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These financial policies set forth the basic framework for the overall fiscal management of Anoka County.  

With ever changing circumstances and conditions, these policies assist the decision-making process of the 

County Board and the administration of county affairs.  These policies provide guidelines for evaluating 

both current activities and proposals for future programs. 

 

Most of the policies represent long-standing principles, traditions and practices which have guided the 

county in the past and have helped maintain financial stability over the years.  These policies shall be 

reviewed annually, and changes authorized by County Board action. 

 

 

 

 

Anoka County Mission Statement 
 

ñTo preserve the public trust 

by serving Anoka County citizens, 

in a respectful, innovative, and 

fiscally responsible manner.ò 
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A. Accounting, Auditing and Financial Reporting Policies 

 

1. Anoka County will establish and maintain a high standard of accounting practices.  Accounting 

standards will conform to Generally Accepted Accounting Principles (GAAP) as outlined by the 

Governmental Accounting Standards Board (GASB). 

 

2. The State Auditorôs Office will audit county records annually and will issue a financial opinion, 

pursuant to M.S. 6.48 and a management and compliance report. 

 

3. Anoka County will maintain a strong internal audit function. 

 

4. The County Board will appoint a five member internal audit committee, including the Chair of the 

County Board and one other County Board member, the County Administrator, a financial 

professional from outside the county government, and a citizen.  The Chair of the County Board 

will appoint a chair of the committee.  This committeeôs responsibility is defined in the Internal 

Audit Charter Statement. 

 

5. The financial data maintained by the Accounting and Budget Department, will be the official 

Anoka County books.  All subsystems will reconcile to the official county system monthly. 

 

6. The county will maintain a fixed asset system to identify and protect all county assets. 

 

7. The Accounting and Budget Department will prepare monthly financial reports for internal 

management purposes. 

 

8. The County Board, at its discretion, may assign fund balance for a specific purpose to be spent in 

future years.  The County Board delegates the authority to assign fund balance, as required for 

prudent fiscal management, to the Division Manager of Finance and Central Services. 

 

9. Annually, the Accounting and Budget Department will prepare a comprehensive annual financial 

report.  This report shall be made available to the elected officials, county management, bond 

rating agencies, largest employers, creditors and citizens. 

 

10. The county will annually submit its comprehensive annual financial report to the Government 

Finance Officers Association (GFOA) to determine its eligibility to receive the GFOAôs 

Certificate of Achievement for Excellence in Financial Reporting. 
 

11. The Management Committee of the Anoka County Board of Commissioners has jurisdiction over 

these Anoka County Financial Policies and is responsible for recommending policy amendments 

to the County Board. 

 

12. At the end of each fiscal year, the County will report the portion of the fund balance that is not in 

spendable form as Non-spendable Fund Balance on the financial statements. 

 

13. At the end of each fiscal year, the County will report restricted fund balance for amounts that have 

applicable legal restrictions per GASB #54.  In addition, encumbrances or funds restricted by 

enabling legislation will be reported as restricted. 

 

14. Prior to the end of each fiscal year, the County Board will determine any committed fund balance.  



  

5 

 

 

15. At the end of each fiscal year, the County will report assigned fund balance for equipment 

replacement according to the Countyôs Capital Improvement Plan. 

 

16. Special Revenue Funds Cash Flow - At the end of each fiscal year, the County will maintain a 

Spendable ï Assigned portion of the fund balance for cash flow. 

 

17. General Fund Cash Flow - At the end of each fiscal year, the County will maintain a Spendable ï 

Unassigned portion of the fund balance for Cash Flow in a range equal to 35 ï 50% of the General 

Fund net county share.  In addition to cash flow needs this accommodates emergency contingency 

concerns.  

 

18. In the event that amounts maintained for cash flow fall above or below the desired range, the 

Division Manager of Finance and Central Services shall report such amounts to the County Board 

as soon as practical after the end of the fiscal year.  Should the actual amount maintained for Cash 

Flow fall above or below the desired range, the County shall create a plan to restore the 

appropriate levels. 

 

19. The resources classified as unassigned can be used to cover expenditures for revenues not yet 

received. 

 

20. When both restricted and unrestricted resources are available for use, it is the Countyôs policy to 
first use restricted resources, and then use unrestricted resources as they are needed. When 

committed, assigned or unassigned resources are available for use, it is the Countyôs policy to use 

resources in the following order; 1) committed 2) assigned and 3) unassigned. 
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B. Operating Budget Policy 

 

1. The formal budgeting process provides the primary mechanism by which key decisions are made 

regarding the levels and types of services to be provided, given the anticipated level of available 

resources. 

 

A. The county will attempt to maintain its present service level for all priority and essential 

services within available revenues.  New services will be considered for funding within 

available resource. 

 

B. Anoka County will utilize a ñbottom-upò resource allocation approach.  Each program 

area/program will have an opportunity to request personnel, goods, capital items and services 

needed to carry out its responsibilities in a timely manner. 

 

C. The resources to fund the budget will include all revenues that can reasonably be anticipated 

from all sources and the entire amount of fund balance estimated to be carried forward at the 

beginning of the fiscal year. 

 

D. The county enterprise operations are intended to be self-supporting, i.e., current revenues will 

cover current expenditures, including capital improvements and depreciation.  The enterprise 

operations are to be reviewed annually for self-sufficiency. 

 

E. The county will utilize procedures which allow program areas/programs to integrate priorities 

and objectives into the budget requests. 

 

F. The Anoka County Board goal is to approve a budget which is balanced in terms of the total 

available resources equaling the projected use of funds. 

 

2. The operating budget, authorizing expenditures of county monies, will be adopted annually by the 

County Board at the program level (Program Areas and Programs are listed in Appendix A).  The 

expenditures may not exceed the total for any program, within a fund, without the County Boardôs 

approval.  The authority to make changes to the adopted County Budget during the operating year 

are as follows: 

 

A. County Board approval is required for all budget adjustments or transfers which will increase 

the programôs adopted net budget (county share of funding including levy or fund balance) or 

adjustments that are made to facilitate a department restructuring. 

 

B. County Board approval is required for any budget adjustment or transfer which, in total, 

exceeds either $250,000 or 5% of a programôs gross expenditure budget, except that 

adjustments under $10,000 may be approved as provided in C. & D. below. 

 

C. Management Committee approval is required for all budget adjustments or transfers made to 

employee compensation or capital outlay if in excess of $10,000. 

 
D. Budget adjustments and transfers among expenditure and revenue accounts may be authorized 

during the fiscal year by the County Administrator and the Finance Division Manager, or his 

designee when unavailable, if reallocations within a program are determined to be needed, as 

long as there is no effect on the programôs net budget and the adjustment to employee 

compensation or to capital outlay is less than $10,000.  
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E. Under no circumstances should budget adjustments be split to avoid approval limits. 

 

F. All budget adjustments requiring Management Committee or County Board approval should 

be brought before the Programôs Committee of Jurisdiction, if appropriate, prior to coming 

before the Management Committee or County Board. 

 

3. The county will budget to maintain fund balances at adequate levels to ensure sufficient resources 

are available for current and future expenditures, whether planned or unforeseen. 

 

A. The county will budget to maintain an unassigned fund balance for cash flow and 

contingencies in the General Fund, to support operations and unforeseen items and events until 

current tax revenues are received.  Based upon the semi-annual collection of local taxes and 

the associated state County Program Aid revenues, the General Fund should maintain an 

unassigned fund balance at year end equaling 35-50% of operations, which is calculated as 

total budgeted operating expenditures less budgeted operating (non-tax) revenues (net county 

share). 

 

B. The County Board or its designee, at its discretion, may assign fund balance for a specific 

purpose to be spent in future years. Programs may budget for the use of the committed or 

assigned fund balance during the annual budget process.  All budget adjustments during the 

year, which utilize fund balance, require County Board approval. 

 

Additionally, the budget for funds obtained under M.S. 387.213 and assigned for drug 

enforcement in the General Fund, may be adjusted without board approval after notification to 

the Finance Division Manager.  The Public Safety Committee will receive an annual report 

regarding these expenditures. 

 

4. All unencumbered appropriations and encumbered purchases less than $1,000 lapse at year end.  

However, the appropriation authority for all major capital projects and capital assets may carry 

forward to the subsequent year upon request when deemed appropriate by the budget officer.  

Appropriations for encumbered purchases in excess of $1,000, which are not budgeted in the 

ensuing year, may be transferred to the subsequent year at the programôs discretion.  The current 

year appropriation is reduced and the subsequent year appropriation is increased. 

 

5. The County may utilize unspent operating budget from current and previous years to purchase 

capital expenditures, requested and approved during the annual budget process, which are ñone-

timeò in nature.  The one-time capital expenditures are items which occur on an infrequent basis 

and would cause an abnormal spike in the base operating budget.  The identified unspent budget in 

the General Fund or Special Revenue Funds is transferred to the Allocated Capital Projects Funds 

to purchase the one-time capital expenditures. 

 

6. The County will maintain a budgetary control system to ensure adherence to the budget and will 

prepare regular reports that compare actual revenues and expenditures to budgeted amounts.  

Appropriations will be monitored at the major account code level, (i.e., employee compensation, 

departmental expenses, operating expenses, contracts and fees, capital outlay, debt service, grants 

and purchase of services, miscellaneous appropriations, and other financing uses) within each 

program. 
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7. The county will coordinate development of the Capital Improvement Budget (CIB) with the 

development of the annual operating budget.  Each capital improvement project is reviewed for its 

impact on the operating budget in terms of revenue generation, additional personnel required and 

additional operating expenses. 

 

8. The Capitalization threshold for assets of Anoka County, as defined in the Fixed Asset Policy of 

this document (section I.2), applies to all budgets and purchases associated with the Capital 

Expenditure series of accounts (65xxx). 

 

9. The Accounting and Budget Department will prepare an Annual Operating Budget report.  This 

report will be made available to elected officials, county management, bond rating agencies, 

creditors and citizens. 

 

10. The county will submit its Annual Operating Budget report to the Government Finance Officers 

Association (GFOA) to determine its eligibility for the GFOAôs Distinguished Budget 

Presentation Award. 
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C. Capital Improvement Policy 

 
1. A Capital Improvements Program (CIP) will be developed for a period of five years.  As resources 

are available, the most current year of the CIP will be incorporated into the current year operating 

budget as the Capital Improvements Budget (CIB).  The CIP will be reviewed and updated 

annually.  Years two through five are for planning purposes only. 
 

2. The county will maintain its physical assets in a manner which is adequate to protect the countyôs 

capital investment and to minimize future maintenance and replacement costs.  The county will 

provide for maintenance and replacement from current revenues where possible. 
 

3. To be considered in the Capital Improvements Program a project must have an estimated cost of at 

least $100,000 in one of the calendar years of the project.  Projects may not be combined to meet 

the minimum standard unless they are dependent upon each other. 
 

4. Items that are considered an operating expense (such as maintenance agreements, personal 

computer software upgrades, PCôs, etc.) will generally not be considered within the CIP. 
 

5. Capital projects that duplicate other public and/or private service will not be considered. 
 

6. The county will identify the estimated costs and potential funding sources for each capital project 

prior to inclusion in the CIP.  The operating costs to maintain capital projects shall be considered 

prior to the decision to undertake the capital projects. 
 

7. Capital projects and/or capital asset purchases will receive a higher priority if they meet some or 

most of the following criteria: 
 

A. Mandatory project 

B. Maintenance project (approved replacement schedules) 

C. Project improves efficiency 

D. Project provides a new service 

E. Policy area project 

F. Broad extent of usage 

G. Length of expected useful life 

H. Positive effect on operation and maintenance costs 

I. Availability of state/federal grants 

J. Elimination of hazards (improves public safety) 

K. Prior commitments 

L. Replacement due to disaster or loss 
 

8. The CIP will be presented to the Budget Team for review and recommendation to the board by the 

Finance and Capital Improvements Committee.  Any substantive change to the CIP after approval 

must be reviewed by the Finance and Capital Improvements Committee and recommended to the 

County Board for approval. 
 

9. Finance and Capital Improvements Committee approval is required for any substantive 

modifications to adopted CIP projects.  This procedure does not preclude the department from 

reviewing the modification with its ñcommittee of jurisdictionò prior to approaching the Finance 

and Capital Improvements Committee. 
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D. Investment Policy 
 

1. This investment policy applies to activities of the County with regard to investing the financial 

assets of all funds maintained. 

 

A. All cash and investments will be maintained in a single cash and investment pool, unless 

otherwise required by law, court order, or County Board directive. 

 

B. Interest revenue and gains (or losses) on sales of investments will be retained in the general 

fund unless specifically designated otherwise by County Board resolution, state statute, grant 

regulation, or contract. 

 

C. All revenues, expenditures, assets, and liabilities relating to securities lending transactions 

will be recorded in the general fund.  Revenue gains (or losses) related to this investment of 

cash collateral will be retained in the general fund. 

 

2. The responsibility for conducting investment transactions involving public funds of the County 

resides with the Finance and Central Services Division.  The County Treasury Manager is 

designated as investment officer and is responsible for investment decisions and activities, under 

the direction of the Finance and Central Services Division Manager. 

 

A. No person may engage in an investment transaction except as provided under the terms of the 

investment policies and the procedures established by the Treasury Manager or applicable 

State law or rule. 

 

B. The selection of banking services will be made by the Anoka County Treasury Manager, with 

input from the County Commissioners and under the direction of the Finance and Central 

Services Division Manager. 

 

C. The certification of bank depositories will be made annually by the Anoka County Treasury 

Manager, within the guidelines of the County Commissioners and the County Administrator 

and direction by the Finance and Central Services Division Manager.  In selecting 

depositories, the creditworthiness of the institution shall be considered, as shall experience and 

past performance. 

 

3. The Treasury Manager shall maintain a system of internal controls for investments, which shall be 

documented in writing.  The internal controls shall be reviewed by the State Auditorôs Office.  The 

controls shall be designed to avoid losses of County funds arising from fraud, employee error, and 

misrepresentations by third parties, unanticipated changes in financial markets, or imprudent 

actions by employees and officers of the County. 

 

A. Officers and employees involved in the investment process shall refrain from personal 

business activity that could conflict with proper execution of the investment program, or 

which could impair their ability to make impartial investment decisions. 

 

B. Investments shall be made with judgment and care, under circumstances then prevailing, 

which persons of prudence, discretion and intelligence exercise in the management of their 

own affairs, considering the probable safety of their capital as well as the probable revenue to 

be derived.  
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Investment Policy (continued) 

 
C. Treasury Manager and the Finance and Central Services Division Manager will review all 

Anoka County investment transactions for conformance to policy and assessment of 

investment risk.  Review shall include: 

 Periodic reviews of transaction quality with approved asset managers 

 Regular assessment of financial condition of approved depository banks. 
 

4. The investment portfolio of the County shall be designed to meet the following objectives in the 

order of priority; preservation of capital; maintenance of liquidity; maximization of yield. 

 

A. The financial assets of the county may be invested in those securities or other investments 

permitted pursuant to M.S. 118.A.  These include: 
 

 

Investment Securities 

Total Portfolio 

Exposure 

Exposure per 

Issuer 

 

Additional Restrictions 

 
1. Direct Obligations of U.S. 100% Unlimited No more than 25% in 

Zero Coupon Instruments 

 

2. Obligations Issued or Guaranteed 

by any Agency of the U.S. 

 

100% Unlimited None 

3. Agency Mortgage Backed 

Securities including Collateralized 

Mortgage Obligations 

75% 10% in any one 

Mortgage Pool or 

CMO 

No more than 50% in 

Mortgage Pools or 

Sequential CMOôs 

 

4. Shares of Regulated Investment 

Companies invested in Investment 

Securities #1, #2, and #5.   

 

100% NA None 

5. General Obligations of any State 

of the U.S., itôs instrumentalities 

or political subdivisions 

 

25% 5% ñAAò or better by at least 

one major rating agency 

6. Bankers Acceptances 25% 5% Pursuant to State Statute 

 

7. Commercial Paper 75% 5% A1/P1 only 

 

8. GICôs 10% 5% A+ rated by AM Best 

Additional Exposure as 

permitted by Bonding 

Resolutions 

 
B. Investment maturities shall be selected to accommodate forecasted cash requirements, meet 

anticipated capital obligations, and optimize investment objectives.  Individual securities shall 

be limited to a maximum maturity/average life of fifteen years.  The total portfolio shall be 

limited to a maximum average maturity/average life of ten years. 

 

C. All investment securities purchased by Anoka County shall be held in safekeeping by a third-

party designated institution as agent for the County.  Cash, CDôs, and depository accounts 

shall be collateralized by pledged securities or mortgages as specified in M.S. 118.03.  Other 

investments shall be collateralized by the actual security held in safekeeping. 
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Investment Policy (continued) 

 
5. Each Department within Anoka County that is responsible for handling cash will perform a 

periodic self-assessment (annually at minimum) to ensure procedures are up-to-date, understood 

and followed.  Attached in Appendix B is a sample checklist of good practices for cash.  The 

results of each self-assessment should be sent to the Department Division Manager for review. 

 

6. The County Treasury Manager shall prepare periodic investment reports of portfolio performance 

(incorporating, as appropriate, investment activity, investment allocation, and rates of return).  The 

County Treasury Manager shall maintain a cash forecasting model based upon pending requests 

and historical data to maximize the investable resources. 

 

7. Each year the Treasury Manager shall report unclaimed checks, as required and defined by M.S. 

345.41 to the State of Minnesota and prepares subsequent remittance. 
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E. Debt Policy 

 
1. The following Debt Policy should be used to provide guidelines for debt decisions.  There are no 

absolute rules or formulas in determining the level of County debt.  Each situation requires a 

thorough review of the Countyôs debt position, financial health and economic forecast.  The 

limitations of this policy refer to Anoka County debt only (excludes Regional Rail Authority and 

HRA). 

