-responsible-for the-accountability-maintenance-management-and
inventory-of-all property-purchased-tetally-or-in-part-with-funds-provided-under-this Grant
Agreement—The-Grantee shall- maintain-a-perpetual-inventory-system-for-all equipment purchased
with-funds-provided-under-this- Grant-Agreement-and-shall-submit-an-inventory-control-repert- which

mustinciide,ata-minimum-the following:

_ C - ‘ . ;

' : AR . tag Identification:
Mnmbgmmmmmmbmmu%m

As-appropriate-add-the-following section-or-an-alternative recommended-by-agency-legal-counsel:

E#—Confidentiality of Records--Strict-standards-of cenfidentiality-of records-and-information-shall-be
maintained-in-accordance-with-applicable-state-and-federal-law.-All-material-and-information;
regardless-of form,-medium-or-method of communicationprovided-to-the-Grantee-

State-Agency or-acquired-by-the-Grantee-on-behalf of the Grantor State Agency-shall-be regarded
as-confidential-information-in-accordance-with-the-provisions-of applicable state-and-federal-law;
state-and federal rules-and regulations,-departmental-policy,-and-ethical standards- Such
confidential-information-shall-not-be-disclosed-and all-necessary-steps-shall-be-taken-by-the
Grantee-to-safeguard-the-confidentiality-of such-material-or-information-in-conformance-with
apphsablestateand—fede;aHaw-s&a&e-andiedera”ulesend regulations; departmental policy.-and

The-Grantee's-obligations-under-this-section-do-not-apply-to information-in-the-public-domain;
entering-the-public domain-but-not-from a-breach by the Grantee-of this Grant Agreement;
previously-possessed-by-the Grantee without written obligations-te-the-Granter-State-Agency to
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protect-it-acquired-by the Grantee witheut-written-restrictions-against disclosure from-a-third-party

whichto the Grantee’s knowledge-isfree-to disclose the informatien: independently developed by
the-Grantee without the-use-of the Grantor State Agency's informatien.-or disclosed by the Grantor
State-Agency-to-others without restrictions against disclosure. Nothing in this paragraph-shall
permit-Grantee-to-disclose-any-information-that-is-confidential-under-federal or state-law-or
regulations,regardless-of whether-it-has-been-disclosed-ermade-available-to-the-Grantee-due-to
intentional-or-negligent actions-orinactions of agents of the Grantor State Agency or third-parties.

e e.*p’.ess"ﬁ ”'.'des'SteedE and-ag ee.d hn-EbidARaRE SRElart i HIS-cocRARal-aivive 10

E#.——Environmental- Tobacco-Smoke.Pursuant-te-the provisions-of the-federal-"Pro-Children-Act-of
1994" and-the Tennessee “Children's Act-for Glean Indoor Air-of 1895," the Grantee-shall prohibit
smoking of tobacco products within any-indeor-premises in which services-are provided to
individuals-under-the age-of eighteen-(18)-years. The Grantee shall-post "no-smoking” signs-in
appropriate-permanentsites-within-such-premises. This-prohibitien-shall-be-applicable-during all
hours;-potjustthe hours in-which-children-are present. Violators of the prehibition-may-be subject
to-civil-penalties and-fines- This-prohibition-shall apply-to-and-be made part-of any subcontraet
related-to-this Grant-Agreement.

. Particioati
Add-the-following section-as-appropriate:

E#—Grantee-Participation.Grantee-Participation-amount(s)-detailed-in-the-Grant Budget-are-intended
as-a-goal-for-the-total projectand-the amount-of actual Grantee Rarticipation-expenditures-will-not
impactthe-maximum-amounts reimbursable to the Grantee as-detailed-by the Grant Budget
column—Grant Agreement.”

FedaralE e Stimulus Eundi
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oo o

E#— —Feder&éeome%m&u&%n_&ng#h&%n%%men#mqmm%@mmempmwde

nduct)-a-court-or gra
WWM@MGWMW
evidence-of-one-or-more of-the-following related-to-the-implementation or-use of
sovsrodfundse:

. substantial and-speeific-dangerto-public-health or safety.

iv———abuse-of authority or

w——violation-of-law,-rule-or-regulation-{including-those pertaining to the
competition for or-negetiation of a Grant-Agreement).

Non-enforceability-of Certain Provisions Waiving Rights-and Remedies or
Requiring Arbitration— Except as provided-in a collective bargaining agreement,
the rights and remedies provided to-aggrieved employees by this section-may not
be-waived by-any-agreement, policy, form;or-condition-of employment, including
any predispute arbitration agreement. -No-predispute arbitration-agreement shall
be valid or enforceable- if it requires arbitration-of a dispute-arising out of this
coslion:

Requirement to-Post Notice-of Rights and -Remedies: The-Grantee and any
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subcentractor shall post-notice of therights and remedies as required-under

Sestion1553{Referto-Section1553 of the American Recovensand-Reinvestment
Actof 2009, -PubL-111-5 located-at www.recevery.gov, forspecific requirements
of this section and prescribed language-for the notices.)

(4) — -Section-902 — Access Of Government-Ascountability OfficeThe Grantee shall
provide-that the-Comptroller General-and-his-representatives are authorized:

ee-or-any-of its-subcentractors-that
m%pmmmﬂmaetuenm%ngwwm

Agrocmentorasubsenirastand
i———to-interview-any-officer-or-employee-of the Graptee or-any-of its
: " ' iy

nw-'rspeewpgeaeramiaiederal

MMM@MWI;WMMWMWMMMWQ
related-acts-contained in 29 CFR-1-3-and-5-are herein incorporated by reference-

For-purposes-of this GrantAgreement; laberer-or mechanic-includes at least-those
workers-whose duties-are-manual-or physical-in nature-{ineluding those workers
who-use-tools-or who-are-performing-the work-of a-trade),-as-distinguished-from
mental-ormanagerial. The-term-laboreror-mechanic- includes-apprentices,
trainees-helpers;-and; in-the case-of contracts subject to-the Contract Work-Hours

and-Safety-Standards—-Act-watchmen-orguards-

(8)— —Section 1605 — Buy-American-Requirements-for Genstruction-Material — Buy
American-Use-of American-lron-Steel-and-Manufactured Goods-—None-of-the

funds-provided by this Grant Agreement-may be used for a project for the

un!es&alLef:th&#enrsfeeHndmam;faetmeeLgeed&usedmmeprejesbare

e — —The Grantee-agrees-to-comply-with-any- modifications-or-additional-requirements-that-may
be-impeosed-by-law-and-future-guidance-and-clarifications-of Recovery-Actrequirements.
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———ithe Grantee enters into-one-or-more subcontracts for-any-of the services-performed

underthis-GrantAgreement-each-subcontract shall contain-provisions-specifically
smpemngon-the-sabeentraeter-alnequwemm set-forth-in-this-agreement section E4#,

mmmmmsmmm@aqmmmweﬁmmgmmm

E#- —Federal Funding Accountability-and Transparency Act (FFATA). This Grantrequires the Grantee
to-provide supplies-and/or services that are funded-in-whole or in-part by federal funds that-are
subjectto FFATA-The Grantee is-responsible-for ensuring that all- applicable requirements,
including-but-notlimited-to-those set forth-herein,-of FFATA are met-and-that-the-Grantee provides
informationto the State asrequired:

The G I ith the. following:
——Reporting-of Total- Compensation-of the-Grantee's Executives:

——The-Grantee-shall-repert-the-names-and-tetal- compensation-of each-of its-five meost
highly-compensated executives for the Grantee's preceding completed fiscal year,
if-in-the-Grantee's preceding-fiscal year it received:
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i 80 percentormore of the Grantee's annual gross-revenues frem-Federal
procurement-contracts and-Federal financial-assistance subject to-the
Transparency-Act-as defined-at-2 GFR 170.320-(and-subawards); and

i———$25,000,000-or more-in-annual-gross-revenues-from-Federal procurement
contracts (and-subcontracts), and-Federalfinancial-assistance-sublest to
the:FFanspaFeneyLAet-{and-subawaFds},—and

|m—Emmng&fepsewme&unde+mn—eqaw+neenhv&plaﬁ&Mes+\9t
include-group-life-health,-hospitalization-or-medical-reimbursement plans
thatd&nagdwmmatem#avemﬁmeuﬂves-anda;eavaﬂablegenmﬂy

toellealodad amalavase,

benefitand-actuarial pension-plans:
gualified:

vi—— —Dthercompensation. if the aggregate-value of all such-other
compensation (e-g-severance; termination-payments; value-of-life
insurance paid-on behalf-of the-employee, perquisites-or-property) for the
executive-exceeds $10,000:

b——— The Grantee mustreport executive total compensation-described above to the State by the
end-of the-month during-which-this-Grant-is-awarded-

66— H-this-Grant is-amended-to-extend-its-term,-the Grantee must submit-an-executive-fotal
compensation-report-to-the-State by the-end-of the-month-in-which-the-amendment to this
Grantbecomes-effective:

d—— - The Grantee will- obtain a Data Universal Numbering System (BUNS) number and maintain
its-DUNS number-for-the-term-of this-Grant-—More-infermation-about-ebtaining a DUNS
Number can be found-at—http:/fedgov.dnb.com/webform/

Fhe Grantee's failure to comply with-the-above reguirements-is a material breach of this Grant for
which-the State may terminate-this Grant for cause-The State will not be obligated to-pay-any
outstanding-invoice received-from-the-Grantee unless-and-until- the-Grantee-is-in-full compliance

vhth-theebavs reaciraronis:
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The grant budget line-item-amounts-below-shall- be-applicable-only to expense-incurred during the following
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rfa Grantee Match-Reguirement {for any-amount-of-the 0
required-Grantee Mateh-that is-not specifically 3
delineated by budgetline-items- [«

0.00 68010

2 GRAND-TOTAL 0

0
0.00 000 |0

% Each-expense objecHine-item shall-be defined by the-Department of Finance-and-Administration-Policy-03.-Uniform
Reporting Requirements-and-Cost Allocation-Plans-for-Subrecipients of Federal-and-State-Grant Monies,-Appendix-A.
{posted-on-the-Internet-at- http:/lwww:statetn-usffinance/act/documents/policy3. pdf).

% Applicable-detail follows-this-page if line-item-is-funded.

3-%mnte&Mateh--Requimrneﬂt--is~dataileckby—-thisﬁxam—sudget.—and—%hemaxtmumtatal—ameunl—reimbur&able-by--the&ate
pursuant-to-this- Grant- Agreement.-as-detailed by the "Grant- Agreement” eolumn-abeve -shall-be-reduced-by-the amount of
any-Grantee-failure-te-meet-the Matsh Requirement:

TCOVERSHEET
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d
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Grantse-blame

Subrecipient or Contractor
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TOTAL:

|

Budget Officer Confirmation: There is a balance in the CPO USE - IG
appropriation from which obligations hereunder are required to be
paid that is not already encumbered to pay other obligations.
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GRANT AGREEMENT
BETWEEN THE STATE OF TENNESSEE,
GRANTOR STATE AGENCY NAME
AND
GRANTEE STATE AGENCY NAME

This Grant Agreement, by and between the State of Tennessee, Grantor[lnsert Name of State Agency;
hereinafterreferred-to-as-] (the “Grantor State Agency”), and Grantee[insert Name of State Agency;
hereinafterreferred-to-as-] (the "Grantee;”), is for the provision of ShertScope of Service
DesecriptionCaption, as further defined in the "SCOPE OF SERVICES AND DELIVERABLES "

A. SCOPE OF SERVICES_ AND DELIVERABLES:
A1, The Grantee shall provide all-servicethe scope of services and deliverables (“Scope”) as required,

described, and detailed herein-and-shall meet-all-service-and-delivery-timelines-as-specified-byin
this Grant Agreement.

A#.  Specify the services &and deliverables that the Grantee must provide as well as the technical
specifications &and delivery requirements that must be met (include sufficient detail to ensure
accountability &and definitive resuits). Do NOT include payment terms in the Scope of Service.

B. TERM OF AGREEMENT:

This Grant Agreement shall be effective on DATE (“Effective Date”) and extend for a period of

number (#) months after the Effective Date (‘Term”).—The-Grantee-hereby-acknowledges-and

affirms-that the The Grantor State Agency shall have no obligation for Grantee senvices-or
expend+tures that-were not- eer-npieted within-this-specified-agreement period-to the Grantee for

fulf Term.
C. PAYMENT TERMS AND CONDITIONS:

C.1.  Maximum Liability. In no event shall the maximur-liabilityMaximum Liability of the Grantor State
Agency under this Grant Agreement exceed Written Dollar Amount ($Number) (*"Maximum
Liability”). The Grant Budget, attached and incorporated-hereto as Attachment Reference, shall

constituteis the maximum amount due the Grantee for-all-service-and-Grantee obligations
hereunderunder this Grant Agreement. The Grant Budget line-items include, but are not limited to,
all applicable taxes, fees, overhead, and all other direct and indirect costs incurred or to be incurred

by the Grantee.

C.2. Compensation Firm. The maximum-liabilityMaximum Liability of the Grantor State Agency is not
subject to escalation for any reason unless amended. The Grant Budget amounts are firm for the
duration of the Grant Agreement and are not subject to escalation for any reason unless amended,

except as provided in section C.5.

C.3.  Payment Methodology. The Grantee shall be reimbursed for actual, reasonable, and necessary
costs based upon the Grant Budget, not to exceed the maximum-liabilityMaximum Liability
established in section C.1. Upon progress toward the completion of the werkScope, as described
in section A of this Grant Agreement, the Grantee shall submit invoices prior to any reimbursement

of allowable costs.

C.4. Travel Compensation. Reimbursement to the Grantee for travel, meals, or lodging shall be subject
to amounts and limitations specified in the "State Comprehensive Travel Regulations," as they are
amended from time to time, and shall be contingent upon and limited by the Grant Budget funding
for-said reimbursement.
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Budget Line-items. Expenditures, reimbursements, and payments under this Grant Agreement
shall adhere to the Grant Budget. The Grantee may vary from a Grant Budget line-item amount by
up to NUMBER percent (#%) of the line-item amount, provided that any increase is off-set by an
equal reduction of other line-item amount({s)amounts such that the net result of variances shall not
increase the total Grant Agreement amount detailed by the Grant Budget. Any increase in the
Grant Budget, grand total amounts shall require an amendment of this Grant Agreement.

Disbursement Reconciliation and Close Out. The Grantee shall submit any final invoice and a
grant disbursement reconciliation report within sixty (60) days of the Grant Agreement end date and
in form and substance acceptable to the Grantor State Agency.

a. If total disbursements by the Grantor State Agency pursuant to this Grant Agreement
exceed the amounts permitted by-the section C, payment terms and conditions of this
Grant Agreement, the Grantee shall refund the difference to the Grantor State Agency.
The Grantee shall submit saidthe refund with the final grant disbursement reconciliation

report.

b. The Grantor State Agency shall not be responsibie for the payment of any invoice
submitted after the grant disbursement reconciliation report. The Grantor State Agency will
not deem any Grantee costs submitted for reimbursement after the grant disbursement
reconciliation report to be allowable and reimbursable by the Grantor State Agency, and
such invoices will NOTnof be paid.

C. Fhe-Grantee'sfailure-to-provide a-final grant disbursement-reconciliation-report-as-reguired
shall-result-in-the-Grantee-being-deemed-ineligible-forreimbursement-under-this-Grant
Agreement;-and the Grantee shall be required-to refund-any-and all-payments-by the
Grantor-State-Agency-pursuant-to- this- Grant Agreement.d- The Grantee must close
out its accounting records at the end of the agreement period Temm in such a way that
reimbursable expenditures and revenue collections are NOTnot carried forward.