 

2. The county will maintain good communications with bond rating agencies and will try to improve 

or maintain its current Aa2 bond rating so that the Countyôs borrowing costs are minimized and so 

that access to credit is preserved. 

 

3. The county will not use short-term borrowing to finance operating needs except in the case of an 

extreme financial emergency which is beyond the Countyôs control or reasonable ability to 

forecast. 

 

4. The County may only use long-term debt financing when all of the following conditions exist: 

 

A. When non-recurring capital improvements are desired, and 

B. when it can be determined that future citizens will receive a benefit from the 

improvement, and 

C. when the cost benefit of the improvement, including interest cost, is positive. 

 

5. The issuance of long-term debt is limited to capital improvements or projects that cannot be 

financed from current revenues or resources.  For purposes of this policy, current resources are 

defined as that portion of fund balance in excess of appropriate required restrictions, commitments 

and assignments.  Anoka County will not pledge indebtedness to outside agency financing, unless 

the deemed benefit of the project is primarily for Anoka County residents. 

 

6. Anoka County will limit the amount of total general obligation debt as follows: 

 

A. Limit net debt to less than 1.5% of the estimated market value, which is one half of the 

statutorily authorized limit.  According to Minn. Stat. 475.53, Subd. 1, Limit on Debt; debt 

shall be limited to 3% of the estimated market value. 

B. Limit net G.O. debt financed by Anoka County Property Taxes, to less than $685 per 

capita. 

C. Limit amount of total annual levied debt service (excluding refunding issues until 

crossover date) to approximately 10% of the Gross Adopted County Budget. 

D. Limit amount of net annual G.O. debt service levy (levy less any use of reserves), for 

Capital Improvements Bonds, to approximately .10 % of the taxable market value of the 

County.  According to Minn. Stat. 373.40, Subd.4, debt service is limited to .12 % of 

taxable market value in the county. 

E. Limit the amount of the Library Annual Debt Service Levy to .01 percent of the taxable 

market value of all taxable property in the County, excluding any taxable property taxed 

by any city for support of any free public library. 

 

7. Every effort will be made to limit the payback period of the bonds or notes to the estimated useful 

life of the capital asset constructed or purchased. 
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Debt Policy (continued) 

 
8. The County will conservatively project the revenue sources that will be utilized to repay the debt 

(i.e., taxes for G.O. debt are levied at 105% of the required debt service). 

 

9. Capital notes and leases may be used to finance equipment purchases anytime the total cost of the 

purchase exceeds $10,000, the useful life of the equipment is greater than five years, the financing 

rate is less than or equal to the current and projected investment rates, or the purchase is of a non-

recurring nature. 

 

10. The county will follow a policy of full disclosure on every Comprehensive Annual Financial 

Report and official statement. 
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F. Revenue Policy 

 
1. The County will attempt to maintain a diversified and stable revenue system to shelter it from short-run 

fluctuations in any single revenue source.  The revenue mix should combine elastic and inelastic revenue sources 

to minimize the effect of economic downturns. 

 

2. The County will follow an aggressive policy of collecting revenues.  Real property will be sold to satisfy non-

payment of property taxes. 

 

3. The County will periodically review fees and charges in order to keep pace with the cost of providing the service 

or that percentage of the total cost deemed appropriate by the county, and will conduct a public hearing, as 

required by law, prior to setting fees or charges. 

 

4. The County will consider market rates and charges levied by other public and private organizations for similar 

services in establishing tax fees and charges. 

 

5. The County will allocate countywide revenues to funds that provide services to the entire County. 

 

6. All revenues that are reasonably expected to be unexpended and unencumbered at the end of the year will be 

anticipated as ñspendable fund balanceò in the budget of the following year. 

 

7. The County will attempt to invest all cash holdings in accordance with the cash and investment policy and 

maximize those holdings with an effective payment policy. 

 

8. To provide the greatest level of flexibility and control over its financial resources, the County will apply restricted 

revenues first when an expense is incurred for purposes for which both restricted and unrestricted revenues are 

available. 
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G. Cash Handling and Receipting Policy 

 
I. Objective 

 

 Due to the decentralized nature of Revenue collection within the County, the objective of this policy is to set forth 

minimum standards to ensure clear and consistent practices within the county for the handling of cash and the 

receipt of revenue.  This policy will also serve to standardize a sound system of cash controls within the county as 

well as to provide guidance to departments on improving cash handling skills and accountability. 

 

All viable and commonly accepted means of value exchange will be accepted, including coin, currency, checks, 

credit/debit cards, and all forms of EFT such as ACH, Fed-wire, e-checks and other applicable forms of electronic 

settlement as available.  These payment types may be used in receipt of all settlements due the county, e.g., taxes 

and tax revenue, fees, reimbursements, grants, sale of property, settlements from other governments, etc. 

 

II.  Identification of Responsibilities 

 

 A. The County Treasury Manager under the direction of the F&C/S Division Manager shall establish and enforce 

a reasonable cash receipting policy that will provide the necessary controls and accountability for cash 

receipts consistent with Minn. Stat. 118A.  The treasury department shall also establish rules and guidelines in 

development of acceptable levels of control for cash collection and which facilitate the prompt collection of 

funds/monies owed the county.  These collection practices are intended to:  

 

  1. Facilitate effective collection of funds due Anoka County. 

 

  2. Consistently seek to improve collection practices. 

 

  3. Provide consistency in information related to receipts. 

 

  4. Facilitate secure transactions. 

 

  5. Accumulate sufficient information to facilitate proper accounting of receipts and to aid in collectability 

should the need arise. 

 

The Treasury Department will work to address risks related to banking activity, cash handling and payment 

settlement.  Where possible, preventative measures shall be taken to identify and limit the occurrence of and 

implement the best defenses to deter these risks.  Proper controls should be established to properly account for 

cash and receipting activity and reconciled cash and banking records shall be maintained to support these 

receipting transactions. 
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Cash Handling and Receipting Policy (continued) 
 

 B. Departments must be authorized to receive payments on behalf of Anoka County.  All requests for 

authorization to collect funds must be submitted in writing to the F&C/S Division.  Departments authorized to 

receive payments on behalf of Anoka County must ensure that adequate control procedures are in place to 

secure the collection and proper receipt of funds, and to maintain internal controls and accountability of cash 

receipts.  Specific departmental actions should include: 

 

  1. Take proper measures to safeguard county funds. 

 

  2. Provide clearly written particular procedures for their departmentôs cash handling activities. 

 

  3. Ensure that procedures comply with Anoka County Policy. 

 

  4. Maintain a cash handling system that will prevent, detect or deter fraud. 

 

  5. Maintain proper internal controls and accounting of receipts. 

 

  6. Review the checklist of good practices for government cash collections (Appendix B). 

 

C. As authorized, the Office of the Internal Auditor shall review policies and procedures of authorized 

departments and assess the departmentôs compliance to county policies. 

 

  1. Conduct investigations or cash control reviews where necessary. 

 

  2. Assist departments in assessment of existing controls. 

 

  3. Review Policies and Procedures of approved departments. 

 

 D. The County Risk Manager shall report and track specific suspected or actual losses related to cash and 

report to the Office of the State Auditor when appropriate. 

 

III.  Control Standards for Receipting and Cash Handling 

 

 A. Adequate cash handling and receipting procedures should be in place to ensure that all payments received 

are processed and may be traced from initial receipt to final disposition.  This procedure for handling cash 

receipts shall be designed to provide accountability for all monies received by the county, in accordance 

with accepted standards of control and accounting practices.  These procedures will be followed when 

accepting and receipting funds. 

 
  1. Provide/utilize receipts for all acceptance of monies or payment (settlement of transactions).  Areas not 

having receipting authority should direct payers to the Treasury Office. 

 
  2. Receipt information will include the date issued, name of payer, net amount received, and sufficient 

information to identify the purpose of the payment.  Also included should be any identifying number, 

form of payment, identification of person accepting payment and account to which payment is to be 

credited. 
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Cash Handling and Receipting Policy (continued) 
 

  3. Maintain proper care and control of all receipts and receipt stock.  The Treasury office will have 

responsibility for ordering and issuing official receipt stock for the county. 

 

  4. Coins and currency should generally be accepted only when an official Anoka County receipt can be 

provided at the time of payment. 

 

  5. Upon receipt, checks should be restrictively endorsed promptly.  Any supplementary information 

required to ensure subsequent collection should be requested, entered on the face of the check and 

proper acknowledgement obtained from the payer. 

 

  6. Checks accepted must be signed and have the payerôs name, address and telephone number indicated 

on the check.  When appropriate, identification data should be provided by the payer. 

 

  7. Postdated checks will not be accepted.  Third party checks may be accepted if properly endorsed on a 

non-repetitive basis. 

 

  8. Checks may not be substituted for cash.  Personal transactions with county funds are strictly 

prohibited.  Monies will not be loaned from county funds, and no location is authorized to cash checks 

from county funds. 

 

9. Credit cards may be accepted for payment at authorized/approved locations if the payer presents the 

actual card or provides the account number, card holder name, expiration date and proper 

identification.  An authorization code will be obtained through the credit card terminal prior to 

acceptance and receipting of the payment. 

 

10. EFT (Electronic Fund Transfers) transactions will need to be coordinated and processed centrally 

under the administration and supervision of the Treasury Office. 

 

11. In compliance with Federal Law, all cash transactions received, $10,000 or greater, will be reported to 

the US Treasury on the appropriate form. 

 

12. Establish and use an over and short accounting code to adjust for over/short conditions. 

 
 B. Security 

 

Adequate control over the access to funds must be maintained at all times.  Proper control of processing 

and storage of cash funds should be in place for all authorized points of collection.  Access to vaults and 

safes should be limited.  General security guidelines for handling and receipting county funds should 

include: 

 

  1. Secure work areas should be available for individuals handling cash. 

 

  2. No funds are to be left unattended or unsecured. 

 

  3. The number of persons in each department required to actually handle county funds should be kept 

to a minimum.  Individual accountability should always exist in handling county funds and all 

exchanges of funds must be documented. 
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Cash Handling and Receipting Policy (continued) 
 

  4. Each cash fund will be maintained separately. County funds should not be commingled with non-

county funds. 

 

  5. Individual cash drawers should be assigned to each person responsible for receiving and/or 

receipting county funds.  A reconciliation of funds on hand to the change fund plus receipts issued 

should be done upon completion of the shift. 

 

  6. All county funds received should be secured in a locked cash register, drawer or cash box and 

when not physically guarded kept in a secure safe, room, or cabinet not commonly accessible. 

 

  7. Vault combinations should be limited to the smallest number of individuals practicable, given the 

business needs of the work unit.  Vault or safe combinations should never be written down in the 

cash-handling area. 

 

  8. Employees having county funds in their custody should be constantly aware of the possibility of 

the loss of funds due to theft, robbery, or error.  Reasonable precautions to prevent losses should 

be taken.  Safekeeping arrangements should be maintained for county funds and the amount of 

monies retained on-hand and subject to loss should be the absolute minimum necessary for that 

activity. 

 

 C. Transferring and Depositing Funds 

 

It will be the countyôs policy to require witnessed cash counts and reconciliation whenever funds change 

hands.  Accountability must be maintained through a proper chain of custody, whether transferring 

between work units, between locations or at a depository. 

 

  1. A cash count shall occur whenever county funds change hands. 

 

  2. The relinquishing and receiving custodian will sign off on the cash count and reconciliation to 

complete the transfer of funds. 

 

  3. All receipts must be deposited in full on a daily basis by the receiving department to the assigned 

depository. 

 

  4. All cash payments are to be deposited in total, and may not be used for any other purpose. 

 

  5. Each cash handler should reconcile on a daily basis.  A formal reconciliation should be prepared 

by the cashier and then approved by a supervisor.  A supervisorôs review should confirm that the 

amount of cash indicated on the reconciliation is accurate.  Furthermore, the supervisor or their 

designee should review and approve voids. 

 

  6. Cash receipts documents should be prepared promptly and should be dated the same day as the 

funds are received.  Deposits should be made that day or no later than the following morning.  

Additionally, the documents should be forwarded to the Budget and Accounting Department or 

Treasury Office for prompt recording to the general ledger. 
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Cash Handling and Receipting Policy (continued) 
 

 D. Staffing and Training for Cash Handling Responsibilities 

 

  1. Al l employees responsible for handling cash are required to have a criminal background check 

prior to being assigned. 

 

  2. All individuals required to handle county funds will be properly trained to do so.  Upon successful 

completion of appropriate training the employee and trainer/supervisor will sign the training 

completion form and forward it to Human Resources for inclusion in the employeeôs file. 

 

  3. Each Department within Anoka County that is responsible for handling cash will perform a 

periodic self-assessment (annually at minimum) to ensure procedures are up-to-date, understood 

and followed.  Attached in Appendix B is a sample checklist of good practices for cash.  

 
  4. All county personnel handling county funds should be advised of the proper actions to take in the 

event of a robbery or actual loss of funds.  Employees should not endanger themselves or others by 

attempting to resist.  Generally, the instruction issued by persons attempting an armed robbery 

should be followed as precisely as possible.  No more or less action than specified should be 

followed. 

 

 E. Record Retention 

 

Cash collection sites are required to maintain supporting documentation.  These requirements may vary 

dependent upon the form of exchange used for settlement.  Specific requirements and responsibilities can 

be verified with the Treasury Office.  The record retention requirements identified in Minnesota Statutes 

MS 384.14 and MS 138.17 will be followed where any specific requirements are not available. 
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H. Credit Card Policy 

 

Credit card acceptance as a payment method via nationally recognized credit cards has become nearly universal within the 

private sector, where cards are now accepted at point of sale for even small transactions.  Credit card transactions can also 

be of benefit to governmental entities by improving certainty of collection, accelerating payments and availability of 

funds, lowering costs and enhancing customer service.  There are advantages and disadvantages to accepting credit card 

payments which governmental entities must weigh when deciding whether to accept payments by credit cards. 

 

1. Acceptance of credit cards by Anoka County as a payment option or as an alternative to cash or check will be 

considered on an individual case basis.  Departments must demonstrate the viability of the acceptance of 

alternative forms of payment.  Minimum standards for consideration should include: 

 

a. The Department regularly receives payment for goods and/or services in routine operations 

b. The Department can provide justification that acceptance of cards will increase net revenues 

c. The Department has the ability to ensure that proper controls and procedures are in place 

d. Adequate security and record-keeping processes are established and properly monitored 

e. Acceptance will enhance convenience to public and encourage prompt payment 

 

The application and implementation of any electronic capture of sales and funding transactions must be 

coordinated with the Treasury Department to ensure adherence to proper banking procedures, to confirm 

satisfactory controls and security are maintained and that economies of scales are realized through coordination 

with existing programs.  Procedures for credit card processing will be established by the Treasury Department and 

incorporated into the Cash Handling and Receipting Policies section of the Financial Policies.  As recommended 

by the GFOA, the credit acceptance agreement should be treated as a bank services agreement and administered by 

the treasury function of Finance and Central Services. 

 

2. Analysis must be provided that demonstrates the financial viability of card acceptance for the specific venue or 

segment of county business.  In addition to positive financial justification, the charge type for which credit card 

payments are to be used shall be a consideration.  Government charge types can be broadly categorized as 

mandatory or discretionary.  Each charge type possesses unique characteristics which will weigh on the assessment 

of whether acceptance of credit card payments may be appropriate or economically feasible. 

 

a. Mandatory charge types are generally those for which full payment is required.  Typically these charges are 

those which are fixed by statute, law or board action.  Examples of these are taxes, licenses and permits.  

Attributes of these charge types include the following: 

1. Acceptance of Credit cards will not increase the expected amount of revenue, i.e., create or induce 

additional purchases of these types of services. 

 
2. Acceptance of credit cards will reduce the expected amount of revenue by merchant card 

discounts, fees and administrative costs; unless a convenience fee or transaction fee is permitted 

and authorized by the card issuer and the municipality to recover these costs. 
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Credit Card Policy (continued) 
 

b. Discretionary charge types are those for which payment is elective.  Examples of this type include recreation 

fees, admissions and merchandise.  Attributes of this charge type include: 

1. Acceptance of credit cards for these types of sales may increase gross revenues by facilitating quicker 

and easier collection of fees for those goods and services. 

2. Acceptance of credit cards may improve revenues by facilitating additional impulse purchasing and 

offering additional payment options to potential purchasers. 

3. Transaction and fixed costs can be built into the pricing formula for the merchandise or fees to 

facilitate the recovery of these costs. 
 

Thorough assessment of these aspects may be made when the option of providing this service is to be considered, 

to avoid subsidizing the sale and distribution or those goods or services for card users. 
 

3. Card issuers promulgate specific regulations which determine how the cards may be used in relation to the type of 

charges, how and in what manner the card is presented and used at the time of purchase, the process by which fees 

and discounts are handled and recovered, the level of security of data at time of sale and during the proper storage 

and maintenance of this information, all of which are firmly enforced. 
 

Anoka County and the requesting department must comply with all regulations to ensure ongoing service, to 

permit continued authority to accept credit card payments, and to properly serve the cardholderôs needs.  POS 

terminal transactions, internet transactions, card not present situations (telephone) and voice authorization all have 

specific regulations which apply to the transactions in addition to county cash handling and receipting policies. 
 

4. Costs beyond acquisition of equipment, which is either necessary or required by agreement, may be incurred when 

electing to provide this service.  In the typical retail or service market these costs may be incorporated into the 

specific pricing formula for the goods or service.  Costs cannot be recouped from the purchaser through the 

addition of supplemental fees for the individual use of the card.  These are generally prohibited by the credit card 

firms. 
 

a. All fees related to the processing of credit and debit cards are the responsibility of the user departments.  

Consideration should be given to these costs to determine whether the advantages of card acceptance warrant 

the expense or can be incorporated into the price of the product. 
 

b. Budgetary capability is necessary to offset the net expense of this service.  Costs for credit card processing are 

charged monthly to the department/unit initiating the charge.  Costs can include discounts, fees, chargebacks, 

unanticipated losses due to fraud, procedural errors or other types of loss and fines for misuse.  Statement costs 

related to minimum service levels or seasonality will also be a responsibility of the user departments. 
 

c. Occasional pilot programs for certain transaction types may alter the requirements of particular card issuers as 

new markets or products are investigated.  These programs are controlled processes which ultimately may 

result in revised fees and procedures for new charge types and market areas.  Resulting fees may be stratified, 

bundled, unbundled and dependent on volume. 
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Credit Card Policy (continued) 

 
5. Risks and exposures to Anoka County through the use of credit card acceptance and payments processes and 

operation of related equipment must be minimized through proper handling of transactions.  Merchants that 

manage card holder data must adhere to strict policies for ensuring that data is secure.  The safeguarding of this 

information continues beyond the transaction including the storage and protection of the data in accordance with 

credit card issuer policies.  Organizations face steep penalties including fines if the data is stolen or mishandled. 

 

Rules which focus on the security of the data while it is stored by the enterprise, whether on or offsite, should be 

established and adhered to at all times.  Controls and safeguards must be adequate to provide reasonable assurance 

that credit card transactions will be properly controlled and accounted for.  All paperwork, records, receipts, card 

imprints, electronic data, etc. containing cardholder account numbers and information shall be treated as non-

public information. 

 

Credit card issuers mandate that precautions be taken to eliminate unauthorized on-line access to data, and proper 

security must be in place to control access to equipment.  Additionally, some cards also serve as ATM cards and or 

debit cards, necessitating that location and accessibility of equipment is properly planned and monitored. 
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I.  Disbursement Policy 
 

Anoka County has approved Laws of Minnesota for 1989, Chapter 13, Sec. 2, by adopting Resolution #89-152 designating 

authority for County Warrant payment to the County Auditor, thereby complying with M.S. 645.021 (3). 

 

Anoka County has adopted Resolution #90-121, Relating to Administrative Organization of Anoka County which 

transferred authority for warrants from the County Treasurer and County Auditor to the Finance and Central Services 

Division Manager. 

 

Anoka County has adopted Resolution #91-12 relating to the Policy and Procedures for payment of county obligations. 

 

This Disbursement Policy is intended to integrate, update and centralize the previous disbursement resolutions. 

 

1. Elected or appointed department heads or appointed division managers, or their designees with appropriate 

separation of duties, shall validate pertinent claims against the county. 

 

A. At a minimum, Validation shall include: 

 

1. Reviewing payment documents for accuracy. 

2. Confirming quantities and prices are consistent with order.  Inconsistencies shall be resolved, or 

referred back to the Purchasing Department prior to approval. 

3. Ensuring sufficient documentation exists to identify the claim. 

 

a. Provide description of purchase if not clearly presented by claimant. 

b. Employee expense reimbursement should include: 

 

 Receipts 

 Public purpose of expenditure (required for reimbursement of meals) 

 Travel/Training forms (when applicable) 

 

4. Providing correct General Ledger Account Coding 

5. Providing an original Authorized signature (on file in F & C/S) 

 

B. The Finance and Central Services Division shall maintain a record of authorized original signatures of 

each division/department. 

 

2. The Finance and Central Services Division shall validate and process payments of invoices and claims against the 

County as authorized by the appropriate division manager, department head, or authorized designee. 

 
3. Payments to vendors shall be made according to M.S. 471.425, contract, or special authorization. 

 

A. In accordance with M.S. 471.425 (Subd. 2), a municipality must pay each vendor obligation according to 

the terms of the contract or, if no contract terms apply, within the Standard Payment period unless the 

municipality in good faith disputes the obligation.  Standard Payment period is defined as within 35 days 

of the date goods or services is received.   
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Disbursement Policy (continued) 
 

B. Vendors who offer discounts for early payment shall be paid within the discount terms whenever possible. 

 

C. Vendors who have contracts with Anoka County shall be paid in accordance with the contract terms. 

 

D. Payments for utilities (including telephone and pagers), may be paid within the vendors terms to avoid 

service fees and billing complications. 

 

E. Early release of payment may be authorized on an individual basis as follows: 

 

1. For payments of $10,000 and greater:  An Early Release of Payment Request form (available in F 

& C/S) may be completed by the vendor, or by the division/department based on a vendors 

request.  This form requires authorization from the County Board Chair and the Finance and 

Central Services Division Manager. 

 

2. For payments under $10,000:  Accounts Payable may release payments early based on special 

written or verbal request made by the vendor and approved by the Division Manager/Department 

Head.  Standard payment terms printed on invoices (i.e., Net 10), will not be considered as a 

special request. 

 

4. Payment of interest on late payments will be made: 

 

A. In accordance with M.S. 471.425 (Subd. 4), interest must be calculated and paid to vendors who do not 

receive payment within the Standard Payment period (see 3.a.), or within terms of contract. 

 

1. The rate of interest shall be 1-1/2 percent per month or part of a month. 

 

2. No interest penalty is due if payment is delayed due to a good faith dispute with the vendor 

regarding the fitness of the product or service, contract compliance, or any defect, error or 

omission. 

 

3. The minimum interest payment for obligations of $100 or more is $10.  For unpaid balances of 

less than $100, the actual interest penalty shall be calculated. 

 

B. Departments shall notify Accounts Payable when submitting overdue obligations for payment, which were 

not delayed due to a good faith dispute, so that interest penalties may be calculated and included with the 

payment. 

 

5. The Finance and Central Services Division shall be authorized to electronically transfer funds to satisfy claims 

against the County, when the option is available, and when economically beneficial or required. 

 

A. Adequate security procedures must be maintained for approval processes. 

 

B. A monthly reconciliation shall be conducted on electronic transfers. 
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Disbursement Policy (continued) 
 

C. Settlement arrangements for vendors desiring to use electronic payment methodology shall be authorized 

by and coordinated with the treasury department.  Automatic Debit transactions are not permitted by 

vendors unless approved by the Management Committee. 

 

D. Funds may not be released without the appropriately approved documentation prior to settlement. 

 

6. Checks shall no longer be identified as ñCommissioner Warrantsò or ñAuditor Warrants.ò 

 

7. The Chairman of the Board and the Finance and Central Services Division Manager or their respective designees 

shall electronically sign county checks. 

 

8. The Finance and Central Services Division shall print authorized checks and process them through an electronic 

check signing system under its control. 

 

9. The Finance and Central Services Division shall mail checks in a timely manner. 

 

A. Payment and Remittance Advice will be mailed by the Treasury Department. 

 

B. Departments may request to have checks held and returned following established procedures.  A Return 

Check Request Form is available in Finance and Central Services and appears on the County claim 

voucher form. 

 

10. The Finance and Central Services Division shall conduct monthly check reconciliation. 

 

11. The Finance and Central Services Division and/or Internal Auditor shall conduct regular and frequent accounts 

payable audits. 

 

12. The Finance and Central Services Division shall present a list of paid vendor claims to the County Board at each 

regular Board meeting. 

 

13. The Finance and Central Services Division Manager or designee shall authorize all payments in excess of 

$500,000. 
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J. Purchasing Policy 
 

The Purchasing Policy has been developed to ensure proper accountability of the public funds entrusted to Anoka County 

and to maintain controls necessary for the County to operate efficiently.  Failure to comply with the policies and guidelines 

could result in disciplinary action and/or personal financial liability. 
 

1. Purpose 
 

To establish policies which govern the purchasing process and to inform County staff and the public of the 

Purchasing Policy. 
 

2. Scope and Applicability 
 

The Purchasing Policy applies to all employees and officials of Anoka County and relates to the procurement of 

services and/or goods, unless specifically exempted in this policy. 
 

3. References 
 

Minnesota State Statutes 375.72 thru 375.77, 471.345, 471.35, 471.37, and 471.382 applies to County 

Purchasing Departments and procedures as adopted by the County Board. 
 

4. Policy 
 

A. The Anoka County Board authorizes the Director of Purchasing to execute purchases of goods up to 

$100,000.  All contracts for services shall be in accordance with the Anoka County Contracts Policy.  The 

Director of Purchasing is directed to recommend and develop Purchasing Policies and Procedures and 

implement them as approved by the County Board.  It is the responsibility of the Director of Purchasing to 

ensure that: 
 

1. All awards are made to the lowest responsible and responsive bidder meeting the quality and 

performance specifications; 
 

2. The item has been identified and approved in the budget; and  
 

3. The award does not exceed the budgeted amount. 

 
B. Acquisition of Goods, Material & Non-Professional Services and Construction Projects 

 
The chart below identifies the Competitive Quotation and Formal Bid requirements for different cost levels: 

 
Dollar Amount Process 

$.01 to $1000 Competitive Quotes are not required.  However, it is suggested that 

two quotes are obtained to ensure best pricing is obtained. 

Does not apply to construction projects. 
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Purchasing Policy (continued) 

 
Dollar Amount Process 

$1001 to $50,000 A minimum of two written  vendor Competitive Quotes is required. 

 Request for Quote Form, approved by the Purchasing 

Department must be sent to all vendors with description of the 

product or scope of work and/or specification and insurance 

requirements, if applicable, to ensure they all receive identical 

information. 

 A list of vendors contacted, all written responses, phone 

conversations, and non-responses from vendors will be 

documented and forwarded to Purchasing. 

Per 471.345, Subd. 15, for all County purchases estimated to exceed $25,000, must 

consider the availability, price and quality of supplies, materials, or equipment available 

through the state's cooperative purchasing venture before purchasing through another 

source.  Any purchases made in violation of above may violate 375.76 and the person who 

orders the goods or services may personally be held liable for the purchases. 

$50,000 to $100,000 Minimums of three written Competitive Quotes from vendors are 

required.  Also See Contracts 

 

 Contact Purchasing to review specifications and/or scope of 

work prior to obtaining quotations. 

 Request for Quote Form, approved by the Purchasing 

Department, must be sent to all vendors to ensure they all 

receive identical specifications or scope of work and insurance 

requirements, if applicable. 

A list of vendors contacted, all written responses, phone 

conversations, or non-responses from vendors will be documented 

and forwarded to Purchasing. 

$100,001 and above 
Contact Purchasing 

Formal Invitation for Bids (IFB) or Request for Proposals (RFP) 

is required. 

 

Under no circumstances should any purchase of goods or services be split-up, in order to 

avoid bid/quote/proposal limits. 

 

Departments may obtain their quotations.  However, all purchase shall be completed through Purchasing. 

 

Divisions/departments are not authorized to issue Purchase orders or purchase goods and/or services greater 

than $1,000 without prior approval from Purchasing. 

 

Procurement Card purchase are subject to the above requirements. 

 

C. Professional Services - Purchase of professional services does not require a competitive Bid or Proposal.  

However, all divisions/departments shall contact purchasing and review the scope and the process prior to 

obtaining professional services. 
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Purchasing Policy (continued) 
 

D. Exemptions from the Purchasing Policy 

 

The following types of purchasing activities shall be exempt from the purchasing policy: 
 

 Item valued below $1,000 

 Existing Anoka County Contracts or change orders to an existing contract; 

 Property obtained from other governmental agencies; 

 Sole Source Purchases of supply or proprietary items (Shall be approved by the County Attorneyôs 

Office and Purchasing; 

 Emergency Purchases (Shall be approved by the County Attorneyôs Office; and/or 

State of Minnesota, Hennepin County, University of Minnesota and other cooperative Purchasing 

Programs/Agreements that Anoka County participates in. 

 
5. General Responsibilities 
 

A. The County Board will be responsible for ensuring proper accountability of the public funds entrusted to 

Anoka County and for maintaining the controls necessary for the County to operate efficiently. 

 

B. The County Administrator, Division Managers, and Department Heads will be responsible for ensuring that all 

employees in their Division and/or Department adhere to the Purchasing Policies. 

 

C. Managers and Supervisors will be responsible for reviewing and approving Procurement Cards, Requisitions, 

and Purchase Orders.  Any service or delays issues will be reported to the Director of Purchasing immediately 

and the Managers and Supervisors will cooperate with the Director of Purchasing in resolving the identified 

issue(s). 

 

D. Any County employee who is authorized to make purchases using a County issued Procurement Card or sign 

requisitions (designee) will be responsible for full compliance with Purchasing Policy. 

 

E. Purchasing is responsible for ensuring that all needed goods, material, and services are purchased efficiently 

and cost effectively and in a timely manner. 

 

6. Procedures 

 

A. Procurement Cards ï See Procurement Card Policy (Appendix L) 

 

B. Requisitions 
 

1. The purpose of issuing requisitions is to provide a method for County departments to obtain necessary 

equipment, materials, supplies, and services and for the rental and leasing of equipment.  Requisitions 

must be forwarded to the Purchasing Office prior to making purchases. 
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Purchasing Policy (continued) 
 

2. An employee completing the Requisition must make certain that the description of the product or 

service required is clear and contains sufficient information for the buyer to conduct research on 

pricing and/or availability.  If the employee needs assistance with a product or specification, they 

should call the Purchasing Office for assistance. 

 

3. Purchasing will maintain and update annually a list of employees authorized to sign and approve 

purchase orders and requisitions. 

 

4. Purchasing cannot process any requisition signed by an individual who is not authorized to sign 

requisitions.  If an unauthorized requisition is received, Purchasing will contact the requester to obtain 

proper approval. 
 

C. Purchase Orders - The purpose of a purchase order is to serve as a contract between the County and a 

vendor for the procurement of equipment, supplies, services, and materials.  Except in emergencies or as noted 

in Section 4.D, only the Purchasing Office will issue a purchase order after receipt of an approved purchase 

requisition from a user department. 
 

D. Department Purchase Order - Divisions/departments will no longer issue Departmental Purchase Orders.  

Purchases under $1,000 will be completed by using the Procurement Card and purchases greater than $1,000 

will be initiated by the requisition and processed by Purchasing.  Departmental Purchase Orders, Verbal 

Purchase Orders and requesting invoices for goods or services are not allowed and any invoices received for 

purchases without a Purchase Order Number issued by the Purchasing Department may not be processed and 

the person who ordered the goods or services may be held personally liable for the purchase per Statute 

376.76.  An exception to this policy is Job Training Center for purchasing goods and services for clients and 

Library for purchases under $1,000. 
 

E. Formal Bids or Proposals ï For the purchase of goods or services, a two week published notice in the official 

county newspaper is required.  For construction bids, three weeks of published notice is required.  The 

published notice shall describe the goods or services to be purchased and state the time and place those 

proposals will be received.  Only a description of the goods and services to be purchased is required to be 

published in the official county newspaper if the full notice is placed on the countyôs web site for the 

appropriate time periods described herein. 
 

1 All purchases or projects greater than $100,000 must be conducted through formal Bid or Proposal 

Process.  ñAll formal Bids or Proposals shall be approved by the Management Committee of the 

Committee of Jurisdiction prior to advertising.ò  The Purchasing Department has the responsibility of 

reviewing and approving all Bids or Proposals.  (Also See Contracts) 
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Purchasing Policy (continued) 
 

2. Normally, the departments work with the Purchasing Department to write the specification for the 

required product(s).  However, due to the complexity of the project, the department may choose to 

write their own specifications and/or scope of work for the project or services required.  To ensure 

compliance with the Purchasing Policy, the Bid or Proposal Specifications and/or Scope of Work 

must be reviewed by the Purchasing Department and approved before being sent to be advertised or 

to any perspective contractors. 

 

3. The Purchasing Department is responsible to ensure that the Bids and/or Proposals are listed on the 

County web site and advertised as required, and will  conduct all bid or proposal meetings and/or 

openings.  An exception to this is Highway Road and Bridge projects. 
 

F. Awards - In accordance with M.S. 471.345 contracts shall be awarded to the lowest responsive 

responsible bidder/vendor meeting specifications or Best Value (16C.28) and shall be duly executed 

in writing.  Contracts submitted for signature must include documentation of quotations (if 

applicable). 
 

G. Taxes - Anoka County is responsible for the payment of all applicable sales and use taxes as may be 

required by the State of Minnesota, its political subdivisions, or municipalities in accordance with 

State or local tax laws. 
 

Note:  Anoka County is exempt from the local sales tax for transit (.25%) passed in 2008 and therefore it 

does not apply to any purchases made by Anoka County. 

 

H. Receiving, Inspection and Acceptance of Materials, Supplies and Services - It is the responsibility of the 

requisitioning department to inspect all delivered equipment, materials, and supplies against the issued Purchase 

Order to ensure that they are the correct items and correct quantities were received in good condition. 

 

1. If a shipment is not acceptable, it is the responsibility of the user department to contact Purchasing by 

the end of next business day to meet vendor product return criteria and take appropriate action. 

 

2. If the full quantity of merchandise has not been received and the requesting department wishes to 

consider the order complete; the department shall contact Purchasing and have the remaining back 

orders cancelled and the purchase order closed. 
 

I.  Contracts - See Contract Policy 
 

J. Surplus, Scrap, Excess or Obsolete Property and State/Federal Surplus Property - (See Surplus Policy R) 
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Purchasing Policy (continued) 
 

K.  Vendors Calling on Departments Directly - Contact between vendors and user departments for purchases 

greater than $1,000 shall be coordinated through the Purchasing Office.  This action is to protect the interests 

of the vendor and the County by ensuring that ethical standards are observed, as well as to prevent the 

possibility of an unauthorized order from occurring.  Any person who places an unauthorized order on behalf 

of the County may be held personally liable for the purchase of such an order or contract and/or face possible 

disciplinary action. 

 

L.  Fraud - An act of fraud is committed if an employee of the County negotiates a personal procurement by 

fraudulent use of a County Requisition Number, Purchase Order Number or purchasing capability of the 

County.  Fraud also occurs if an employee claims a purchase is on behalf of Anoka County when in fact the 

purchase was made solely for personal use.  A personal procurement from State Contracts is also an offense 

subject to prosecution.  Fraud is subject to prosecution and employee discipline.  Willful violation of the 

Countyôs Purchasing Policy and/or Procurement Ethics Code may result in disciplinary action up to and 

including termination of employment. 