Indirect Cost. Should the Grantee request reimbursement for indirect cost, the Grantee must
submit to the Grantor State Agency a copy of the indirect cost rate approved by the cognizant

federal agency andor the Statecognizant state agency. as applicable The Grantee will be
reimbursed for indirect cost in accordance with the approved indirect cost rate toeand amounts and

limitations specified in the attached Grant Budget. Once the Grantee makes an election and treats
a given cost as direct or indirect, it must apply that treatment consistently and may not change
during the agreement periodTerm. Any changes in the approved indirect cost rate must have prior
approval of the cognizant federal agency andor the State-cognizant siate agency. as applicable. If
the indirect cost rate is provisional during the period of this-agreementTem, once the rate becomes
final, the Grantee agrees to remit any overpayment of funds to the Grantor State Agency, and
subject to the availability of funds the Grantor State Agency agrees to remit any underpayment to

the Grantee.

Cost Allocation. If any part of the costs to be reimbursed under this Grant ContractAgreement are
joint costs involving allocation to more than one program or activity, such costs shall be allocated
and reported in accordance with the provisions of Department of Finance and Administration Policy
Statement 03 or any amendments or revisions made to this policy statement during the centract

periodTerm.
STANDARD TERMS AND CONDITIONS:

Required Approvals. The Grantor State Agency is not bound by this Grant Agreement until it is
signed by the agency head, or his or her designee, of the state agencies that are parties to this
Grant Agreement (depending upon the specifics of this contract-saidGrant Agreement, these
officials may include, but are not limited to, the Commissioner of Finance and Administration; and

the Commissioner of Human Resources;-and-the-Comptroller-of the Treasury).
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Modification and Amendment. Exceptas-specifically-provided-herein-thisThis Grant Agreement
may be modified only by a written amendment signed by all parties hereto-and approved by-both
the officials who approved the base-agreementariginal Grant Agreement and, depending upon the
specifics of the agreemeniGrant Agreement as amended, any additional officials required by
Tennessee laws and regulations (saidthe officials may include, but are not limited to, the
Commissioner of Finance and Administration;_and the Commissioner of Human Resources;and

reCoppteallorotihe Troasnuey),

Bilateral Termination for Convenience. TheThis Grant Agreement may be terminated by either
party by giving written notice to the other, at least thirty (30) days before the effective date of
termination. Should either party exercise this provision, the Grantee shall be entitled to
reimbursement for authorized expenditures and satisfactory services completed as of the
termination date, but in no event shall the Grantor State Agency be liable to the Grantee for any
service which has not been rendered. The final decision as to the amount, for which the Grantor
State Agency is liable, shall be determined by the Grantor State Agency.

Termination for Cause.If the-Grantee fails-to-properly-perform-its-obligations-underthis-Grant in-a
timely or proper manner-or-if the Grantee-violates any terms of this Grant, the Grantor State
Ageney-shall-have the right to-immediately-terminate-the Grant and-withhold- payments-mexees&ef

faircompensation-for-completed-services-Communications and Contacts. All instru
consents, demands, or other communications required or contemplated bay_tmsﬁrammgggme_t

shall be in writing and shall be made by certified, first class mail, return receipt requeste:

postage prepaid. by overnight courier service with an asset tracking system, or _
facsimile transmission with recipient confirmation. All communications, regardless of me

transmission, shall be addressed to the respecti

All instructions, notices, consents, demands, or other communications shall be considered

effectively given upon receipt or recipient confirmation as may be required.

Subcontracting- The-Grantee-shall-not-assign-this-Grant or enter-into-a-subcentract for-any-of the
services-performed-under-this Grant-without ebtaining-the prier written-approval of the Grantor
State-Agency—Notwithstanding any use of approved subeontractors,- the Grantee shall be-the

prime-contractorand-shall-be-respensible forallwork-performed-Subject to Funds Availability. This
Grant Agreement is subject to the appropriation and availability of State or Federal funds. In the
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event ltl_éit_tﬂe_ funds are not ggpmpnated or are. otherwise | unavallabl e, the Grantor State Agency

rantee shall be entitled to compensation

for : all sgtlsfﬁt_qry and authp_r_edw_s _e; d as of the termination date,

Menitoring—The-Grantee's-activities-conducted-and-records-maintained-pursuant-to-this-Grant
Agreement-shall-be-subject-to monitoring-and-evaluation-by the Grantor State-Agency.-the
Gomptroller-of-the-Treasury-or-their-duly-appointed-representatives-D.7—Progress Reports. The
Grantee shall submit brief, periodic, progress reports to the Grantor State Agency as requested.

Procurement. If the other terms of this Grant Agreement allow reimbursement for the cost of
goods, materials, supplies, equipment, and/motor vehicles, or contracted services, and-ifsuch
reimbursementis-to-be-made with-funds-derived wholly-or-partially-from-federal-sources-the
determination-of cost shall-be governed-by-and-reimbursement shall- be-subject-to-the Grantee's
compliance-with-applicable-federal-procurement-requirements—The-Grantee-shall-obtain-prior
appreval—fremtheGrantepStateAgene%befm&pwehaangaayequmenwndemhm-GmmD—&

—— —Stateané EedeFaJ—Gemghanee—lhe lhe procuremer

comply Wlth a##appheableeta&eandiede;aklaws»andmgulanenmn the—pe#er—mane&emmesnant

Agreemen
award.

b.i@:ﬂ_‘ Completeness. This Grant Agreement is complete and contains the entire understanding between

the parties relating to the subject matter contained hereinin this Grant Agreement, including all the
terms and conditions ofagreed to by the parties-agreement. This Grant Agreement supersedes
any and all prior understandings, representations, negotiations, and agreements between the

parties-relating-hereto, whether written or oral.

D.#1.9. Headings. Section headings are for reference purposes only and shall not be construed as part of

this Grant Agreement.
SPECIAL TERMS AND CONDITIONS:

Conflicting Terms and Conditions. Should any of these special terms and conditions conflict with
any other terms and condltlons of this Grant Agreement theseﬁ]g special terms and conditions

shall controlbe

E2— Coemmunications-and-Contacts—All-instructions-notices—consents. demands-or-other

communications-required-or-contemplated-by-this- Grant-Agreement shall-be-in-writing-and-shall-be
made-by-certified-first class-mailreturn-receiptrequested-and-pestage- prepaid;-by-overnight
courierservice-with-an-asset-tracking-system-or-by EMAIL -or-facsimile transmission-with-recipient
confirmation—Any-such-communications, regardless-of method of transmission-shall-be addressed
to-the-respective-party-at the-appropriate-mailing-address-facsimile-number-or- EMAlL-address-as
set-forth-belew-or-to-that of such-other party or address.-as-may be hereafter-specified by written
Betiess

Fhe Grantor State Agency:

Grantor State Agency-Contact Name & Fitle
Grantor-State-Agency-Name
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All-instructions -nolices. consents-demands-er othercommunications-shall-be-considered
effestively given upon receipt orrecipient confirmation as may be-required.

E-3—Subject to Funds Availability.- The Agreement is subjecttothe appropriation-and-availability of state

andforfederal funds-—In-the event that the funds are-not appropriated-or-are otherwise-unavailable,
the-Granter-State Agency-reserves-the right to terminate the-Agreement-upon-written-notice to- the
Grantee State-Agency-Said termination shall-not be deemed a breach-of Agreement by-the

Gramgr—StateAgeney—Upen reseuptef—the—w%nat;se—th&@rantee&ata%geney—shaueeas&aﬂ

been%tﬂe&tesampensatxen—femll sahsfaetery—and—aumenzeqsemses—samp#etedﬂa&ef-the
termination date Upon such termination-the Grantee State-Agency shall have no night to-recover
from the Grantor State Agency any-actual-general-spescial-incidental-consequential, or any-other

damages whatsoever of any description er amount.

E4  Charges to Service Recipients Prohibited.The Grantee shallnot collect any amount i the form of
fees-erreimbursements-from-the recipients of any service provided-pursuant-to-this-Grant Contract.