 

M.  Voidable Purchases - Employees may be personally responsible for the cost of a purchase made in violation 

of the Purchasing Policy and may result in disciplinary action up to and including termination of employment. 

 
7. County Attorney Opinion - County staff is encouraged to request assistance from the County Attorneyôs Office 

whenever questions arise regarding the applicability of these provisions. 
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K. Merchandise Purchased for Resale 
 

1. All items purchased for resale should be coded to account:  61140 ï Purchase for Resale. 

 

2. Purchases for resale are exempt from sales tax.  Tax is collected when taxable-merchandise is subsequently resold 

by the county. 

 

A. When placing an order, notify the vendor that the specific purchase is for resale and should not be taxed. 

 

B. If requested, provide the vendor with a properly completed Resale Exemption Certificate (ST-5 form).  

Forms are available in the Accounting and Budget Department, or at the following Minnesota Department 

of Revenue website:http://WWW.TAXES.STATE.MN.US/salestax/forms/salestax.html. 

 

3. If a vendor does charge sales tax, the county may do one of the following: 

 

A. Adjust the invoice amount to remove sales tax and complete a Resale Exemption Certificate (ST-5 form).  

Submit certificate to Accounts Payable when submitting invoice for payment, and certificate will be 

mailed with check. 

 

B. Pay the tax and write a note to Accounts Payable on the invoice to ñtake a use tax creditò.  The sales tax 

amount will be credited back to your department. 

 

4. The revenue collected for merchandise sales should be receipted into account:  56211-Materials Sales.  Additional 

accounts which may be used include: 

 

56213 ï Book Sales 

56320 ï Concession Sales 

56330 ï Merchandise Sales (Taxable) 

56331 ï Merchandise Sales (Non-Taxable) 

 

5. For taxable sales, receipts should be split between revenue and sales tax. 

 

A. When receipts are recorded by the Treasury Dept., the sales tax collected will be coded directly into sales 

tax liability account and remitted to the State of Minnesota. 

 

6. For non-taxable sales, receipts will be coded entirely into the appropriate revenue account. 

 

7. If sales are made to an exempt purchaser, a Certificate of Exemption (ST-3 form) must be provided by the 

purchaser at the point of sale, or already be on file. 

 

8. If merchandise originally purchased for resale is ultimately put to use by the county, or given-away, a sales tax 

liability is created. 

 

9. A journal entry must be submitted to transfer the amount of sales tax due (based on the original purchase price) 

from the expense account where the merchandise was originally purchased into the sales tax liability account 

255XX. 
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Merchandise Purchased for Resale (continued) 
 

10. Infrequent/non-recurring purchases for resale: 

 

A. A purchase for resale under a unique circumstance may be reimbursed directly into the expense account 

where purchased.  This procedure can only be used when the following circumstances are met: 

 

1. The purchase and resale is an infrequent and non-recurring event. 

2. The sales or use tax obligation is met at point of purchase. 

3. Full cost is reimbursed (including tax and freight). 

4. No additional revenue is collected in addition to the actual cost. 

5. Reimbursement is received in same calendar year as original expenditure. 

 

B. Examples of when this procedure is acceptable: 

 

1. County purchase on behalf of another governmental agency. 

2. Refund due to overpayment of invoice. 

3. Refund due to return of merchandise. 
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L. Contract Policy 
 

A contract, including a Purchase Order is a written agreement for the procurement or provision of goods, supplies, services, 

insurance, equipment, or construction.  All services provided to the County by outside agencies, firms, or individuals shall 

be processed as a full contract or as a Purchase Order. 

 

Policy: 

 

1. The County Attorneyôs Office will develop a standard contract form for use in contracting for services when the 

total amount of goods and/or services, including construction projects that are $10,000 or less. 

 

2. The Division Managers and Department Heads will ensure that their staff complies with the Contract Policy at all 

times. 

 

3. All contracts which meet one or more of the following criteria must be reviewed by the County Attorneyôs Office 

to assure compliance as to form and legality, and by the Risk Management Office for adequacy of necessary 

insurance certifications and coverage. 
 

A. contract maximum is $10,000 or greater 

B. the contractor is an individual 

C. the terms of the agreement exceed 1 year 

D. contractor is given unsupervised access to county buildings/property/information systems 

 

4. All contracts shall be reviewed and approved by the County Board, unless otherwise delegated by the County 

Board or specified by State Statute.  The County Board has adopted the following policy for approving contracts: 

 

 Specifically Identified in the Budget Notes 

(amount and purpose) 

Not identified in the Budget Notes 

$10,000 

and less 

The authority to enter into agreements which are included 

and specifically identified in the budget, with a total cost up 

to and including $10,000 has been delegated to the 

respective division manager/department head.  These 

contracts must be in the standard contract form described in 

section 3 above, unless the County Attorneyôs office 

approves alternative language. 

The authority to enter into agreements that are 

NOT included in the budget, with a total cost up 

to and including $10,000, has been delegated to 

the respective division manager/department 

head with the advance concurrence of the 

County Administrator and the Finance Division 

Manager. 

$10,001 

to 

$25,000 

The authority to enter into agreements which are included 

in the budget, with a total cost up to and including $25,000, 

has been delegated to the respective division 

manager/department head with the concurrence of the 

Purchasing Director and the advance review of the 

agreement by County Attorneyôs Office for form and 

legality. 

Management Committee or Committee of 

Jurisdiction and County Board of approval. 
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 Specifically Identified in the Budget Notes 

(amount and purpose) 

Not identified in the Budget Notes 

$25,001 

to 

$50,000 

The authority to enter into agreements which are included 

in the budget, with a total cost up to and including $25,000, 

has been delegated to the respective division 

manager/department head with the concurrence of the 

Finance Division Manager and the advance review of the 

agreement by County Attorneyôs Office for form and 

Legality.  The Finance Division Manager shall periodically 

report on the cumulative total of such contracts to the 

County Board as requested. 

Management Committee or Committee of 

Jurisdiction and County Board of approval. 

$50,001 

and 

greater 

All agreements with total cost greater than $50,000 require 

County Board approval.  The Management Committee or 

ñcommittee of jurisdictionò must approve the authorization 

to begin negotiations before proceeding to any further steps 

in the contract process. 

Management Committee or Committee of 

Jurisdiction and County Board approval. 

The County of Anoka may enter into annual contracts for goods and/or services that contain a one-year term with a 

renewable option not to exceed seven years.  Leases or lease/purchase agreements may be for more than three years with 

the decision for determination of time based on that which best serves the interest of the County. 
 

Above approval process does not apply to goods purchased.  For good purchased, refer to Purchasing Policy 4.B, 

Acquisition of Goods and Materials and Non-Professional Services. 

 

The Library has authority under MN State Statute Chapter 134 to approve contracts through the Library Board. 
 

The County Board, through resolution #2001-106 (Appendix I), has delegated the authority to enter into Human Services 

contracts not involving any county funds to the Human Services Division Manager, subject to the review of the contracts 

by the County Attorneyôs Office as to form and legality. 
 

5. Contract Amendments:  All contract amendments shall be reviewed by the County Attorneyôs Office for form and 

legality. 
 

A. All Contract amendments which exceed 10% of the original contract and/or are greater than $10,000 

increase in the net program budget and/or change the intent and/or scope of the project shall be 

approved by the Management Committee or Committee of Jurisdiction and the County Board. 

 

B. Contract amendments under 10% of the original contract and greater than $10,000, which do not 

require an increase in the net program budget and which do not change the intent and/or scope of 

the project, may be approved by the County Administrator and the respective division/department head 

and shall be ratified by the Committee of Jurisdiction prior to completion of the contract. 

 

C. Authority to approve contract amendments which are $10,000 or less, which do not require an increase 

in the net program budget and which do not change the intent and/or scope of the project, has been 

delegated to the respective division/department head with the concurrence of the Purchasing Director. 

 

D. Building construction/maintenance contract change orders, exceeding $5,000 or in excess of the remaining 

contingency balance, require advance approval by Finance Committee Chair. 

 

6. County employees will not contact prospective vendors to engage and/or negotiate (including providing any 

information regarding the project) until the project is advertised or sent out to the vendors and once the contract is 

awarded, the awarded vendor will not be allowed to engage in providing contracted services unless a properly 

approved contract is completed.   
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7. Payments will not be processed to a prospective vendor unless a properly approved contract is completed or in 

absence of a fully executed contract, authorization can be made by County Board resolution. 

 

8. Payments made on contracts will be made in accordance with the payment provisions outlined in the contract.  

Early payment can be made with advance concurrence of the County Board Chair and Finance and Central 

Services Division Manager. 

 

9. Any renewal of a contract which will provide for action beyond the period of time specified in the original contract 

must be made in writing and executed by both parties, subject to the same approval requirements as stated in #4 

above, and approved by the County Attorneyôs Office as to form and execution. 

 

10. The County will maintain centralized contract filing systems to insure legal compliance, insurance requirements, 

monitor payments, and completion.  The centralized filing systems will be located in the Finance and Central 

Services Division, the Highway department and the Human Services Division will also maintain a filing system for 

their contracts. 

 

11. The division, department, or unit will designate an employee as the Contract Monitor (for each individual 

contract), who will be responsible for ensuring all requirements are being complied with from the negotiation 

phase through contract completion.  The contract monitor will ensure that an original or copy of all contracts and 

subsequent amendments are supplied to the Finance and Central Services Division on a timely basis. 

 

12. The County will adhere to the County Board Resolution 90-94 (see Appendix H) relating to Contracts and 

Prevailing Wage Rages.  Contracts estimated to be in excess of $10,000 require the contractor and/or subcontractor 

to pay employees prevailing wages.  The department responsible for the contract shall also monitor compliance. 

 

13. All contracts greater than $50,000 require the contractor to provide a performance bond to the County, for the use 

and benefit of the County to complete the contract according to its terms, and a payment bond for the use and 

benefit of all persons furnishing labor and materials to perform the contract. 

 

All contracts are subject to the review of the County Attorney and the Risk Management office for requirement and 

adequacy of performance and payment bonds, and as such, have sole determination of the bond amount (including 

the ability to waive the bond requirements for contracts less than $100,000). 

 

14. Claims:  The County Board has delegated the authority to settle claims against the County;  

 

1. If time is of the essence, 

 

2. The settlement amount is available in the Insurance Reserve or in the department budget, and  

 

3. The amount is: 

 

A. $5,000 or less; Director of Risk Management with the advance concurrence of the County Attorneyôs 
Office.  Director of Risk Management shall provide a written report to the Finance Division Manager, 

County Administrator and Commissioner Responsible for Insurance/Retirement for each incident. 

 

B. $5,001-10,000, to the respective Division Manager/Department Head with advance concurrence of the 

County Administrator and the County Attorneyôs Office. The County Administrator shall periodically 

report to the County Board on the cumulative total of contracts and settlements that have not previously 

come before the board, approved under the Administratorôs authority. 

 

If the claim is greater than $10,000, it shall be approved by the County Board upon the recommendation of the 

Responsible Commissioner for Insurance/Retirement. 
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M. Fixed Asset Policy 
 

1. The County will maintain a Fixed Asset Management System (FAMS) to physically account for assets owned by 

Anoka County, and to provide a record of the funding source for the purchase and/or construction of those assets. 

 

2. Fixed assets can be defined as assets of a long term character which are intended to continue to be held or used 

such as: 

 

 Land 

 Land improvements 

 Infrastructure 

 Buildings and their service systems 

 Furniture and fixtures 

 Machinery, equipment, and software 

 Licensed vehicles 

 Construction in progress 

 

3. Assets meeting the following criteria are considered fixed assets and will be recorded in the Fixed Asset 

Management System: 

 

A. Assets with an original cost of greater than or equal to $5,000 including ancillary cost and with a useful 

life of three years or more. 

 

B. Assets with an original cost of less than $5,000 including ancillary cost and with a useful life of three years 

or more that has been or will be identified by Anoka County as sensitive in nature (e.g. audiovisual 

equipment or computer peripherals). 

 

C. Assets with an original cost of less than $5,000 including ancillary cost and with a useful life of three years 

or more than will not be monitored, but have been included in the system for insurance and tracking 

purposes.  This would include chairs and groupings of miscellaneous assets. 

 

D. All land and non-depreciable land improvements are capitalized, regardless of cost, and recorded in the 

fixed asset management system at historical cost or estimated historical cost. 

 

E. Buildings and infrastructure items (e.g. roads, bridges, ramps and similar items) are capitalized when the 

cost of the individual items or projects are greater than or equal to $100,000. 

 

4. Assets of Anoka County (including infrastructure assets) will be reported using the depreciation expense approach 

(versus the modified approach) as prescribed in GASB Statement No. 34.  Under this process, the County will 

record depreciation expense and amounts are capitalized in connection with improvements to these assets.  

Applicable Capital Assets are depreciated using the straight line method.  Composite depreciation (depreciating a 

group of assets) using the same depreciation rate will be used for infrastructure assets. 

 

Estimated useful lives were assigned to the following assets: 

 

   Asset Classification  Years 

Equipment and other assets 3-25 

Buildings   50 

Infrastructure   40-50 
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Fixed Asset Policy (continued) 
 

5. Capital Assets and the associated accumulated depreciation are reported in the Statement of Net Assets.  Land and 

Infrastructure is recorded separately from other capital assets. 

 

Depreciation expense for general capital assets (capital assets that serve all functions) is reported as a separate line 

item in the Statement of Activities.  This does not include depreciation specifically identified with specific 

functions.  Depreciation for assets specifically identified with specific functions is included as a direct expense of 

the function in the government wide financial statements. 

 

6. The Accounting and Budget Department will have the responsibility for determining procedures and reporting 

forms to ensure integrity of the fixed asset system:  refer to the Anoka County Fixed Asset Management System 

Userôs Guide. 

 

7. The Accounting and Budget Department will have the responsibility for coordinating an annual physical inventory.  

Responsibility for the individual assets will continue to be with individual departments and department heads that 

control and use the assets. 
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N. Public Purpose of Expenditure 
 

Purpose: 
 

The purpose of this policy is to define, by example, types of expenditures which are deemed, by the County Board of 

Commissioners and other public officials of the County, to serve a public purpose, are in the interest of the public or 

provide a positive return to the County and its residents by increasing employee morale, fostering economic development, 

encouraging citizens to volunteer services to County programs or which improve the Countyôs business relationship with 

those with whom we deal. 
 

GENERAL STATEMENT:  

 

Anoka County in principle does not pay for meals and/or refreshments for employees, the general public, or vendors and 

will use the utmost discretion as related to the expenditure of public funds.  Funds will not be expended for any purpose 

which is specifically forbidden by Federal regulation, State law, Local ordinance or County policy.  Expenditures made 

under this section shall be approved, authorized and documented according to established County financial procedures. 

SPECIFIC TYPES OF EXPENDITURES ALLOWED: 
 

1. The County Board determines that the following expenditures are for a public purpose: 
 

Meals and Refreshments 
 

A. Are allowed for staff and volunteers while performing election duties on Election Day, during election 

recounts which are expected to exceed 4 hours and while performing election related duties where an 

unforeseen emergency or situation occurs which threatens the timely or accurate conduct of an election. 

B. Are allowed for staff involved in the transport of those who are in-custody, incarcerated or otherwise under 

the control of County employees. 

C. Are allowed as a courtesy to the public, elected officials of other jurisdictions, business partners or others who 

may attend scheduled meetings of the County Board or its committees. 

D. Are allowed for a breakfast, lunch or dinner meeting of the County Board, its committees, or any of its 

members, County Elected Officials, County Local Officials and attendant staff, when meetings must be 

scheduled over meal periods as a matter of practicality or to accommodate schedules and held on-site to the 

extent possible.  The meal must be authorized by the County Board chair or County Administrator.  The intent 

is to avoid meal periods for Committees of the County Board, except for Advisory Committees with citizen 

members. 

E. Are allowed when part of a structured agenda for a departmental meeting, conference, workshop or other 

meeting and the official or employee has been authorized to attend with other organizations.  Meals are not 

authorized when the meeting breaks for lunch, only when presentations continue through the meal period and 

only for Anoka County employees. 

F. Are allowed for County sponsored meetings, conferences or workshops where participants include County 

and non-County attendee, as long as the meeting continues through the meal period and doesnôt break.  A 

registration fee may or may not have been charged. 

G. Are allowed at meetings (such as division or department wide quarterly meetings, senior staff or management 

meetings, county-wide or division/department wide meetings for all managers, supervisors, etc.) when the 

refreshment and/or meals are necessary to sustain the flow of the meeting and to retain the attention of the 

attendees.  The meeting cannot break for lunch, 

H. Are allowed for meetings by County officials and/or employees with associates from other jurisdictions or 

with business partners, if authorized by the Division Manager or department head, and for a specific business 

purpose. 
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Public Purpose of Expenditures (continued) 
 

2. The County Board determines that the following are deemed to be an expression of appreciation for donated 

services rendered to the County. 

 

 Recognition/Reward Events 

 

A. Departments may expend funds, to the extent budgeted, for awards given in conjunction with an annual 

employee, volunteer or provider recognition function or program. 

 

B. Departments may expend funds, to the extent budgeted, for recognition of outstanding achievements or service 

by employees, providers (such as foster parents, e.g.) or volunteers (e.g. Sheriffôs Reserves).  Departments 

must make every effort to reduce or limit the amounts of such expenditures. 

 

3. The County Board determines the following have the primary purpose of creating a more productive work force 

that better serves the community. 

 

 Special Events 

 

A. Departments/Divisions may expend funds for receptions or similar functions in recognition of significant 

milestones such as retirements or resignations from County service, to recognize multiple years of work for the 

County, wellness and health promotions, and other similar events. 

 

B. Administration shall establish procedures for limited expenditures upon the death, hospitalization or serious 

illness of persons of prominence and others having a direct relationship with Anoka County. 

 

4. Emergency Response Staff 

 

Law enforcement and other public safety personnel may be provided meals and refreshments at County expense 

when approved by the County Administrator, Sheriff, County Attorney or County Board Chair, to ensure the 

delivery of quality emergency response service. 

 

5. Employee Training 

 

A. Funds may be expended for reasonable registration, tuition and travel expenses for approved conferences, 

seminars, workshops, tuition and approved County employment-related course work. 

B. Funds may be expended for tuition assistance required for retraining as part of a planned organizational 

change based on an organization change plan, or other business purpose, within the approved budget. 

 

6. Memberships and Dues 

 

When the primary purpose of the membership is for public benefit and not personal interest or gain, County funds 

may be used for memberships and dues. 

 

7. Clothing and other Sundry Items 

 

Employees may be supplied with uniforms, clothing, boots and other gear necessary for the performances of their 

job, in accordance with bargaining unit agreements, Personnel Rules and Regulations, or established departmental 

procedures. 
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O. Purchase and/or Replacement of County Vehicles Policy 
 

1. All replacements for existing County vehicles shall be of the same size range, or smaller, as the vehicle being 

replaced.  All vehicles approved through the budget process shall be considered as approved and authorized to 

purchase during the budget year. 

 

2. All automobiles that have been approved through the budgeting process shall be purchased and authorized as 

follows: 

 

Division Manager/Department Head shall request Purchasing to develop a specification for a base vehicle plus 

desired options and obtain comparative quotes as required by the Purchasing Policy. 

 

3. At the time of delivery of replacement vehicles, the Purchasing Department will determine the manner and time of 

disposal of the replaced vehicle.  All proceeds from the disposal will be credited back to the department. 

 

4. It will be the responsibility of the individual Division Manager/Department Head to request approval of the 

Management Committee for any deviations from the approved budget for vehicles. 
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P. Wireless Device Policy 
 

Purpose 

This Wireless Device Policy has been developed to ensure proper accountability of the public funds entrusted to Anoka 

County and to maintain controls necessary for the County to operate efficiently.  This policy replaces the other 

previously adopted Cellular Telephone and Wireless Policies.  This Policy has been reviewed and adopted by the 

County Board. 

 

Note:  All County issued wireless devices and, privately owned wireless devices used to access County e-mail and 

conduct County business and County stored records may be considered public record and may be available to the 

public as required by law. 

 

Scope and Applicability 

 

The Wireless Device Policy applies to all employees and officials of Anoka County and relates to the acquisition of, 

use of and connectivity to the County e-mail system, whether by personal or county issued device, and use of County 

issued wireless devices, unless specifically exempted in this policy. 

 
References 

 

The original resolution (Resolution #87-38), Relating to Establishing a Policy Regarding Acquisition of Cellular 

Telephones, was adopted at the 3/24/87 Board Meeting. 

 

Policy 

1. Wireless devices purchased and owned by the County shall be used primarily for official County business.  Incidental 

and occasional personal use of wireless devices are permitted, but such usage is subject to all limitations specified in 

this policy, County Employees Rules and Regulations, and complies with the following:  

 

a. Does not interfere with County business usage; 

b. Does not interfere with employeeôs job activities; 

c. Does not interfere with another employeeôs job activities; 

d. Is not for political, religious, personal financial profit, or other promotional activities and/or does not result in 

consumption of County resources; 

e. Does not transmit or receive any material in violation of any Federal or State laws or regulations; 

f. Does not result in incremental expense for the County; and 

g. Does not contain or infer threatening or inappropriate content for the County work environment, including, but 

not limited to, intimidating, sexually oriented, obscene, offensive, or abusive material and/or language. 

 

2. The Anoka County Board authorizes the Director of Information Technology to review and authorize a list of 

Operating Systems to ensure that the County complies with security and privacy requirements pursuant to Minnesota 

and Federal law.  Only wireless devices with Operating Systems approved by the Director of IT may be connected to 

the County e-mail system. 

 

3. The Anoka County Board authorizes the Purchasing Director to manage the Wireless Device Policy.  The Purchasing 

Director is authorized to review and approve all requests for the purchase of County issued wireless devices and plans.  

All purchases will be subject to final approval by the Chair of the Management Committee. 
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Wireless Device Policy (continued) 
 

4. All eligible employees shall contact the Purchasing Department for the selection of wireless devices, plans, 

applications and accessories.  Anoka County will purchase the lowest priced device available that complies with 

security requirements for Anoka County.  If the employee wishes to purchase a higher priced device, the employee will 

be personally responsible for the difference in cost.  Anoka County funds, including grant funds cannot be used for the 

upgrade cost of the device without approval of the Management Committee Chair. 

 

5. The Division Manager and/or Department Head may: 

 

a. Authorize staff to use their personal wireless devices for County business, if the device meets the security 

requirements recommended by the Director of Information Technology. 

 

b. Approve reimbursement of the connectivity cost up to the lowest priced cell phone plan ,or if the wireless device is 

connected to the County e-mail system, up to the lowest data plan cost. 

 

6. All County employees using wireless devices for County business must comply with all applicable Federal, State and 

Local laws and regulations. 
 

Procedures 

 

1. To be considered eligible for a county provided wireless device or access to the County wireless e-mail system, the 

employee must meet at least one of the following criteria for authorization: 

 

A. Must be responsible for making major decisions within a department. 

B. Must spend a considerable amount of time in transit or away from the employeeôs desk. 

C. Prompt administrative decisions are required on projects in progress. 

D. Responsible for dealing with natural disasters or other similar emergencies. 

F. Deals with sensitive law enforcement issues. 

G. Spend time in clientôsô homes.  Communication is needed to assist in solving problems for client and staff 

safety could be an issue. 

 

2. The Division Manager and/or Department Head shall complete the Request for Wireless Device /Access Form 

(available on the County Intranet) and send the completed form to Purchasing. 

 

3. Requests to purchase wireless devices and wireless plans or access to the e-mail system must be submitted to 

Purchasing for review by the Purchasing Director or designee.  All requests will be subject to final approval by the 

Chair of the Management Committee. 

 

4. For each wireless device and/or phone plan requested and approved, purchasing staff will contact the employee to 

determine which wireless device and plan will work best for the employee. 

 

5. Approved wireless devices may require a device license and annual maintenance costs, in addition to the device 

cost, monthly phone and data fees.  It is the requesting departmentôs responsibility to ensure adequate budget is 

available for the costs of the approved wireless device and any annual maintenance costs. 

 

6. Purchasing will activate the approved device and contact Information Technology to have County e-mail on the 

device activated. Once the employee has signed all necessary agreements, Purchasing will arrange a time to review 

the Wireless Device Policy with the employee once the activation is completed and have the employee sign all 

necessary agreements. 
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Wireless Device Policy (continued) 
 

General Responsibilities 

 

1. The County Board is responsible for establishing a County-wide policy related to Wireless Device. 

 

The County Administrator, Division Managers, and Department Heads will be responsible for:  
 

a) Authorizing wireless device requests; 

b) Authorizing staff to use personal wireless devices for County business, if the wireless device meets the 

requirements recommended by the Director of Information Technology; 

c) Authorize reimbursement of the connectivity cost, up to the lowest priced cell phone plan or lowest data 

plan cost, if the wireless device is connected to the County e-mail system; and  

d) Ensure that all employees in their Division and/or Department adhere to the Wireless Device Policy. 

 

2. Any County employee who is issued a wireless device is allowed incidental and occasional personal use of 

wireless devices and is responsible for: 

 

a) Full compliance with the Wireless Device Policy. 

b) Monitoring all phone bills and keeping all telephone bills as required by Record Retention guidelines. 

c) Only using an approved personal wireless device for County business, which use has been approved by the 

Division Manager or Department Head, otherwise the use will be eligible for employee reimbursement. 

d) Complying with the following requirements: 

i) Does not interfere with County business usage; 

ii)  Does not interfere with employeeôs job activities; 

iii)  Does not interfere with another employeeôs job activities; 

iv) Is not for political, religious, personal financial profit, or other promotional activities or does not 

result in consumption of County resources; 

v) Does not transmit or receive any material in violation of any Federal, State or Local laws or 

regulations; 

vi) Does not result in incremental expense for the County. 

vii  Does not contain or infer threatening or inappropriate for the County work environment, including, 

but not limited to, intimidating, sexually oriented, obscene, offensive, or abusive material and/or 

language. 

vii i) Will not misrepresent their employee identity or affiliation in any communication, unless required by 

or allowed under Federal or State laws or regulations; 

ix Acknowledge that all County issued or personal wireless device used for the purpose of County 

business and any related data may be subject to discovery by the County and/or other third party in 

compliance with the Minnesota Government Data Practices Act or such other applicable Federal or 

State laws or regulations. 

x Support of wireless device feature and accessories such as 3rd party apps, media, contracts, device 

preferences, and other non-County business features is the responsibility of the employee. 

 

3. Purchasing is responsible for: 

a. Maintaining an inventory of the wireless devices assigned.  The inventory will include, at a 

minimum: 

Employee name, and department; 

Date of Purchase 

Device purchased and cost of device, cost of plan; and 

Plan purchased; and 

Wireless device Access Form and Wireless User Agreement. 
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Wireless Device Policy (continued) 

 
b. Purchasing will conduct an analysis of the wireless devices and plans as necessary to ensure 

that the County is utilizing the best value wireless service providers. 

 

c. The selection of wireless devices and plans is designed to meet the functional needs of the 

County staff at the lowest possible cost while complying with Federal, State and Local data 

privacy and security requirements. 

 

4. Any employee who would like to connect their personal wireless device to the County e-mail system must obtain 

approval from their Division Manager or Department Head and review and agree to the terms of the Wireless 

Device / Access Form and the Wireless End User Agreement. 

 

5. Information Technology is responsible for: 

 

a. Activating e-mail access on wireless devices and supporting the ability to access County e-mail and 

County business features, (e.g., contacts, calendar tasks from the County e-mail system). 

b. Support of wireless device feature and accessories such as 3rd party apps, media, contacts, device 

preferences, and other non-County business features is the responsibility of the employee. 

 

6. Division/Department Heads are responsible for reviewing and authorizing wireless device usage and ensuring 

employees adhere to the Wireless Device Policy.  Divisions and departments shall keep wireless device records on 

file as required by Records Retention guidelines. 

 

7. Any County employee who is issued a wireless device is responsible for full compliance with the Wireless Device 

Policy, monitoring all phone bills and keeping all telephone bills as required by Records Retention guidelines.  

 

8. Purchasing is responsible for: 

 

a. Maintaining an inventory of the wireless devices assigned.  The inventory will include, at a minimum: 

 

o Employee name, and department; 

o Device purchased; and  

o Plan purchased. 

 

b. Purchasing will conduct an analysis of the wireless devices and plans as necessary to ensure that the County is 

utilizing the best value cellular service providers. Purchasing will maintain the formula for the reimbursement 

of county business use of personal devices. 

 

c. The selection of wireless devices and plans are designed to meet the functional needs of the county staff at the 

lowest possible cost. 

 

9. Personal usage not covered by the phone plan will be subject to employee reimbursement. 
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Q. Meal Taxability Policy 
 

1. PURPOSE  

 

The County Meal Taxability Policy was developed over many years based on County Board Resolutions, 

Administrative Code, State Auditor Findings and Recommendations and Internal Revenue Service Regulations 

to insure appropriate use of public funds and adherence with regulations. 

 

2. SCOPE AND APPLICABILITY  

A. The Meal Taxability Policy has been developed to ensure proper accountability of the public funds 

entrusted to Anoka County and to maintain the controls necessary for the County to operate efficiently.  

The uniform Meal Taxability Policy ensures adequate control over budgets and expenditures, and 

adherence to legal and ethical procurement procedures. 

  

C. The Meal Taxability Policy applies to all employees and officials of Anoka County and relates to the 

procurement of food and beverage, unless specifically exempted in this policy. 

 

D. All cases of meal and beverage purchase shall comply with the County Public Purpose Policy. (Section N) 

 

E. The Meal Taxability Policy does not apply to purchase of food services and groceries for County 

institutions that house people or food and beverage restricted to consumption by County clients. 
 

3. POLICY  
 

A. Meals are generally considered a personal expense of employees. 

 

B. County expenditures for food and beverage are limited to occasions that have a clear County business 

purpose, are necessary due to time and availability considerations, and are properly budgeted and 

authorized.  Examples of time and availability considerations: 

 Only time able to meet was during a meal period,  

 To keep the meeting going, rather than breaking for lunch and regrouping at a later time. 

 

C. Food and beverage provided to employees should be reasonable in value, infrequent or furnished on 

County premises for the convenience of the County. 

 

D. Food and beverage may be provided as part of the countywide Employee Recognition Program. 

 

E. The County does not pay for alcoholic beverages or employee holiday parties or social events. 

 

F. Employer provided food and beverage that does not meet the IRS óMeals as Entertainmentô exclusion 
criteria (through the Directly Related Test or the Associated Test or óDe Minimis Exclusionô) is subject to 

income and employer taxes and shall be included in the employeeôs total taxable income (see section 4 of 

this policy). 

 

G. Department directors are responsible for ensuring department expenditures for food and beverage are 

reasonable and necessary, comply with the Public Purpose Policy, are properly documented and indicate if 

the meal expense should be taxable income to the employee. 
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Meal Taxability Policy (continued) 
 

H. All meals and/or refreshments purchased and submitted for payment (Procurement Card or Employee 

Reimbursement) must have attached the detailed information required for an Accountable Plan.  The 

documentation must include a receipt plus: 

a. Name of the Establishment, 

b. Date and Time, 

c. Cost of the Meal, Beverage, Tax, Tip etc. 

d. Purpose of the Meeting and 

e. Names of all Persons at the meeting, including names of organizations (if not County employees) and 

their titles. 

f. Reason why meeting could not be held at another time.  Please see Item B. 

 

4. Meal Taxability  
 

www.irs.gov/pub/irs-tege/fringe_benefit_fslg.pdf 

 

Following is an excerpt from the ñTaxable Fringe Benefit Guide for Federal, State, and Local Governmentsò 

issued by the IRS.  The regulations are written addressing private business; please substitute ñCounty Businessò 

for ñEntertainmentò. 

 

Reimbursements or allowances provided to employees for meals in the course of entertaining customers may be 

excludable if the expenses are ordinary and necessary, and meet either a Directly Related Test or an Associated 

Entertainment Test. 

 

A. Directly-Related Test ï Entertainment-related meal reimbursements meet the directly-related test and may 

be excludable from wages if: 

Å  The main purpose of the combined business and meal is the active conduct of business, 

Å  Business is actually conducted during the meal period, and 

Å  There is more than a general expectation of deriving income or some other specific business benefit at 

some future time. 
 

All of the facts shall be considered, including the nature of the business transacted and the 

reasons for conducting business during the meal. If the meal takes place in a clear business 

setting and is for your business or work, the expenses are considered directly related to your 

business or work. Reg. §1.274-2(c) and (d) 

 

Examples of Directly-Related Meals or Entertainment 

Å Meals at a hospitality room sponsored by an employer at a convention. 

Å Entertainment of civic leaders at the opening of a new city hall. 

 

B. Associated Test - Entertainment-related meal reimbursements meet the associated test and are 

excludable if the entertainment is: 

 

Å Associated with the active conduct of the employerôs business, and 

Å Directly before or after a substantial business discussion. 

 

Generally, an expense is associated with the active conduct of a business if there is a clear business reason 

for incurring the expense.  The purpose may be to get new business or to encourage the continuation of an 

existing relationship.  These activities need not occur in a clear business setting. 

http://www.irs.gov/pub/irs-tege/fringe_benefit_fslg.pdf
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Meal Taxability Policy (continued) 
 

Whether a business discussion is substantial depends on the facts of each case.  A business discussion will 

not be considered substantial unless you can show that you actively engaged in the discussion, meeting, 

negotiation, or other business transaction to get income or some other specific business benefit.  You must 

be able to show that the business discussion was substantial in relation to the meal. Reg. §1.274-2(c) and 

(d) 

 

Example of Associated Entertainment/Meal 

 

Meals officially scheduled as part of a business conference or convention. 

 

Trade or Professional Association Meetings 

 

Reimbursements for meal expenses directly related to and necessary for attending business meetings or 

conventions of certain exempt organizations are excludable from wages if the expenses of your attendance 

are related to your trade or business.  These organizations include chambers of commerce, business 

leagues and trade or professional associations. Reg. §1.274-2(d) (3) 

 

Example:  A manager regularly buys lunch for all of the employees in her group after monthly group 

meetings in an effort to boost morale.  The manager and the employees are reimbursed by the employer.  

This does not meet either the directly-related test or the associated test and is not a qualified business 

meal.  The value of the meals is considered taxable to the manager and to the employees. 

 

Example:  A government official attends a meeting as a representative of his agency.  The meeting is 

followed by a dinner for which the official is reimbursed by this agency.  The meal reimbursement meets 

the associated business test, and therefore qualifies as an excludable business meal. 

 

C. De Minimis Exclusion for Occasional Meal Reimbursements 
 

Regularly-provided meal money does not qualify for the exclusion for de minimis fringe benefits provided 

by an employer.  Occasional meal money can meet an exception and be excludable, if the following three 

conditions are met: 

 

Å Occasional Basis - Meal is reasonable in value, and is not provided regularly or frequently, and 

Å Provided for Overtime Work - Overtime work necessitates an extension of the employee's normal 

work schedule, and 

Å Enables Overtime Work - Provided to enable the employee to work overtime. Meals provided on the 

employerôs premises that are consumed during the overtime period, or meal money expended for 

meals consumed during that period, satisfy this condition. Reg. §1.132-6(d) (2) 

 

If meal reimbursements are provided as part of a company policy or union contract it may not qualify as 

an excludable de minimis benefit because the benefit is required and is not occasional. The employer 

would normally have the opportunity to set up the administrative procedures for reporting the benefit, so 

accounting for it does not meet the ñadministratively impracticableò standard for de minimis benefits.  