E.5.—No Equipment Acquisition—This-Grant Contract does-not-involve-the-acquisition-and-dispesition-of
equipment-acquired-with-funds-provided-under this-Grant Contract:

Add ALL Necessary or Contingently Required Special Terms & Conditions
IN WITNESS WHEREOF,

GRANTEE STATE AGENCY:

GRANTEE SIGNATURE DATE

PRINTED NAME AND TITLE OF GRANTEE STATE AGENCY SIGNATORY (above)

GRANTOR STATE AGENCY NAME:
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NAME & TITLE DATE
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ATTACHMENT REFERENCE

Page 7

GRANT BUDGET

Additional identification Information As Necessary

The grant budget line-item amounts below shall be applicable only to expense incurred during the following

Applicable Period: BEGIN: DATE END: DATE
POLICY
030bject | EYPENSE OBJECT LINE-ITEM CATEGORY sl SEANN = TOTAL PROJECT
A—;?:ri:’;: - AGREEMENT PARTICIPATION
1.2 Salaries, Benefits & Taxes 0.00 0.00 0.00
415 | professional Fee, Grant & Award 2 0.00 0.00 0.00
5,8, 768 Supplies, Telephone, Postage & Shipping,
51 Occupancy, Equipment Rental & Maintenance,
Printing & Publications 0.00 0.00 0.00
11.12 Travel, Conferences & Meetings 0.00 0.00 0.00
3 | Interest 2 0.00 0.00 0.00
14 Insurance 0.00 0.00 0.00
16 Specific Assistance To Individuals 0.00 0.00 0.00
7| Depreciation 2 0.00 0.00 0.00
8 | Other Non-Personnel 2 0.00 0.00 0.00
20 Capital Purchase & 0.00 0.00 0.00
22 Indirect Cost 0.00 0.00 0.00
24 In-Kind Expense 0.00 0.00 0.00
25 GRAND TOTAL 0.00 0.00 0.00

' Each expense object line-item shall be defined by the Department of Finance and Administration Policy 03, Uniform
Reporting Requirements and Cost Allocation Plans for Subrecipients of Federal and State Grant Monies, Appendix A.

(posted on the Internet at: http.//www.state.tn.us/finance/act/documents/policy3.pdf).

% Applicable detail follows this page if line-item is funded.
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ATTACHMENT REFERENCE
Page 8
GRANT BUDGET LINE-ITEM DETAIL:

PROFESSIONAL FEE, GRANT & AWARD AMOUNT
Specific, Descriptive, Detail (Repeat Row As Necessary) Amount
TOTAL Amount

INTEREST AMOUNT
Specific, Descriptive, Detail (Repeat Row As Necessary) Amount
TOTAL Amount

DEPRECIATION AMOUNT
Specific, Descriptive, Detail (Repeat Row As Necessary) Amount
TOTAL Amount

OTHER NON-PERSONNEL AMOUNT
Specific, Descriptive, Detail (Repeat Row As Necessary) Amount
TOTAL Amount

CAPITAL PURCHASE AMOUNT
Specific, Descriptive, Detail (Repeat Row As Necessary) Amount
TOTAL Amount
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| IG INSTRUCTIONS, CONSIDERATIONS, and OPTIONS

ntended to be inserted into the standard IG model as appropriate.

Complete the fields and follow, replace, or otherwise address red instructional text (e.g., State Agency Name,
amount, will/will not) as indicated and with conforming font and color.

SUMMARY COVER SHEET

A summary cover sheet properly completed and in accordance with the model is required. Complete the summary
ggvgr sheet fields as indicated within thg model and the followin g field directions.

PREAMBLE
Add additional information only if necessary.

A.____SCOPE OF SERVICES AND DELIVERABLES

It is the responsibility g 3 ~doauate 3 = >
will mwihg&__mmg%s__% na !_rggn_h_e_ as certificationand
assurance that the Scope is dear, correct, and sufficiently detailed to ensure Grantee accountability and
results.

Do not include payment terms in the Scope.
Draft the Scope to clearly, specifically, and definitively detail duties, responsibilities, and associated
e requirements and describe, in detail, the service and deliverable requirements and all

related | specifications.

Option: Grant Proposal Attachment

IL is not acceptable to atta thhgassqcrajgﬁ grant proposal to the Grant Agreement in lieu of a properly
drafted scope of services. Proposals for funding are not adequately definitive to stand alone as the
description of Grantee duties and responsibilities or performance requirements.

To attach an associated grant proposal to the Agreement in support of a properly drafted Scope, use the
following optional section.
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ATTACHMENT REFERENCE
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_;mmi_mmlgna an ofjh_g_parag aph under B. to 8.1. and add one or both of the
following sections, revising the length of the extension periods as appropriate.

Term. ._The Qranmr Statg_.égen Cy r,e.serv_es thg rghL to ¢ ezse

u_ndgurn—e:s_aﬁ tgcmaﬁndmmﬁﬂ}ﬁﬁ_fimnummegd twelve | (12 )Mhiaacjmg the
A 50l

maximum - Tarm |0Qi.udm all_ fﬁﬂﬁ‘m&lmﬁm& ﬁxmeg

B.#._ __ Term Extension. The Grantor State Agency may extend the Term an additional period of time, not

to exceed one hundred-eighty (180) @ymgqndmimnommhjsﬁmmm@gg@
mldgﬂne_sgme_tms_and_mﬂﬂﬂgm_mw _shall the maximum Term, including

C. PAYMENT TERMS AND CONDITIONS

(2)_Replace the first paragragh of the Disbursement Reconciliation and Close Out section with

the following {which may be further revised to require more frequent grant disbursement
recoriciliation reports).
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. Total Advance Payment
To effect a total advance payment: (1) Replace the section with the following,

(2)._Replace the first paragraph of the Disbursement Reconciliation and Close Out section with
the following.

m_ﬂewse lme -item vanance amount as. a_ggrggrr te and up to tf rhe maxim g m of twgn_g: percent

Amendment

Option 3: No Line Item Variance
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Replace the section with the following alternative as appropriate.

Revise the ﬂ[ﬁ_t paraaranh _of the section, as necessary, to require additional grant disbursement

Option: Grantee Match Requirement

If the Gr_m Bt.i_d_ggt details a grantee match requirement {m whtch the maximum total amoung
reimbursable by the
amount of any Grantee failure to meet the match reqwrementl. replace | the standa d

w&.ﬁ%ﬂﬁﬁﬂgm

D. _ STANDARD TERMS AND CONDITIONS
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Do not add terms and conditions to section D. Any additional, necessary terms and conditions may be

added to the section E, Special Terms and Conditions,

Bilateral Termination for Convenience
Increase the thirty (30) calendar days notice requirement as appropriate.

nilateral Ter: n

Add the following section as appropriate.

E. _ SPECIAL TERMS AND CONDITIONS

° Hlﬁte_iﬁ b_3|§_ ein thg ggp_qprimn fr_o__m which ob rgangaa qn_tie_thg_agmmj are rguﬂjp_bj
paid that is not already encumbered to pay other obligations;

The Scope is clear, correct, and sufficiently detailed to ensure Grantee accountability and results.

Draft the Grant Agreement so that the signature section immediately follows the previous section text separated

by only one blank line. Do not insert an arbitrary page break prior to the signature section.
GRANT BUDGET

All Grant Budgets must be type-written and mathematically correct in every aspect. Each Grant Budget page must
be numbered consecutively.

The Grant Agreement column total must equal the Maximum Liability of the Grant Agreement.

Line-Item funding must comply with the Expense Object Line-item Category Definitions provided by F&A Accounts
Policy 03, Appendix A (which is posted on the Internet at:
http://www.state.tn.us/finance/act/documents/policy3.pdf). Budget line-items and the definitions above have

legal, aud:_t a_ncl Ederal funding ImQ_CHtQHSJHMM_SLBﬁ are sg[gty res gonglblg for whether

177



Lmeﬂemuiﬂﬂl_bgiundgﬁ.Lnga_mg_zg_qa("O 00") associated with each line-item as appropriate. Ifa

line-item w leave the asiocia_ie}i ."0,00” dollar a mount.