Meal money calculated on the basis of number of hours worked (for example, $5.00 per hour for each hour 

worked over 8 hours) is never excludable as a de minimis fringe benefit. Reg. §1.132-6(d) (2) 
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Meal Taxability Policy (continued) 
 

Example: Nontaxable de minimis meal benefit 

 

A commuter ferry breaks down and engineers are required to work overtime to make repairs. 

After working 8 hours, the engineers break for dinner because they will be working for an additional 3 

hours.  The supervisor gives each employee $5.00 for a meal.  The meal is not taxable to the engineers 

because it was provided to permit them to work overtime in a situation that is not routine. 

 

Example: Taxable de minimis meal benefits 

 

An employer has a policy of reimbursing employees for breakfast or dinner when they are required to 

work an extra hour before or after their normal work schedule.  The reimbursements are taxable because 

the employer has a policy which indicates payments are routinely made.  In addition, the meal 

reimbursement does not enable the employee to work overtime, but is an incentive to do so. 

 

5. Substantiating Employee Meal Expense Reimbursements 
 

Meal expense reimbursement/allowance must meet the accountable plan rules in order to be excludable from 

wages.  An employer may reimburse employees using an actual expense or per diem method. 

 

Reimbursements for allowable business travel meals while traveling away from home overnight may be 

substantiated using either an actual expense method or a per diem method. 

 

Meals while not traveling, such as meals with meetings or overtime meals, must be substantiated using the 

actual expense method. 

 

If an employee chooses not to be reimbursed for expenses, the employee cannot claim the expenses on 

his/her personal tax return P.W. Havener, 23 TCM 539. 
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R. Surplus Equipment 
 

 

Surplus Property and Equipment Policy 

 

 

 

Applicability:   County-Wide 

 

Scope:   Disposal of County Surplus Property and Equipment 

 

Rationale:   To avoid stockpiling of surplus equipment and to maximize budgetary funds. 

 

Authority:    County Board has authorized the Risk & Purchasing Manager to dispose of surplus property and 

equipment (including computer equipment) and regulate its disposal in a manner deemed to be in the 

Countyôs best interest. 

 

1. Policy: 

 

A. It is the responsibility of Divisions, Departments, and Units to provide the Risk & Purchasing Manager with a 

list of Surplus Property and Equipment.  Surplus includes excess property, computer equipment, and supplies. 

 

B. Surplus shall be disposed in the Countyôs best interest in a manner deemed appropriate by the Risk & 
Purchasing Manager. 

 

C. Facilities Management & Construction will assist Purchasing in the delivery and storage of surplus property 

that has been determined to be in good working condition.  It is not the intent of this policy to have Facilities 

Management & Construction warehouse become a collection site for surplus property that is not in good 

working condition and/or not re-saleable.  

 

D. Sale of surplus goods and materials with a value up to $10,000 shall be approved by the Procurement Manager 

and in excess of $10,000 shall be approved by the Finance and Central Service Division Manager.  Sale of 

surplus real property must be approved by resolution of the County Board. 

 

E. Proceeds from the sale of surplus property shall be credited to a fund designated by the Finance and Central 

Services Division Manager. 

 

F. In determining the disposal method, the interests of Anoka County shall take precedence. 
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Surplus Equipment (continue) 

 

2.  Disposal 

 
When a division, department, or unit has surplus property, it will first determine the working condition of surplus property: 

 

Ç If the item(s) is in good working condition, division, department, or unit will complete the Surplus Property Form 

(attachment A) and forward it to Purchasing. 

 

Ç If the item(s) is repairable, Purchasing will work with Facilities Management & Construction or appropriate 

department to facilitate repairs.  If the cost of repair is determined to be more than the value of the item, useful 

parts will be removed (if possible) and the remaining items will be disposed. Purchasing will arrange for 

redistribution and/or storage. 

 

Ç If the item(s) is beyond repair, useful parts will be removed (if possible) and the remaining items will be disposed 

of.  

 

When the condition of the surplus property and equipment (including computer equipment) has been determined, the 

following procedures will be followed: 

 

 A. For computer equipment: 

 
For most situations, Information Technology (IT) will determine if the computer equipment will be disposed or 

transferred to another department.  All computer equipment deemed by IT to be useable will not be considered as 

surplus and will be redistributed by IS in a manner deemed appropriate.  All unusable equipment will be disposed 

of by following method: 

 

1. Owner of the computer equipment will complete the Disposal of Surplus Property form found on the Intra-Net. 

2. Purchasing staff will review the form and enter the computer equipment into the inventory and make 

arrangements for contracted vendor to pick up the computer equipment as needed. 

3. Purchasing will ensure that the contracted vendor deletes all data contained in the hard drive by obtaining 

Certificate of Data Erasure and ensure that all other computer equipment is disposed in accordance with all 

applicable regulations, rules, laws, and ordinances. 

4. A copy of the completed Surplus Property Form will be forwarded to Finance and Central Services Accounting 

to verify fixed asset disposal. 

 

B. For surplus furniture and other equipment: 

 

1. Owner of the surplus property will complete the Disposal of Surplus Property Form found on the Intra-Net. 

2. Purchasing staff will review the form and will endeavor to redistribute the surplus property.  If Purchasing 

cannot find anyone that needs the surplus property, they will make arrangements with Facility Management & 

Construction to move the surplus property to storage. 

3. Purchasing will list all items in the storage on the Intra-web for divisions, departments and units to look for 

surplus property. 

4. At least once a year Purchasing will hold an auction to dispose of the surplus property.  The Risk & Purchasing 

Manager will dispose of all items not sold at the auction/sale in a manner deemed to be in the Countyôs best 

interest. 

5. A copy of the completed Surplus Property Form will be forwarded to Finance and Central Services Accounting 

to verify fixed asset disposal. 
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Surplus Equipment (continued) 

 

C. For surplus vehicles: 

  
1. All surplus vehicles will be sold at a county auction or traded-in; trade-in amount must be higher than past 

auction price for a comparable vehicle. 

2. All trade-in amounts will be recorded as revenue. 

 

3.  Surplus Equipment Requests 

 
Divisions, Departments, or Units may request to have surplus items listed on the Intra-Net or surplus property email 

notification by e-mailing or calling Purchasing.  All items will be distributed on a first come basis. 

 

4.  Equipment Disposal 

 
The County may dispose its property by selling it at public auction to outside vendors, to the public, or to employees.  Prior 

to any sale of surplus property, Purchasing will make a public announcement of pending sale and/or auction.  Upon receipt 

of a completed bill of sale and payment, Finance and Central Services Accounting will be notified of the sale and they will 

remove the asset from the records. 

 

Recycling companies or waste disposal will dispose of all items not in working order or which are damaged beyond repair.  

Finance and Central Services Accounting will be notified to remove these assets from their records. 

 

5.  Employee Purchase 

 
Employees will be provided with the same notices as outside vendors or the public and will need to bid at public auction in 

order to purchase surplus property.  

 

6.  Proceeds From Sale of Surplus Property 

 
Proceeds from the sale of surplus property shall be credited to a fund designated by the Finance and Central Services 

Division Manager.  Monies from the sales of properties will be forwarded to the Finance and Central Services Treasury 

Manager to record and deposit into the appropriate account. 
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Surplus Equipment (continued) 

Property Disposal Form 
 

Division: Department: 

Form Completed by: Phone No: 

Disposal Approved by: Phone No: 

#1 

Computer  Monitor  Printer  Furniture:       

Office Equipment: Electronic Equip: 

Other: 

Manufacturer: Model: 

Serial Number: Asset Number: 

#2 

Computer  Monitor  Printer  Furniture:       

Office Equipment: Electronic Equip: 

Other: 

Manufacturer: Model: 

Serial Number: Asset Number: 

#3 

Computer  Monitor  Printer  Furniture:       

Office Equipment: Electronic Equip: 

Other: 

Manufacturer: Model: 

Serial Number: Asset Number: 

#4 

Computer  Monitor  Printer  Furniture:       

Office Equipment: Electronic Equip: 

Other: 

Manufacturer: Model: 

Serial Number: Asset Number: 

Notes:  

 

 

 

Disposal Date: Disposed by: 
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Surplus Equipment (continued) 

 

BILL OF SALE 

 
Date: ___________________, ________ 

 
In consideration of the payment of the sum of $___________, the receipt of which is hereby acknowledged, Anoka County 

sells and transfers to the purchaser in "AS IS"  

CONDITION WITH ALL FAULTS AND DEFECTS , the following property: 

 _____________________________________________________________________________ 

 _____________________________________________________________________________ 

 _____________________________________________________________________________ 

TO HAVE AND TO HOLD each and every item listed above, or in the attached sales order, to the purchaser, its successors 

and assigns forever. 

Anoka County hereby warrants that (I) Anoka County is the lawful owner of the property listed above, (II) Anoka County 

has good and lawful right to sell the same, (III) the title to such property is free from any encumbrance, and (IV) Anoka 

County will defend said title against the lawful claims of all person whomsoever. 

 

In Witness Whereof, Anoka County has caused this instrument to be executed in its name by a duly authorized 

representative. 

 

Seller: Anoka County    Purchaser:  ___________________________ 

  2100 3rd Ave      ___________________________ 

   Attn: Purchasing      ___________________________ 

  Anoka, MN 55303     _________________________ 

I understand that all property is sold ñAS ISò and has no warranty.  

Furthermore, I understand that all sales are final and Anoka County will 

not accept any returns. 

 

        By:  ___________________________ 

                   (Purchaser's Signature) 

        Date:   ___________________________ 

 

By: _______________________________________________  Date:_____________________ 

 (Signature of Authorized Representative of Anoka County) 

 

Title: ___________________________ Name: __________________________  
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S. Post-Issuance Compliance For Tax-Exempt Governmental Bonds and Build America Bonds 
 

A. Build America Bonds 

 

1. POLICY  

Anoka County (the ñCountyò) may issue tax-exempt governmental bonds as well as taxable Build America Bonds 

(ñBABsò) and Recovery Zone Economic Development Bond (ñRZEDBôsò) to finance capital improvements.  As 

an issuer of tax-exempt governmental bonds, BABs and RZEDBôs, the County is required by the terms of Sections 

103 and 141-150 of the Internal Revenue Code of 1986, as amended (the ñCodeò), and the Treasury Regulations 

promulgated there-under (the ñTreasury Regulationsò), to take certain actions subsequent to the issuance of such 

bonds to ensure the continuing tax-exempt status of such bonds.  In addition, Section 6001 of the Code and Section 

1.6001-1(a) of the Treasury Regulations, impose record retention requirements on the County with respect to its 

tax-exempt governmental bonds, BABs and RZEDBôs. 

 

2. DEFINITIONS  

Bond Counsel ï The law firm responsible for providing bond counsel services to the County. 

Financial Advisor ï The organization responsible for providing financial advisory services to the County. 

 

3. GENERAL INFORMATION  

The American Recovery and Reinvestment Act of 2009 (ñARRAò) authorized a number of state and local 

governments financing provisions intended to increase investment in the public sector.  One such provision 

authorizes the designation of certain bonds as BABs.  ARRA allows issuers in 2009 and 2010 to designate bonds 

(other than private activity bonds) as BABs.  In general, BABs may be issued to finance governmental purposes for 

which tax-exempt governmental bonds could otherwise be issued if the issuer had not designated them as BABs.  

An issuer can either elect to provide the investor in such bonds with a tax credit equal to 35% of the interest paid 

on the bonds or elect the ñDirect Paymentò option and receive a payment from the U.S. Treasury equal to 35% of 

the interest on the bonds when such interest is due.  Proceeds of BABs must be used for capital expenditures, but 

funding reasonably required for reserves and payment of costs of issuance are also permitted.  With minor 

exceptions for refunding certain temporary short-term bonds, they cannot be used to refund outstanding 

obligations. 

 

Provisions relative to the issuance of BABs and RZEDBs require certain restrictions on the use of funds and the 

pricing of the initial bond offering.  One such provision requires that the bonds not have an issue price or sale price 

in the initial offering which has more than a de minimis amount of premium over the stated principal amount of the 

bonds (determined under rules similar to the rules of Code Section 1273 (a)(3)).  Prior to issuance of any BAB or 

RZEDB, the County will require that Bond Counsel and the Financial Advisor determine the applicable premium 

limitations for any BAB or RZEDB to be issued.  The Financial Advisor will incorporate language into each notice 

of sale to clearly state the premium limitation for each maturity and require that the bid be submitted so as to 

provide the information necessary to verify that the bid meets the stated requirement.  As part of verification of 

each bid, the Financial Advisor will be responsible for determining if any bid meets all bidding parameters, 

including the premium limitation.  In a negotiated sale, the Financial Advisor will be similarly tasked with 

reviewing premium limitations and any proposed pricing to determine compliance.  Bond Counsel will require as a 

closing document, certification from the purchasing underwriter that states the issue price of the bonds and that no 

bond was issued with more than a de minimus premium. 
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Post-Issuance Compliance For Tax-Exempt Governmental Bonds and Build America Bonds (continued) 
 

4. PROCEDURES 
 

1. County Staff shall initiate the following post-issuance compliance actions or shall verify that the following 

post-issuance compliance actions have been taken on behalf of the County with respect to each issue of 

tax-exempt governmental bonds, BABs and RZEDBs issued by the County: 

 

a) Prepare a transcript of principal documents (this action will be the primary responsibility of Bond 

Counsel); and 
 

b) File with the Internal Revenue Service (the ñIRSò), within the time limit imposed by Section 149(e) 
of the Code and applicable Treasury Regulations, an Information Return for Tax-Exempt 

Governmental Obligations, Form 8038-G  and a Form 8038-B in the case of BABs (this action will be 

the primary responsibility of Bond Counsel); and 
 

c) For each issue of BABs, file with the IRS, no earlier than 90 days nor later than 45 days before each 

interest payment date, Form 8038-CP to ensure payment of the BABs direct federal payment; and 
 

d) Prepare an ñallocation memorandumò for each issue of tax-exempt governmental bonds and BABs in 

accordance with the provisions of Treasury Regulations, Section 1.148-6(d)(1), that accounts for the 

allocation of the proceeds of the tax-exempt bonds or BABs to expenditures not later than the earlier 

of: 
 

i) eighteen (18) months after the later of (A) the date the expenditure is paid, or (B) the date the 

project, if any, that is financed by the tax-exempt bond issue is placed in service; or 
 

ii)  the date sixty (60) days after the earlier of (A) the fifth anniversary of the issue date of the 

tax-exempt bond issue, or (B) the date sixty (60) days after the retirement of the tax-exempt 

bond issue; and 
 

e) In collaboration with Bond Counsel and the Financial Advisor, identify proceeds of tax-exempt 

governmental bonds, BABs and RZEDBs that must be yield-restricted and shall monitor the 

investments of any yield-restricted funds to ensure that the yield on such investments does not exceed 

the yield to which such investments are restricted; and 
 

f) In consultation with the Financial Advisor, determine whether the County is subject to the rebate 

requirements of Section 148(f) of the Code with respect to each issue of tax-exempt governmental 

bonds, BABs and RZEDBs.  In consultation with the Financial Advisor, determine, with respect to 

each issue of tax-exempt governmental bonds, BABs and RZEDBs, whether the County is eligible for 

any of the temporary periods for unrestricted investments and is eligible for any of the spending 

exceptions to the rebate requirements. Contact the Financial Advisor prior to the fifth anniversary of 

the date of issuance of each issue of tax-exempt governmental bonds, BABs and RZEDBôs of the 

County and each fifth anniversary thereafter to arrange for calculations of the rebate requirements 

with respect to such tax-exempt governmental bonds, BABs and RZEDBs.  If a rebate payment is 

required to be paid by the County, prepare or cause to be prepared the Arbitrage Rebate, Yield 

Reduction and Penalty in Lieu of Arbitrage Rebate, Form 8038-T, and submit such Form 8038-T to 

the IRS with the required rebate payment.  If the County is authorized to recover a rebate payment 

previously paid, prepare or cause to be prepared the Request for Recovery of Overpayments Under 

Arbitrage Rebate Provisions, Form 8038-R, with respect to such rebate recovery, and submit such 

Form 8038-R to the IRS. 
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Post-Issuance Compliance For Tax-Exempt Governmental Bonds and Build America Bonds (continued) 
 

2.  The issue price of a maturity of BABs may not include more than a de minimis amount of premium over 

the stated principal amount of the bond.  De minimis is determined as 0.25% of the stated redemption price 

at maturity multiplied by the number of complete years to the earlier of the optional redemption date or 

maturity.  The Financial Advisor, Bond Counsel and the County will monitor the activity of the bonds 

from the date the sale is awarded to the bond closing date to assure the premium rule is adhered to.  If this 

rule is violated, action will be taken to remedy the situation before the closing of the transaction. 