Grai 2 Detail

raft th i glmmmﬂ@w%ﬂ
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MODEL
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INTERAGENCY AGREEMENT - GRANT MODEL

This model provides the format and content for drafting a cost-reimbursement grant agreement between (1) two Tennessee
state agencies, neither of which has the separate legal capacity to contract or sue and be sued; {2) a Tennessee state agency
and a member of the University of Tennessee or Board of Regents educational systems. All agreements must comply with
the requirements of the Central Procurement Office’s Grant and Subrecipient Monitoring Policy (Policy Number 2013-007)
and the U.S. OMB’s Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards, as
applicable. Please refer to Department of Finance and Administration — Policy 18 “Interunit Journals” for additional

information, as applicable.

Grant administrators should complete text fields and follow, replace, or otherwise address red instructional text
{e.g., State Agency Name, amount, will/will not) as indicated with appropriate font and color. The standard IG
Model begins on the following page. Additional IG instructions, considerations, and options follow the standard I1G

model.
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i

/i (cost reimbursement grant agreement between two Tennessee state agencies, University of
Tennessee, or Board of Regents colleges and universities)

Begin Date

End Date

Agency Tracking #

Edison ID

Subrecipient or Contractor

D Subrecipient
D Contractor

CFDA #

Service Caption (one line only)

Funding —

TOTAL Grant Agreement
FY State Federal Interdepartmental | Other Amount
TOTAL:

Budget Officer Confirmation: There is a balance in the
appropriation from which obligations hereunder are
required to be paid that is not aiready encumbered to pay

other obligations.

Speed Chart (optional)

Account Code (optional)

CPO USE - IG
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GRANT AGREEMENT
BETWEEN THE STATE OF TENNESSEE,
GRANTOR STATE AGENCY NAME
AND
GRANTEE STATE AGENCY NAME

This Grant Agreement, by and between the State of Tennessee, [Insert Name of State Agency] (the
“Grantor State Agency”), and [Insert Name of State Agency] (the “Grantee™), is for the provision of Scope
of Service Caption, as further defined in the "SCOPE OF SERVICES AND DELIVERABLES."

A. SCOPE OF SERVICES AND DELIVERABLES:

A1, The Grantee shall provide the scope of services and deliverables (“Scope”) as required,
described, and detailed in this Grant Agreement.

A#, Specify the services and deliverables that the Grantee must provide as well as the technical
specifications and delivery requirements that must be met (include sufficient detail to ensure
accountability and definitive results). Do NOT include payment terms in the Scope of Service.

B. TERM OF AGREEMENT:

This Grant Agreement shall be effective on DATE (“Effective Date”) and extend for a period of
number (#) months after the Effective Date (“Term"). The Grantor State Agency shall have no
obligation to the Grantee for fulfillment of the Scope outside the Term. .

C. PAYMENT TERMS AND CONDITIONS:

C.1. Maximum Liability. In no event shall the Maximum Liability of the Grantor State Agency under
this Grant Agreement exceed Written Dollar Amount ($Number) (“Maximum Liability”). The Grant
Budget, attached and incorporated as Attachment Reference, is the maximum amount due the
Grantee under this Grant Agreement. The Grant Budget line-items include, but are not limited to,
all applicable taxes, fees, overhead, and all other direct and indirect costs incurred or to be
incurred by the Grantee.

C.2. Compensation Firm. The Maximum Liability of the Grantor State Agency is not subject to
escalation for any reason unless amended. The Grant Budget amounts are firm for the duration
of the Grant Agreement and are not subject to escalation for any reason unless amended, except
as provided in section C.5.

C.3. Payment Methodology. The Grantee shall be reimbursed for actual, reasonable, and necessary
costs based upon the Grant Budget, not to exceed the Maximum Liability established in section
C.1. Upon progress toward the completion of the Scope, as described in section A of this Grant
Agreement, the Grantee shall submit invoices prior to any reimbursement of allowable costs.

C.4.  Travel Compensation. Reimbursement to the Grantee for travel, meals, or lodging shall be
subject to amounts and limitations specified in the "State Comprehensive Travel Regulations," as
they are amended from time to time, and shall be contingent upon and limited by the Grant
Budget funding for reimbursement.

C.5. Budget Line-items. Expenditures, reimbursements, and payments under this Grant Agreement
shall adhere to the Grant Budget. The Grantee may vary from a Grant Budget line-item amount
by up to NUMBER percent (#%) of the line-item amount, provided that any increase is off-set by
an equal reduction of other line-item amounts such that the net resuilt of variances shall not
increase the total Grant Agreement amount detailed by the Grant Budget. Any increase in the
Grant Budget, grand total amounts shall require an amendment of this Grant Agreement.
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C.7.

c.8.

D.2.

D.3.

IG DATE

Disbursement Reconciliation and Close Out. The Grantee shall submit any final invoice and a
grant disbursement reconciliation report within sixty (60) days of the Grant Agreement end date
and in form and substance acceptable to the Grantor State Agency.

a. If total disbursements by the Grantor State Agency pursuant to this Grant Agreement
exceed the amounts permitted by section C, payment terms and conditions of this Grant
Agreement, the Grantee shall refund the difference to the Grantor State Agency. The
Grantee shall submit the refund with the final grant disbursement reconciliation report.

b. The Grantor State Agency shall not be responsible for the payment of any invoice
submitted after the grant disbursement reconciliation report. The Grantor State Agency
will not deem any Grantee costs submitted for reimbursement after the grant
disbursement reconciliation report to be allowable and reimbursable by the Grantor State
Agency, and such invoices will not be paid.

C. The Grantee must close out its accounting records at the end of the Term in such a way
that reimbursable expenditures and revenue collections are not carried forward.

Indirect Cost. Should the Grantee request reimbursement for indirect cost, the Grantee must
submit to the Grantor State Agency a copy of the indirect cost rate approved by the cognizant
federal agency or the cognizant state agency, as applicable. The Grantee will be reimbursed for
indirect cost in accordance with the approved indirect cost rate and amounts and limitations
specified in the attached Grant Budget. Once the Grantee makes an election and treats a given
cost as direct or indirect, it must apply that treatment consistently and may not change during the
Term. Any changes in the approved indirect cost rate must have prior approval of the cognizant
federal agency or the cognizant state agency, as applicable. If the indirect cost rate is provisional
during the Term, once the rate becomes final, the Grantee agrees to remit any overpayment of
funds to the Grantor State Agency, and subject to the availability of funds the Grantor State
Agency agrees to remit any underpayment to the Grantee.

Cost Allocation. If any part of the costs to be reimbursed under this Grant Agreement are joint
costs involving allocation to more than one program or activity, such costs shall be allocated and
reported in accordance with the provisions of Department of Finance and Administration Policy
Statement 03 or any amendments or revisions made to this policy statement during the Term.

STANDARD TERMS AND CONDITIONS:

Required Approvals. The Grantor State Agency is not bound by this Grant Agreement until it is
signed by the agency head, or his or her designee, of the state agencies that are parties to this
Grant Agreement (depending upon the specifics of this Grant Agreement, these officials may
include, but are not limited to, the Commissioner of Finance and Administration and the
Commissioner of Human Resources).

Modification and Amendment. This Grant Agreement may be modified only by a written
amendment signed by all parties and approved by the officials who approved the original Grant
Agreement and, depending upon the specifics of the Grant Agreement as amended, any
additional officials required by Tennessee laws and regulations (the officials may include, but are
not limited to, the Commissioner of Finance and Administration and the Commissioner of Human

Resources).

Bilateral Termination for Convenience. This Grant Agreement may be terminated by either party
by giving written notice to the other, at least thirty (30) days before the effective date of
termination. Should either party exercise this provision, the Grantee shall be entitled to
reimbursement for authorized expenditures and satisfactory services completed as of the
termination date, but in no event shall the Grantor State Agency be liable to the Grantee for any

185 2



D.4.

D.5.

D.6.

D.7.

D.8.