 

3.  County staff shall institute such procedures necessary and appropriate to monitor the use of the proceeds of 

tax-exempt governmental bonds, BABs and RZEDBs issued by the County, to verify that certain post-

issuance compliance actions have been taken by the County, and to provide for the inspection of the 

facilities financed with the proceeds of such bonds.  These procedures shall include the following: 

 

a) Monitor the use of the proceeds of tax-exempt governmental bonds, BABs  and RZEDBs to: 

(i) ensure compliance with the expenditure and investment requirements under the temporary 

period provisions set forth in Treasury Regulations, Section 1.148-2(e); 

(ii)  ensure compliance with the safe harbor restrictions on the acquisition of investments set 

forth in Treasury Regulations, Section 1.148-5(d); 

(iii)  ensure that the investments of any yield-restricted funds do not exceed the yield to which 

such investments are restricted; 

(iv) determine whether there has been compliance with the spend-down requirements under the 

spending exceptions to the rebate requirements set forth in Treasury Regulations, Section 

1.148 7; and 

 

b) Monitor the use of all bond-financed facilities in order to:  (i) determine whether private business 

uses of bond-financed facilities have exceeded the de minimus limits set forth in Section 141(b) of 

the Code as a result of leases and subleases, licenses, management contracts, research contracts, 

naming rights agreements, or other arrangements that provide special legal entitlements to 

nongovernmental persons; and (ii) determine whether private security or payments that exceed the 

de minimus limits set forth in Section 141(b) of the Code have been provided by nongovernmental 

persons with respect to such bond-financed facilities.  Provide training and educational resources 

to any County staff who have the primary responsibility for the operation, maintenance, or 

inspection of bond-financed facilities with regard to the limitations on the private business use of 

bond-financed facilities and as to the limitations on the private security or payments with respect 

to bond-financed facilities; and 

 

c) Monitor the use of proceeds of BABs and RZEDBs to ensure compliance with the requirements 

that (i) all proceeds (other than amounts placed in a reasonably required reserve fund and used to 

pay costs of issuance) are used to pay capital costs; and (ii) no more than two percent of the 

principal amount of the bonds are used to pay costs of issuance; and 

 

d) Complete the following with respect to each outstanding issue of tax-exempt governmental bonds,  

BABs and RZEDBs of the County:  (i) an annual review of the books and records maintained by 

the County with respect to such bonds; and (ii) an annual physical inspection of the facilities 

financed with the proceeds of such bonds, conducted by Finance Division Staff with the assistance 

with any County staff who have the primary responsibility for the operation, maintenance, or 

inspection of such bond-financed facilities. 

S.  Post-Issuance Compliance 

For Tax-Exempt Governmental Bonds 

and Build America Bonds (continued) 
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Post-Issuance Compliance For Tax-Exempt Governmental Bonds and Build America Bonds (continued) 
 

4. Collect and retain the following records with respect to each issue of tax-exempt governmental bonds, 

BABs  and RZEDBs of the County and with respect to the facilities financed with the proceeds of such 

bonds:  (i) audited financial statements of the County; (ii) appraisals, demand surveys, or feasibility studies 

with respect to the facilities to be financed with the proceeds of such bonds; (iii) publications, brochures, 

and newspaper articles related to the bond financing; (iv) trustee statements if applicable; (v) records of all 

investments and the gains (or losses) from such investments; (vi) trustee statements regarding investments 

and investment earnings if applicable; (vii) reimbursement resolutions and expenditures reimbursed with 

the proceeds of such bonds; (viii) allocations of proceeds to expenditures (including costs of issuance) and 

the dates and amounts of such expenditures (including requisitions, draw schedules, draw requests, 

invoices, bills, and cancelled checks with respect to such expenditures); (ix) contracts entered into for the 

construction, renovation, or purchase of bond-financed facilities; (x) an asset list or schedule of all bond-

financed depreciable property and any depreciation schedules with respect to such assets or property; (xi) 

records of the purchases and sales of bond-financed assets; (xii) private business uses of bond-financed 

facilities that arise subsequent to the date of issue through leases and subleases, licenses, management 

contracts, research contracts, naming rights agreements, or other arrangements that provide special legal 

entitlements to nongovernmental persons and copies of any such agreements or instruments; (xiii) 

arbitrage rebate reports and records of rebate and yield reduction payments; (xiv) resolutions or other 

actions taken by the governing body subsequent to the date of issue with respect to such bonds; (xv) formal 

elections authorized by the Code or Treasury Regulations that are taken with respect to such bonds; (xvi) 

relevant correspondence relating to such bonds; (xvii) documents related to guaranteed investment 

contracts or certificates of deposit, credit enhancement transactions, and financial derivatives entered into 

subsequent to the date of issue; (xviii) copies of all Form 8038Ts and Form 8038-Rs filed with the IRS; 

and (xix) the transcript prepared with respect to such tax-exempt governmental bonds, BABs and 

RZEDBs. 

 

The records collected shall be stored in any format deemed appropriate and shall be retained for a period 

equal to the life of the tax-exempt governmental bonds, BABs, and RZEDBs with respect to which the 

records are collected (which shall include the life of the bonds issued to refund any portion of such tax-

exempt governmental bonds or to refund any refunding bonds) plus three (3) years. 

 

5. In consultation with Bond Counsel and the Financial Advisor, County Staff shall be aware of the remedial 

actions under Treasury Regulations, Section 1.141-12, to be utilized in the event that private business use 

of bond-financed facilities exceeds the de minimus limits under Section 141(b)(1) of the Code.   In 

consultation with Bond Counsel, County Staff shall become acquainted with the Tax Exempt Bonds 

Voluntary Closing Agreement Program described in Notice 2008-31, 2008-11 I.R.B. 592, to be utilized as 

a means for an issuer to correct any post-issuance infractions of the Code and Treasury Regulations with 

respect to outstanding tax-exempt bonds. 

 

6. In addition to its post-issuance compliance requirements under applicable provisions of the Code and 

Treasury Regulations, the County has agreed to provide continuing disclosure, such as annual financial 

information and material event notices, pursuant to a continuing disclosure certificate or similar document 

(the ñContinuing Disclosure Documentò) prepared by Bond Counsel and made a part of the transcript with 

respect to each issue of bonds of the County that is subject to such continuing disclosure requirements.  

The Continuing Disclosure Documents are executed by the County to assist the underwriters of the 

Countyôs bonds in meeting their obligations under Securities and Exchange Commission Regulation, 17 

C.F.R. Section 240.15c2-12, as in effect and interpreted form time to time (ñRule 15c2-12ò).  The 

continuing disclosure obligations of the County are governed by the Continuing Disclosure Documents 

and by the terms of Rule 15c2-12.  The Finance and Central Services Division is primarily responsible for 

undertaking such continuing disclosure obligations and to monitor compliance with such obligations. 

S.  Post-Issuance Compliance 

For Tax-Exempt Governmental Bonds 

and Build America Bonds (continued) 
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7. Any action not identified in this Policy shall be undertaken by County Staff to ensure the continuing tax-

exempt status of any issue of governmental bonds of the County (or the status of BABs as Build  

America Bonds entitle to the federal direct payment), after consultation with Bond Counsel, the Financial 

Advisor and the Division Manager, Finance and Central Services. 

 

8. Taxable Governmental Bonds.  Most of the provisions of this Policy, other than the provisions of Section 

5, are not applicable to governmental bonds the interest on which is includable in gross income for federal 

income tax purposes (except for BABs, which are treated in most respects as governmental bonds for the 

purposes of this Policy).  On the other hand, if an issue of taxable governmental bonds is later refunded 

with the proceeds of an issue of tax-exempt governmental refunding bonds, then the uses of the proceeds 

of the taxable governmental bonds and the uses of the facilities financed with the proceeds of the taxable 

governmental bonds will be relevant to the tax-exempt status of the governmental refunding bonds.  

Therefore, if there is any reasonable possibility that an issue of taxable governmental bonds may be 

refunded, in whole or in part, with the proceeds of an issue of tax-exempt governmental bonds then, for 

purposes of this Policy, issue of taxable governmental bonds shall be treated as if such issue were an issue 

of tax-exempt governmental bonds and shall carry out and comply with the requirements of this Policy 

with respect to such taxable governmental bonds.  Advice of Bond Counsel shall be sought as to whether 

there is any reasonable possibility of issuing tax-exempt governmental bonds to refund an issue of taxable 

governmental bonds. 
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B. Tax-Exempt Governmental Bonds 

 

 The County of Anoka, Minnesota (the ñCountyò) issues tax-exempt governmental bonds to finance capital 

improvements.  As an issuer of tax-exempt governmental bonds, the County is required by the terms of Sections 103 and 

141-150 of the Internal Revenue Code of 1986, as amended (the ñCodeò), and the Treasury Regulations promulgated 

thereunder (the ñTreasury Regulationsò), to take certain actions subsequent to the issuance of such bonds to ensure the 

continuing tax-exempt status of such bonds.  In addition, Section 6001 of the Code and Section 1.6001-1(a) of the Treasury 

Regulations, impose record retention requirements on the County with respect to its tax-exempt governmental bonds.  This 

Post-Issuance Compliance Procedure and Policy for Tax-Exempt Governmental Bonds (the ñPolicyò) has been approved 

and adopted by the County to ensure that the County complies with its post-issuance compliance obligations under 

applicable provisions of the Code and Treasury Regulations. 

 

 1. Effective Date and Term.  The effective date of this Policy for the County is the date of approval by the 

Board of Commissioners of the County (the ñCounty Commissionersò), December 13, 2011.  This Policy shall remain in 

effect until superseded or terminated by action of the County Commissioners.  The County previously adopted post-

issuance policies or taxable bonds issued under the American Recovery and Reinvestment Act and this Policy is intended 

to be supplementary thereto and relate to the Countyôs tax-exempt bonds. 

 

 2. Responsible Parties.  The Division Manager, Finance and Central Services Division (the ñFinance 

Officerò) shall be the party primarily responsible for ensuring that the County successfully carries out its post-issuance 

compliance requirements under applicable provisions of the Code and Treasury Regulations.  The Finance Officer will be 

assisted by other County staff, as applicable, and officials when appropriate.  The Finance Officer will also be assisted in 

carrying out post-issuance compliance requirements by the following organizations: 

 

 (a) Bond Counsel (the law firm primarily responsible for providing bond counsel services for the 

County); 

 

 (b) Financial Advisor (the organization primarily responsible for providing financial advisor services 

to the County); 

 

 (c) Paying Agent (the person, organization, or County officer primarily responsible for providing 

paying agent services for the County); and 

 

 (d) Rebate Analyst (the organization primarily responsible for providing rebate analyst services for the 

County). 

 

The Finance Officer shall be responsible for assigning post-issuance compliance responsibilities to members of the other 

staff of the County, Bond Counsel, Paying Agent, and Rebate Analyst.  The Finance Officer shall utilize such other 

professional service organizations as are necessary to ensure compliance with the post-issuance compliance requirements 

of the County.  The Finance Officer shall provide training and educational resources to the County staff that are responsible 

for ensuring compliance with any portion of the post-issuance compliance requirements of this Policy. 

 

 3. Post-Issuance Compliance Actions.  County staff shall take the following post-issuance compliance actions 

or shall verify that the following post-issuance compliance actions have been taken on behalf of the County with respect to 

each issue of tax-exempt governmental bonds issued by the County: 

 

 (a) Prepare a transcript of principal documents (this action will be the primary responsibility of Bond 

Counsel). 
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 (b) File with the Internal Revenue Service (the ñIRSò), within the time limit imposed by Section 

149(e) of the Code and applicable Treasury Regulations, an Information Return for Tax-Exempt Governmental 

Obligations, Form 8038-G (this action will be the primary responsibility of Bond Counsel). 

 

 (c) As necessary, prepare an ñallocation memorandumò for each issue of tax-exempt governmental 

bonds in accordance with the provisions of Treasury Regulations, Section 1.148-6(d)(1), that accounts for the 

allocation of the proceeds of the tax-exempt bonds to expenditures not later than the earlier of: 

 

 (i) eighteen (18) months after the later of (A) the date the expenditure is paid, or (B) the date 

the project, if any, that is financed by the tax-exempt bond issue is placed in service; or 

 

 (ii)  the date sixty (60) days after the earlier of (A) the fifth anniversary of the issue date of the 

tax-exempt bond issue, or (B) the date sixty (60) days after the retirement of the tax-exempt bond issue. 

 

Preparation of the allocation memorandum will be the primary responsibility of the Finance Officer (in 

consultation with the Financial Advisor and Bond Counsel). 

 

 (d) County staff, in consultation with Bond Counsel, shall identify proceeds of tax-exempt 

governmental bonds that must be yield-restricted and shall monitor the investments of any yield-restricted funds to 

ensure that the yield on such investments does not exceed the yield to which such investments are restricted. 

 

 (e) In consultation with Bond Counsel, County staff shall determine whether the County is subject to 

the rebate requirements of Section 148(f) of the Code with respect to each issue of tax-exempt governmental 

bonds.  In consultation with Bond Counsel, the Finance Officer shall determine, with respect to each issue of tax-

exempt governmental bonds of the County, whether the County is eligible for any of the temporary periods for 

unrestricted investments and is eligible for any of the spending exceptions to the rebate requirements.  The Finance 

Officer shall contact the Rebate Analyst (and, if appropriate, Bond Counsel) prior to the fifth anniversary of the 

date of issuance of each issue of tax-exempt governmental bonds of the County and each fifth anniversary 

thereafter to arrange for calculations of the rebate requirements with respect to such tax-exempt governmental 

bonds.  If a rebate payment is required to be paid by the County, the Finance Officer shall prepare or cause to be 

prepared the Arbitrage Rebate, Yield Reduction and Penalty in Lieu of Arbitrage Rebate, Form 8038-T, and submit 

such Form 8038-T to the IRS with the required rebate payment.  If the County is authorized to recover a rebate 

payment previously paid, the Finance Officer shall prepare or cause to be prepared the Request for Recovery of 

Overpayments Under Arbitrage Rebate Provisions, Form 8038-R, with respect to such rebate recovery, and submit 

such Form 8038-R to the IRS. 

 

 4. Procedures for Monitoring, Verification, and Inspections.  The Finance Officer shall institute such 

procedures as the Finance Officer shall deem necessary and appropriate to monitor the use of the proceeds of tax-exempt 

governmental bonds issued by the County, to verify that certain post-issuance compliance actions have been taken by the 

County, and to provide for the inspection of the facilities financed with the proceeds of such bonds.  At a minimum, the 

Finance Officer shall establish the following procedures: 
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 (a) Monitor the use of the proceeds of tax-exempt governmental bonds to:  (i) ensure compliance with 

the expenditure and investment requirements under the temporary period provisions set forth in Treasury 

Regulations, Section 1.148-2(e); (ii) ensure compliance with the safe harbor restrictions on the acquisition of 

investments set forth in Treasury Regulations, Section 1.148-5(d); (iii) ensure that the investments of any yield-

restricted funds do not exceed the yield to which such investments are restricted; and (iv) determine whether there 

has been compliance with the spend-down requirements under the spending exceptions to the rebate requirements 

set forth in Treasury Regulations, Section 1.148-7. 

 

 (b) Monitor the use of all bond-financed facilities in order to:  (i) determine whether private business 

uses of bond-financed facilities have exceeded the de minimus limits set forth in Section 141(b) of the Code as a 

result of leases and subleases, licenses, management contracts, research contracts, naming rights agreements, or 

other arrangements that provide special legal entitlements to nongovernmental persons; and (ii) determine whether 

private security or payments that exceed the de minimus limits set forth in Section 141(b) of the Code have been 

provided by nongovernmental persons with respect to such bond-financed facilities.  The Finance Officer shall 

provide training and educational resources to any County staff that have the primary responsibility for the 

operation, maintenance, or inspection of bond-financed facilities with regard to the limitations on the private 

business use of bond-financed facilities and as to the limitations on the private security or payments with respect to 

bond-financed facilities. 

 

 (c) Undertake the following with respect to each outstanding issue of tax-exempt governmental bonds 

of the County:  (i) an annual review of the books and records maintained by the County with respect to such bonds; 

and (ii) an annual physical inspection of the facilities financed with the proceeds of such bonds, conducted by the 

Finance Officer with the assistance with any County staff who have the primary responsibility for the operation, 

maintenance, or inspection of such bond-financed facilities. 

 

 5. Record Retention Requirements.  County staff shall collect and retain the following records with respect to 

each issue of tax-exempt governmental bonds of the County and with respect to the facilities financed with the proceeds of 

such bonds:  (i) audited financial statements of the County; (ii) appraisals, demand surveys, or feasibility studies with 

respect to the facilities to be financed with the proceeds of such bonds; (iii) publications, brochures, and newspaper articles 

related to the bond financing; (iv) trustee or paying agent statements; (v) records of all investments and the gains (or losses) 

from such investments; (vi) paying agent or trustee statements regarding investments and investment earnings; 

(vii)  reimbursement resolutions and expenditures reimbursed with the proceeds of such bonds; (viii) allocations of 

proceeds to expenditures (including costs of issuance) and the dates and amounts of such expenditures (including 

requisitions, draw schedules, draw requests, invoices, bills, and cancelled checks with respect to such expenditures); 

(ix) contracts entered into for the construction, renovation, or purchase of bond-financed facilities; (x) an asset list or 

schedule of all bond-financed depreciable property and any depreciation schedules with respect to such assets or property; 

(xi) records of the purchases and sales of bond-financed assets; (xii) private business uses of bond-financed facilities that 

arise subsequent to the date of issue through leases and subleases, licenses, management contracts, research contracts, 

naming rights agreements, or other arrangements that provide special legal entitlements to nongovernmental persons and 

copies of any such agreements or instruments; (xiii) arbitrage rebate reports and records of rebate and yield reduction 

payments; (xiv) resolutions or other actions taken by the governing body subsequent to the date of issue with respect to 

such bonds; (xv) formal elections authorized by the Code or Treasury Regulations that are taken with respect to such 

bonds; (xvi) relevant correspondence, including letters, faxes or emails, relating to such bonds; (xvii) documents related to 

guaranteed investment contracts or certificates of deposit, credit enhancement transactions, and financial derivatives 

entered into subsequent to the date of issue; (xviii) bidding of financial products for investment securities; (xix) copies of 

all Form 8038-Ts, Form 8038-Rs, and Form 8038-CPs filed with the IRS and any other forms or documents filed with the  
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IRS; (xx) the transcript prepared with respect to such tax-exempt governmental bonds, including but not limited to (a) 

official statements, private placement documents, or other offering documents, (b) minutes and resolutions, orders, or 

ordinances or other similar authorization for the issuance of such bonds, and (c) certification of the issue price of such 

bonds; and (xxi) documents related to government grants associated with the construction, renovation, or purchase of bond-

financed facilities. 