IG DATE

service which has not been rendered. The final decision as to the amount, for which the Grantor
State Agency is liable, shall be determined by the Grantor State Agency.

Communications and Contacts. All instructions, notices, consents, demands, or other
communications required or contemplated by this Grant Agreement shall be in writing and shalll
be made by certified, first class mail, return receipt requested and postage prepaid, by overnight
courier service with an asset tracking system, or by email or facsimile transmission with recipient
confirmation. All communications, regardless of method of transmission, shall be addressed to
the respective party as set out below:

The Grantor State Agency:

State Contact Name & Title
State Agency Name
Address

Email Address

Telephone # Number

FAX # Number

The Grantee:

Grantee Contact Name & Title
Grantee Name

Address

Email Address

Telephone # Number

FAX # Number

A change to the above contact information requires written notice to the person designated by the
other party to receive notice.

All instructions, notices, consents, demands, or other communications shall be considered
effectively given upon receipt or recipient confirmation as may be required.

Subject to Funds Availability. This Grant Agreement is subject to the appropriation and
availability of State or Federal funds. In the event that the funds are not appropriated or are
otherwise unavailable, the Grantor State Agency reserves the right to terminate this Grant
Agreement upon written notice to the Grantee. Upon receipt of the written notice, the Grantee
shall cease all work associated with the Grant Agreement. In the event of a Grantor State Agency
termination, the Grantee shall be entitled to compensation for all satisfactory and authorized
services completed as of the termination date.

Progress Reports. The Grantee shall submit brief, periodic, progress reports to the Grantor State
Agency as requested.

Procurement. If the other terms of this Grant Agreement allow reimbursement for the cost of
goods, materials, supplies, equipment, motor vehicles, or contracted services, the procurement of
these goods or services by the Grantee shall be competitive where practicable. For any
procurement for which reimbursement is paid under this Grant Agreement, the Grantee shall
document the competitive procurement method. In each instance where it is determined that use
of a competitive procurement method is not practicable, supporting documentation shall include a
written justification for the decision and for the use of a non-competitive procurement. If the
Grantee is a subrecipient, the Grantee shall comply with 2 C.F.R. §§ 200.318—200.326 when
procuring property or services under a federal award.

Completeness. This Grant Agreement is complete and contains the entire understanding
between the parties relating to the subject matter contained in this Grant Agreement, including all
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the terms and conditions agreed to by the parties. This Grant Agreement supersedes any and all
prior understandings, representations, negotiations, and agreements between the parties,
whether written or oral.

D.9. Headings. Section headings are for reference purposes only and shall not be construed as part
of this Grant Agreement.

E. SPECIAL TERMS AND CONDITIONS:

EA1. Conflicting Terms and Conditions. Should any of these special terms and conditions conflict with
any other terms and conditions of this Grant Agreement, the special terms and conditions shall be
subordinate to the Grant Agreement'’s other terms and conditions.

Add ALL Necessary or Contingently Required Special Terms & Conditions
IN WITNESS WHEREOF,

GRANTEE STATE AGENCY:

GRANTEE SIGNATURE DATE

PRINTED NAME AND TITLE OF GRANTEE STATE AGENCY SIGNATORY (above)

GRANTOR STATE AGENCY NAME:

NAME & TITLE DATE
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ATTACHMENT REFERENCE
Page 5

GRANT BUDGET

Additional Identification Information As Necessary

The grant budget line-item amounts below shall be applicable only to expense incurred during the following

Applicable Period: BEGIN: DATE END: DATE
POLICY
Povect | EXPENSE OBJECT LINE-TEM CATEGORY ' AGgEQ,uENT B Agﬁé,’,‘,fﬁo" TOTAL PROJECT
Reference
1.2 Salaries, Benefits & Taxes 0.00 0.00 0.00
415 | Professional Fee, Grant & Award 0.00 0.00 0.00
5, g- 176 8 | Supplies, Teleph.one, Postage & Shipping,
' Occupancy, Equipment Rental & Maintenance,
Printing & Publications 0.00 0.00 0.00
1.12 Travel, Conferences & Meetings 0.00 0.00 0.00
3| interest 2 0.00 0.00 0.00
14 Insurance 0.00 0.00 0.00
16 Specific Assistance To Individuals 0.00 0.00 0.00
7 | Depreciation 2 0.00 0.00 0.00
'8 | Other Non-Personnel 2 0.00 0.00 0.00
. Capital Purchase . 0.00 0.00 0.00
22 Indirect Cost 0.00 0.00 0.00
24 In-Kind Expense 0.00 0.00 0.00
25 GRAND TOTAL 0.00 0.00 0.00

! Each expense object line-item shall be defined by the Department of Finance and Administration Policy 03, Uniform
Reporting Requirements and Cost Allocation Plans for Subrecipients of Federal and State Grant Monies, Appendix A.
(posted on the Internet at: http://www.state.tn.us/finance/act/documents/policy3.pdf).

2 Applicable detail follows this page if line-item is funded.
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ATTACHMENT REFERENCE

Page 6
GRANT BUDGET LINE-ITEM DETAIL:
PROFESSIONAL FEE, GRANT & AWARD AMOUNT
Specific, Descriptive, Detail (Repeat Row As Necessary) Amount
TOTAL Amount
INTEREST AMOUNT
Specific, Descriptive, Detail (Repeat Row As Necessary) Amount
TOTAL Amount
DEPRECIATION AMOUNT
Specific, Descriptive, Detail (Repeat Row As Necessary) Amount
TOTAL Amount
OTHER NON-PERSONNEL AMOUNT
Specific, Descriptive, Detail (Repeat Row As Necessary) Amount
TOTAL Amount
CAPITAL PURCHASE AMOUNT
Specific, Descriptive, Detail (Repeat Row As Necessary) Amount
TOTAL Amount
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IG INSTRUCTIONS, CONSIDERATIONS, and OPTIONS

The following pages contain additional IG instructions, considerations, and options. Replace or modify the
standard |G model by including the following content as appropriate. Content included with a box around it is
intended to be inserted into the standard |G model as appropriate.

Complete the fields and follow, replace, or otherwise address red instructional text (e.g., State Agency Name,
amount, will/will not) as indicated and with conforming font and color.

SUMMARY COVER SHEET
A summary cover sheet properly completed and in accordance with the model is required. Complete the summary
cover sheet fields as indicated within the model and the following field directions.

Agency Tracking #  unique tracking number comprised of: 5-digit business unit # + unique, 5-digit #
example: 31707-12345

Subrecipient or Subrecipient or Contractor in accordance with the OMB’s Uniform Administrative Requirements, Cost
Contractor Principles, and Audit Requirements for Federal Awards
Funding Amounts by fiscal year and funding source with row and column totals

The Grant Agreement’s Maximum Liability must equal the sum of the total amount column (i.e., the
grand total amount for all fiscal years and all sources of funding)

PREAMBLE
Add additional information only if necessary.

A. SCOPE OF SERVICES AND DELIVERABLES

It is the responsibility of the Grantor State Agency to adequately draft the Scope. Oversight examiners
will rely on the Grantor State Agency head’s signature on the Grant Agreement as certification and
assurance that the Scope is clear, correct, and sufficiently detailed to ensure Grantee accountability and

results.
Do not include payment terms in the Scope.

Draft the Scope to clearly, specifically, and definitively detail duties, responsibilities, and associated
performance requirements and describe, in detail, the service and deliverable requirements and all

related specifications.

Option: Grant Proposal Attachment

It is not acceptable to attach the associated grant proposal to the Grant Agreement in lieu of a properly
drafted scope of services. Proposals for funding are not adequately definitive to stand alone as the
description of Grantee duties and responsibilities or performance requirements.

To attach an associated grant proposal to the Agreement in support of a properly drafted Scope, use the
following optional section.

A#. Incorporation of Additional Documents. Each of the following documents is included as a part of
this Grant Agreement by reference or attachment. In the event of a discrepancy or ambiguity
regarding the Grantee's duties, responsibilities, and performance, these items shall govern in
order of precedence below:

a. this Grant Agreement document with any attachments or exhibits (excluding the items
listed at subsections b. and c. below);

b. the State grant proposal solicitation as may be amended, if any; and
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C. the Grantee’s proposal (Attachment Reference) incorporated to elaborate supplementary
scope of services specifications.

Option: Federal Award ldentification Worksheet

If the Grantee is a subrecipient and the Grant Agreement involves any federal funds, the Grantor State
Agency must complete the federal award identification worksheet on the following page and reference
the worksheet by adding the following section. Include the worksheet as an attachment to the Grant
Agreement. If some federal award identification worksheet information is not available, provide as much
information as is available. Grantor State Agencies should update the worksheet no more than once every
six (6) months to reflect any changes. Grantor State Agencies should also send the updated worksheet to

the Grantee and upload a copy into Edison.

A#.

Incorporation of Federal Award ldentification Worksheet. The federal award identification
worksheet, which appears as Attachment #, is incorporated in this Grant Agreement.
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ATTACHMENT REFERENCE

Federal Award Identification Worksheet

Subrecipient’s name (must match registered
name in DUNS)

Subrecipient’'s DUNS number

Federal Award Identification Number (FAIN)

Federal award date

CFDA number and name

Grant Agreement’s begin date

Grant Agreement’s end date

Amount of federal funds obligated by this
Grant Agreement

Total amount of federal funds obligated to the
subrecipient

Total amount of the federal award to the pass-
through entity (Grantor State Agency)

Name of federal awarding agency

Name and contact information for the federal
awarding official

Is the federal award for research and
development?

Indirect cost rate for the federal award (See 2
C.F.R. §200.331 for information on type of
indirect cost rate)
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TERM OF AGREEMENT

Grant Administrators should obtain the Grantee’s signature before submitting the Grant Agreement for
Grantor State Agency signatures or approvals. The Grant Agreement should be drafted with an
appropriate, definitive, and complete Term.

Option: Term Renewal or Extension

To reserve the right to extend the Term beyond the original period, the Grant Administrator
should change the designation of the paragraph under B. to B.1. and add one or both of the
following sections, revising the length of the extension periods as appropriate.

B.#.

Renewal Options. This Grant Agreement may be renewed upon satisfactory completion of the
Term. The Grantor State Agency reserves the right to execute up to number (#) renewal options
under the same terms and conditions for a period not to exceed twelve (12) months each by the
Grantor State Agency, at the Grantor State Agency’s sole option. In no event, however, shall the
maximum Term, including all renewals or extensions, exceed a total of sixty (60) months.

B.#.

Term Extension. The Grantor State Agency may extend the Term an additional period of time, not
to exceed one hundred-eighty (180) days beyond the expiration date of this Grant Agreement,
under the same terms and conditions. In no event, however, shall the maximum Term, including
all extensions or renewals, exceed a total of sixty (60) months.

PAYMENT TERMS AND CONDITIONS
Grant Administrators may revise payment terms and conditions as agreed to by the parties.

Payment Methodology
Option: Partial Advance Payment
To effect a partial advance payment, replace the section with the following.

C.3.

Payment Methodology — Partial Advance Payment. The Grantee shall be reimbursed for actual,
reasonable, and necessary costs based upon the Grant Budget, not to exceed the Maximum
Liability established in Section C.1. The amount of Written Dollar Amount ($Number) shall be
paid to the Grantee in advance upon approval of this Grant Agreement. Upon progress toward
the completion of the work, as described in Section A of this Grant Agreement, the Grantee shall
submit invoices for payment prior to any additional reimbursement of allowable costs. The total
of all payments to the Grantee shall not exceed the Maximum Liability of this Grant Agreement.

Option: Periodic Advance Payment
To effect periodic advance payments, (1) Replace the section with the following.

C.3.

Payment Methodology — Periodic Advance Payment. The Grantee shall be reimbursed for
actual, reasonable, and necessary costs based upon the Grant Budget, not to exceed the
Maximum Liability established in section C.1. The amount of Written Dollar Amount ($Number)
shall paid to the Grantee in advance upon approval of this Grant Agreement and on Dates on
which the Grantor State Agency will make advance payments. The total of said payments shall
not exceed the Maximum Liability of this Grant Agreement.

{2) Replace the first paragraph of the Disbursement Reconciliation and Close Out section with
the following (which may be further revised to require more frequent grant disbursement
reconciliation reports).
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C#

Disbursement Reconciliation and Close Out. The Grantee shall submit a grant disbursement
reconciliation report within sixty (60) calendar days of the Grant Agreement end date and in form
and substance acceptable to the Grantor State Agency (and include, as applicable,
documentation and receipts as required by the above-referenced "State Comprehensive Travel

Reguiations").

Option: Total Advance Payment
To effect a total advance payment: (1) Replace the section with the following.

C3.

Payment Methodology — Total Advance Payment. The Grantee shall be reimbursed for actual,

reasonable, and necessary costs based upon the Grant Budget, not to exceed the Maximum
Liability established in section C.1. Payment to the Grantee shall be a lump sum made in
advance upon approval of this Grant Agreement.

(2) Replace the first paragraph of the Disbursement Reconciliation and Close Out section with
the following.

C#.

Disbursement Reconciliation and Close Out. The Grantee shall submit a grant disbursement
reconciliation report within sixty (60) calendar days of the Grant Agreement end date and in form
and substance acceptable to the Grantor State Agency (and include, as applicable,
documentation and receipts as required by the above-referenced "State Comprehensive Travel

Regulations").

Budget Line-Items

Option 1: Revise line-item variance amount as appropriate and up to the maximum of twenty percent
(20%). Budget line-item variation of more than the specified percentage will require an amendment. The
Budget Line-items provision should not be amended after Grant Agreement approval.

Option 2: If the Grantee is allowed to request budget line-item variance exceeding twenty percent (20%)
per line item, replace the Section with the following:

C.5.

Grant Budget and Revisions to Grant Budget Line-ltems. Expenditures, reimbursements, and
payments under this Grant Agreement shall adhere to the Grant Budget.

a. The Grantee may vary from a Grant Budget line-item amount by up to twenty percent
(20%) of the line-item amount, provided that any increase is off-set by an equal reduction
of other line-item amounts. The net result of any changes to Grant Budget line-item
amounts shall not result in funding for a line-item that was previously funded at zero
dollars ($0.00) or increase the total Grant Agreement amount detailed by the Grant

Budget.

b. The Grantee may request in writing Grant Budget line-item revisions exceeding the
limitation set forth in section C.6.a., above, giving full details supporting the Grantee’s
request, provided that such revisions do not result in funding for a line-item that was
previously funded at zero dollars ($0.00) and do not increase the total Grant Agreement
amount. Grant Budget line-item revisions may not be made without prior, written
approval of the State in which the terms of the approved revisions are detailed. Any
approval of a revision to a Grant Budget line-item greater than twenty percent (20%) shall
be superseded by a subsequent revision of the Grant Budget by Grant Agreement
amendment.

C. Any increase in the total Grant Agreement amount shall require a Grant Agreement
Amendment.
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Option 3: No Line-Item Variance
Replace the section with the following alternative as appropriate.

C.5.

Budget Line-items. Expenditures, reimbursements, and payments under this Grant Agreement
shall adhere to the Grant Budget. Reimbursable expenditures may NOT vary from the Grant

Budget line-item amounts.

Disbursement Reconciliation and Close Out
Revise the first paragraph of the section, as necessary, to require additional grant disbursement
reconciliation reports.

Option: Grantee Match Requirement

If the Grant Budget details a grantee match requirement (in which the maximum total amount
reimbursable by the Grantor State Agency under the Grant Agreement will be reduced by the
amount of any Grantee failure to meet the match requirement), replace the standard
Disbursement Reconciliation and Close Out term with the following and revise the maximum
number of days to no less than thirty (30).

C#.

Disbursement Reconciliation and Close Out. The Grantee shall submit any final invoice and a

grant disbursement reconciliation report within sixty (60) calendar days of the Grant Agreement
end date and in form and substance acceptable to the Grantor State Agency.

a.

The Grant Budget specifies a Grantee Match Requirement and the final grant
disbursement reconciliation report shall detail all Grantee expenditures recorded to meet

this requirement.

i. No Grantee expenditure shall be recorded and reported toward meeting a
Grantee Match Requirement of more than one grant agreement with the State of
Tennessee.

ii. The final grant disbursement reconciliation report shall specifically detail the
exact amount of any Grantee failure to meet a Match Requirement, and the
maximum total amount reimbursable by the Grantor State Agency pursuant to
this Grant Agreement, as detailed by the Grant Budget column “Grant
Agreement,” shall be reduced by the amount that the Grantee failed to contribute
to the Total Project as budgeted.

If total disbursements by the Grantor State Agency pursuant to this Grant Agreement
exceed the Maximum Liability, the Grantee shall refund the difference to the Grantor
State Agency. The Grantee shall submit the refund with the final grant disbursement
recongciliation report.

The Grantor State Agency shall not be responsible for the payment of any invoice
submitted after the grant disbursement reconciliation report. The Grantor State Agency
will not deem any Grantee costs submitted for reimbursement after the grant
disbursement reconciliation report to be allowable and reimbursable by the Grantor State

Agency.

The Grantee’s failure to provide a final grant disbursement reconciliation report as
required shall result in the Grantee being deemed ineligible for reimbursement under this
Grant Agreement, and the Grantee shall be required to refund any and all payments by
the Grantor State Agency pursuant to this Grant Agreement.

The Grantee must close out its accounting records at the end of the Term in such a way
that reimbursable expenditures and revenue collections are not carried forward.
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D. STANDARD TERMS AND CONDITIONS
Do not add terms and conditions to section D. Any additional, necessary terms and conditions may be
added to the section E, Special Terms and Conditions.

Bilateral Termination for Convenience
Increase the thirty (30) calendar days notice requirement as appropriate.

Option: Unilateral Termination for Convenience
Add the following section as appropriate.

D#  Unilateral Termination for Convenience. The Grantor State Agency may terminate this Grant
Agreement without cause for any reason. The Grantor State Agency shall give the Grantee at
least thirty (30) days written notice before the effective termination date. The Grantee shall be
entitled to compensation for authorized expenditures and satisfactory services completed as of
the termination date, but in no event shall the Grantor State Agency be liable to the Grantee for
compensation for any service that has not been rendered. The final decision as to the amount for
which the Grantor State Agency is liable shall be determined by the Grantor State Agency

Procurement
Replace the section with the following if Grantor State Agency head approval is required for non-
competitive procurements under the Grant Agreement.

D#.  Procurement. If other terms of this Grant Agreement allow reimbursement for the cost of goods,
materials, supplies, equipment, motor vehicles, or contracted services, such procurements shall
be made consistent with Central Procurement Office rules, policies and procedures or if the
Grantee is the University of Tennessee or the Board of Regents, consistent with their
procurement policies and procedures..

E. SPECIAL TERMS AND CONDITIONS
Add any other terms as agreed to by the parties. Should any of these special terms and conditions conflict
with any other terms and condition of this Grant Agreement, the special terms and conditions shall be
subordinate to the Grant Agreement’s other terms and conditions.

SIGNATURES
By signing or approving this Grant Agreement, the Grantor State Agency head assures and affirms that:
® There s a balance in the appropriation from which obligations under the agreement are required to be
paid that is not already encumbered to pay other obligations;
* The Scope is clear, correct, and sufficiently detailed to ensure Grantee accountability and results.

Draft the Grant Agreement so that the signature section immediately follows the previous section text separated
by only one blank line. Do not insert an arbitrary page break prior to the signature section.

GRANT BUDGET
All Grant Budgets must be type-written and mathematically correct in every aspect. Each Grant Budget page must

be numbered consecutively.

The Grant Agreement column total must equal the Maximum Liability of the Grant Agreement.

Line-Item funding must comply with the Expense Object Line-ltem Category Definitions provided by F&A Accounts
Policy 03, Appendix A (which is posted on the internet at:
http://www.state.tn.us/finance/act/documents/policy3.pdf). Budget line-items and the definitions above have
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legal, audit, and federal funding implications, and Grantor State Agency staff are solely responsible for whether
appropriate line-items are funded in accordance with the scope of service and the definitions set out by F&A

Accounts Policy 03.
In line-items that will be funded, replace the zeros (“0.00”) associated with each line-item as appropriate. If a line-

item will not be funded, leave the associated, “0.00” dollar amount.

Grant Budget Line-item Detail.

These instructions do not preclude adding Line-ltem Detail (and associated requirements) for other line-
items, provided that the additional detail is clear and mathematically correct.

Delete the entire Grant Budget Line-Item Detail page if none of the following five line-items, which
requires detail, is funded: Professional Fee, Grant and Award; Interest; Depreciation; Other Non-

Personnel; Capital Purchase.

For each line-item requiring detail that is funded by the budget, complete the appropriate line-item detail
box.

Delete the line-item detail box for each of the line-items that are not funded.

Do not draft the Grant Budget Line-Item Detail to describe a line-item only as “contracts,” “contracted
services,” “other,” “professional services,” or “miscellaneous.”

Multiple Grant Budget Periods.

If a multi-year Grant Agreement is to be written such that funding is restricted on an annual basis, this
restriction must be reflected in the Grant Budget by means of repeated use of the model grant budget
pages, numbered consecutively, detailing funding information for consecutive period of applicability. If a
grant budget attachment includes multiple pages respectively applicable to consecutive periods of
applicability, a “roll-up” budget page totaling all lines for all periods is not required. However, the sum of
all totals must agree with the Grant Agreement Maximum Liability and any other relevant provisions of
this Grant Agreement.

Option: Grant Budget Grantee Match Requirement
Replace the Grarit Budget table with the table on the following page if a grantee match is required.
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GRANT BUDGET

Additional ldentification Information As Necessary

The grant budget line-item amounts below shall be applicable only to expense incurred during the following

Applicable Period: BEGIN: DATE END: DATE
POLICY
03 Object 1 GRANT GRANTEE OTAL PROJEC
Line-item EXPENSE OBJECT LINE-ITEM CATEGORY AGREEMENT MATCH TOTAL PROJECT
Reference
1.2 Salaries, Benefits & Taxes 0.00 0.00 0.00
415 | Professional Fee, Grant & Award 2 0.00 0.00 0.00
5,8, 1768' Supplies, Telephone, Postage & Shipping,
s Occupancy, Equipment Rental & Maintenance,
Printing & Publications 0.00 0.00 0.00
1.12 Travel, Conferences & Meetings 0.00 0.00 0.00
3| Interest 0.00 0.00 0.00
14 Insurance 0.00 0.00 0.00
16 Specific Assistance To Individuals 0.00 0.00 0.00
7 | Depreciation 2 0.00 0.00 0.00
18 | Other Non-Personnel 2 0.00 0.00 0.00
20 Capital Purchase 2 0.00 0.00 0.00
2 Indirect Cost 0.00 0.00 0.00
24 In-Kind Expense 0.00 0.00 0.00
na Grantee Match Requirement (for any amount of the
required Grantee Match that is not specifically
delineated by budget line-items above) 0.00 0.00 0.00
25 GRAND TOTAL 0.00 0.00 0.00
— ]

1 Each expense object line-item shall be defined by the Department of Finance and Administration Policy 03, Uniform
Reporting Requirements and Cost Allocation Plans for Subrecipients of Federal and State Grant Monies, Appendix A.
(posted on the Internet at: http://www.state.tn.us/finance/act/documents/policy3.pdf).

2 Applicable detail follows this page if line-item is funded.

s A Grantee Match Requirement is detailed by this Grant Budget, and the maximum total amount reimbursable by the State
pursuant to this Grant Agreement, as detailed by the “Grant Agreement” column above, shall be reduced by the amount of
any Grantee failure to meet the Match Requirement.
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