 

 The records collected shall be stored in any format deemed appropriate by the Finance Officer and shall be retained 

for a period equal to the life of the tax-exempt governmental bonds with respect to which the records are collected (which 

shall include the life of any bonds issued to refund any portion of such tax-exempt governmental bonds or to refund any 

refunding bonds) plus three (3) years.  County staff shall also collect and retain reports of any IRS examination of the 

County or any of their bond financings. 

 

 6. Remedies.  In consultation with Bond Counsel, the Finance Officer shall become acquainted with the 

remedial actions (including redemption or defeasance) under Treasury Regulations, Section 1.141-12, to be utilized in the 

event that private business use of bond-financed facilities exceeds the de minimus limits under Section 141(b)(1) of the 

Code.  In consultation with Bond Counsel, the Finance Officer shall become acquainted with the Tax Exempt Bonds 

Voluntary Closing Agreement Program described in Notice 2008-31, 2008-11 I.R.B. 592, to be utilized as a means for an 

issuer to correct any post-issuance infractions of the Code and Treasury Regulations with respect to outstanding tax-exempt 

bonds. 

 

 7. Continuing Disclosure Obligations.  In addition to its post-issuance compliance requirements under 

applicable provisions of the Code and Treasury Regulations, the County has agreed to provide continuing disclosure, such 

as annual financial information and material event notices, pursuant to a continuing disclosure certificate or similar 

document (the ñContinuing Disclosure Documentò) prepared by Bond Counsel and made a part of the transcript with 

respect to each issue of bonds of the County that is subject to such continuing disclosure requirements.  The Continuing 

Disclosure Documents are executed by the County to assist the underwriters of the Countyôs bonds in meeting their 

obligations under Securities and Exchange Commission Regulation, 17 C.F.R. Section 240.15c2-12, as in effect and 

interpreted form time to time (ñRule 15c2-12ò).  The continuing disclosure obligations of the County are governed by the 

Continuing Disclosure Documents and by the terms of Rule 15c2-12.  The Finance Officer is primarily responsible for 

undertaking such continuing disclosure obligations and to monitor compliance with such obligations. 

 

 8. Other Post-Issuance Actions.  If, in consultation with Bond Counsel, Financial Advisor, Paying Agent, 

Rebate Analyst, the County Administrator, the County Attorney, or the County Commission, the Finance Officer 

determines that any additional action not identified in this Policy must be taken by County staff to ensure the continuing 

tax-exempt status of any issue of governmental bonds of the County, the Finance Officer shall take such action if the 

Finance Officer has the authority to do so.  If, after consultation with Bond Counsel, Financial Advisor, Paying Agent, 

Rebate Analyst, the County Administrator, the County Attorney, or the County Commission, the Finance Officer and the 

County Administrator determine that this Policy must be amended or supplemented to ensure the continuing tax-exempt 

status of any issue of governmental bonds of the County, the Finance Officer shall recommend to the County Board that 

this Policy be so amended or supplemented. 

 

 9. Taxable Governmental Bonds.  Most of the provisions of this Policy, other than the provisions of Section 

7, are not applicable to governmental bonds the interest on which is includable in gross income for federal income tax 

purposes.  On the other hand, if an issue of taxable governmental bonds is later refunded with the proceeds of an issue of 

tax-exempt governmental refunding bonds, then the uses of the proceeds of the taxable governmental bonds and the uses of 

the facilities financed with the proceeds of the taxable governmental bonds will be relevant to the tax-exempt status of the 

governmental refunding bonds.  Therefore, if there is any reasonable possibility that an issue of taxable governmental 

bonds may be refunded, in whole or in part, with the proceeds of an issue of tax-exempt governmental bonds then, for  
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purposes of this Policy, the Finance Officer shall treat the issue of taxable governmental bonds as if such issue were an 

issue of tax-exempt governmental bonds and shall carry out and comply with the requirements of this Policy with respect 

to such taxable governmental bonds.  The Finance Officer shall seek the advice of Bond Counsel as to whether there is any 

reasonable possibility of issuing tax-exempt governmental bonds to refund an issue of taxable governmental bonds. 

 

 10. Qualified 501(c)(3) Bonds.  If the County issues tax-exempt bonds to finance a facility to be owned by the 

County but which may be used, in whole or in substantial part, by a nongovernmental organization that is exempt from 

federal income taxation under Section 501(a) of the Code as a result of the application of Section 501(c)(3) of the Code (a 

ñ501(c)(3) Organizationò), the County may elect to issue the bonds as ñqualified 501(c)(3) bondsò the interest on which is 

exempt from federal income taxation under Sections 103 and 145 of the Code and applicable Treasury Regulations.  

Although such qualified 501(c)(3) bonds are not governmental bonds, at the election of the Finance Officer, for purposes of 

this Policy, the Finance Officer shall treat such issue of qualified 501(c)(3) bonds as if such issue were an issue of tax-

exempt governmental bonds and shall carry out and comply with the requirements of this Policy with respect to such 

qualified 501(c)(3) bonds. 
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PRORAM AREA  
          

    COUNTY GENERAL SERVICES  

     Management Appropriations 

     Regional Associations 

     County Administration 

     Miscellaneous Appropriations 

     Human Resources 

     Public Information 

     Internal Auditor 

     Diversity Coordinator 

     Minnesota Extension Services 

    FINANCE & CENTRAL SERVICES  

     Blaine H.S. Center Management 

     Facilities Management & Construction 

     Financial Management & Central Services 

     Accounting & Budget 

     Information Technology 

    PROPERTY RECORDS & TAXATION  

    COUNTY ATTORNEY  

    COURTS 
     Court Administration 

     Court Appointed Attorneys 

    SHERIFF 

    PUBLIC SERVICES 

     Administration ï Public Services & RDF 

     Highway 

     Parks & Recreation 

     Surveyor ï Geographic Information System 

     Transit & Volunteer Trans. 

     Wave Pool 

     Golf Course 

    HUMAN SERVICES  

     Economic Assistance 

     Social Services 

     Mental Health Services 

     Senior Services 

     Community Health & Envir Services 

     Community Corrections 

     Job Training Center 

     Coroner 

    GOVERNMENT SERVICES  

     Government Services ï Admin. 

     Integrated Waste Management 

     Central Communications 

     Veterans Services 

     Intergovernmental Relations 

     Election Services 

     License Bureau/Vital Statistics 

     Community Development 

    LIBRARY SERVICES  

     County Library 

     Law Library 
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A Partial Checklist of Good Practices For Government Cash Collections
*  

 

________  Know and follow your own departmentôs particular procedures for cash as identified below.  Refer questions to the responsible 

person. 

 

            Limit the chain of custody for handling money to minimum number of persons required. 

 

            Separate duties between two or more persons in the custody (cashier) and accounting (bookkeeping) for cash. 

 

            If separation is impractical then increase monitoring by supervision, personnel rotation, or results monitoring. 

 

            Prepare a pre-numbered receipt for money received and account for the sequence of numbers. 

 

            If a receipt is voided retain original and all copies in the receipt book. 

 

            Make daily bank deposits of money collected and balance to receipt book entries for that day. 

 

            Do not cash a check for someone from currency collected but not yet deposited. 

 

            Always offer a receipt to the person paying money.  Establish a uniform procedure for handling refused receipts. 

 

            Except as needed to keep official records, avoid publishing or otherwise disclosing how much money is handled. 

 

            Vary the times and occasionally the routes for taking money to the bank. 

 

            When counting/transporting money, avoid making it obvious.  Place the contents in an unmarked carrying case. 

 

            Scan incoming checks for unusual patterns, especially if a refund is due, and inform your supervisor of concerns. 

 

            Scan incoming large currency dominations for possibility of counterfeiting. 

 

            Payment overages should not be returned until the check is validated as collected. 

 

            Responsible personnel should establish a supervisory plan for cash receipt activities. 

 

            Deposit preparation steps ï sorting, counting and listing ï are done out of sight. 

 

            Money collected, in any circumstance, is secured or locked even if the custodian is temporarily away. 

 

            Whenever practical, receipts given to the public should be electronically time stamped.  

 

            At least annually, review your experiences and this checklist to help ensure adherence to good practices.  

 

_______________________________________ 
 

 * These are customary practices designed for general use and do not take precedence over  

established department procedures.  To be fully successful additional changes to the checklist may be necessary. 
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GOVERNMENT FINANCE OFFICERS ASSOCIATION 

CODE OF PROFESSIONAL ETHICS 

 

The Government Finance Officers Association of the United States and Canada is a professional organization of 

public officials united to enhance and promote the professional management of government financial resources by 

identifying, developing and advancing fiscal strategies, policies and practices for the public benefit. 

 

To further these objectives, all government finance officers are enjoined to adhere to legal, moral and professional 

standards of conduct in the fulfillment of their professional responsibilities.  Standards of professional conduct as 

set forth in the code are promulgated in order to enhance the performance of all persons engaged in public finance. 

 

1. Personal Standards 

 

Government finance officers shall demonstrate and be dedicated to the highest ideals of honor and integrity in all 

public and personal relationships to merit respect, trust and confidence of governing officials, other public officials, 

employees and of the public. 

 

A. They shall devote their time, skills and energies to their office both independently and in cooperation 

with other professionals.  

B. They shall abide by approved professional practices and recommended standards. 

 

2. Government finance officers shall recognize and be accountable for their responsibilities as officials in the 

public sector.  

 

A. They shall be sensible and responsive to the rights of the public and its changing needs. 

B. They shall strive to provide the highest quality of performance and counsel. 

C. They shall exercise prudence and integrity in the management of funds in their custody and in all 

financial transactions. 

D. They shall uphold both the letter and the spirit of the constitution, legislation and regulations governing 

their actions and report violations if the law to the appropriate authorities. 

 

3. Government finance officers shall be responsible for maintaining their own competence, for enhancing the 

competence of their colleagues, and for providing encouragement to those seeking to enter the field of 

government finance.  Finance officers shall promote excellence in the public service. 
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GOVERNMENT FINANCE OFFICERS ASSOCIATION 

CODE OF PROFESSIONAL ETHICS 

 

4. Government finance officers shall demonstrate professional integrity in the issuance and management of 

information. 

 

A. They shall not knowingly sign, subscribe to, or permit the issuance of any statement or report which 

contains any misstatement or which omits any material fact. 

B. They shall prepare and present statements and financial information pursuant to applicable law and 

generally accepted practices and guidelines. 

C. They shall respect and protect privileged information to which they have access to by virtue of their 

office. 

D. They shall be sensitive and responsible to inquiries from the public and the media, within the framework 

of state or local government policy. 

 

5. Government finance officers shall act with honor, integrity and virtue in all professional relationships. 

 

B. They shall exhibit loyalty and trust in the affairs and interests the government they serve, within the 

confines of this Code of Ethics. 

C. They shall not knowingly be a part to or condone any illegal or improper activity. 

D. They shall respect the rights, responsibilities and integrity of their colleagues and other public officials 

with whom they work and associate. 

E. They shall manage all matters of personnel within the scope if their authority so that fairness and 

impartiality govern their decisions. 

F. They shall promote equal employment opportunities, and in doing so, oppose any discrimination, 

harassment or other unfair practices. 

 

6. Government finance officer shall actively avoid the appearance of or the fact of conflicting interests. 

 

A. They shall discharge their duties without favor and shall refrain from engaging in any outside matters of 

financial or personal interest incompatible with the impartial and objective performance of their duties 

B. They shall not, directly or indirectly, seek or accept personal gain which would influence, or appear to 

influence, the conduct of their officials. 

C. They shall not use public property or resources for personal political gain. 
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NATIONAL INSTITUTE OF GOVERNMENTAL PURCHASIHNG  

CODES OF ETHICS 

 

The Institute believes, and it is a condition of membership, that the following ethical principles should govern the 

conduct of every person employed by a public sector procurement or material management organization. 

 

 Seeks or accepts a position as head or employee only when fully in accord with professional principles applicable 

thereto, and when confident of possessing the qualifications to serve under those principals to the advantage of the 

employing organization. 

 Believes in the dignity and worth of the service rendered by the organization and the societal responsibilities 

assumed as a trusted public servant. 

 Is governed by the highest ideals of honor and integrity in all public and personal relationships in order to merit 

the respect and inspire the confidence of the organization and the public being served. 

 Believes that personal aggrandizement or personal profit obtained through misuse of public or personal 

relationships is dishonest and not tolerable. 

 Identifies and eliminates participation of any individual in operational situations where a conflict of interest may 

be involved. 

 Believes that members of the Institute and its staff should at no time or under any circumstances accept directly or 

indirectly, gifts, gratuities, or other things of value from suppliers which might influence or appear to influence 

purchasing decisions. 

 Keeps the governmental organization informed, through appropriate channels, on problems and progress of 

applicable operations by emphasizing the importance of facts. 

 Resists encroachment on control of personnel in order to preserve integrity as a professional manager.  Handles all 

personnel matters on a merit basis.  Politics, religion, ethnicity, gender and age carry no weight in personnel 

administration in the agency being directed or served 

 Seeks or dispenses no personal favors.  Handles each administrative problem objectively and emphatically, 

without discrimination. 

 Subscribes to and supports the professional aims and objectively of the National Institute of Governmental 

Purchasing, Inc. 
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Appendix F 

 

 

BOARD OF COUNTY COMMISSIONERS 

Anoka County, Minnesota 

DATE:   January 4, 2011   RESOLUTION #2011-4 

OFFERED BY COMMISSIONER:   Sivarajah  
 

 
 
 

RELATING TO DELEGATION OF AUTHORITY FOR 
APPROVING TRAVEL AND TRAINING 

 
 
 WHEREAS, the county board has in the past delegated authority to the Management Committee of 
the Anoka County board for the authorization for travel and training on the part of county employees; and, 
 
 WHEREAS, the county board policy on employee travel has been that all travel as outlined in the 
travel policy must have prior approval of the board even though a general allowance has been made in the 
budget process for travel costs; and, 
 
 WHEREAS, the Anoka County division managers/department heads are authorized to approve 
travel, conferences, training, etc., up to and including $500 within Minnesota; and, 
 
 WHEREAS, the county administrator is authorized to approve travel, conferences, training, etc., 
over $500, up to and including $750 within Minnesota: 
 
 NOW, THEREFORE, BE IT RESOLVED by the Anoka County Board of Commissioners that the 
county board affirms the travel and training policy as stated in ñAttachment Aò and delegates the authority 
to the Management Committee to authorize such travel and training within the policy guidelines for 2011 
attached hereto. 
 
 BE IT FURTHER RESOLVED that the Anoka County Board of Commissioners authorizes the 
Human Resources director to make these changes to the Personnel Rules and Regulations. 
 
 BE IT FINALLY RESOLVED that copies of this resolution are forwarded to each division 
manager/department head of Anoka County. 
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STATE OF MINNESOTA) 
COUNTY OF ANOKA     )   

SS 

 I, Terry L. Johnson, County 
Administrator, Anoka County, Minnesota, 
hereby certify that I have compared the 
foregoing copy of the resolution of the 
county board of said county with the original 
record thereof on file in the Administration 
Office, Anoka County, Minnesota, as stated 
in the minutes of the proceedings of said 
board at a meeting duly held on January 4, 
2011, and that the same is a true and 
correct copy of said original record and of 
the whole thereof, and that said resolution 
was duly passed by said board at said 
meeting. 
 Witness my hand and seal this 4th 
day of January 2011. 
 
 
 

TERRY L. JOHNSON 
COUNTY ADMINISTRATOR 

 

 

 
YES 

 

  
NO 

 

   

DISTRICT #1 ï LOOK X 
 

 
   

DISTRICT 2 ï WESTERBERG X 
 

 
   

DISTRICT #3 ï WEST X 
 

 
   

DISTRICT #4 ï KORDIAK X 
 

 
   

DISTRICT #5 ï  LEDOUX X 
 

 
   

DISTRICT #6 ï SIVARAJAH X 
 

 
   

DISTRICT #7 ï ERHART  
 

X 
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Appendix F (continued) 
 
 

ñATTACHMENT Aò 
 

2011 TRAVEL AND GENERAL EXPENSE REIMBURSEMENT POLICY 
 

ANOKA COUNTY, MINNESOTA 
 
 

INTRODUCTION: 
 
This policy has been adopted by the county board of commissioners of Anoka County, Minnesota, to be 
consistent with Minnesota Statutes for claims against the county incurred by employees in the conduct of 
official Anoka County business.  Further, this policy is designed to provide the basis for determination that:  
there is authority for county expenditure, the expenditure serves a public purpose, and finally, the 
expenditure is necessary and directly related to the betterment of the functions of Anoka County 
Government. 
 
 
APPLICATION AND ADMINISTRATION: 
 
This policy shall apply to all employees and elected officials of Anoka County.  Additionally, ñofficials-electò 
may be reimbursed under this policy for county business-related expenses from the date their election is 
certified until the date that they are sworn into their elective position.  In the event that there should be any 
conflict between this policy and any current collective bargaining agreement between a recognized 
bargaining unit and Anoka County, the bargaining agreement shall control.  This policy shall be 
administered and interpreted by the county administrator under the direct supervision of the county board.  
In the event that there are recurring unique circumstances which exist in a particular department and may 
pose a conflict or inconsistency with this policy, that specific division manager/department head may 
establish special policies and rules of procedure to cover these circumstances.  Said special policies and 
rules shall not be applicable until such time that they have been reviewed and approved by the county 
administrator or the county board. 
 
 
TRAVEL/TRAINING REQUESTS AND APPROVAL: 
 
Travel/training out of Minnesota requires the approval of the Management Committee and the county 
board.  A written request for travel authorization shall be made in advance of the departure date by the 
division manager/department head and/or county commissioner and shall contain: the number of days, 
location, purpose, and approximate cost of the travel. 
 
In the event that an employee or elected official shall deem it necessary to travel on short notice and prior 
approval of the Management Committee cannot be obtained, the chairman of the county board or the 
chairman of the Management Committee may authorize travel out of Minnesota. 
 
It is the division managerôs/department headôs responsibility to remain within the travel allocation in the 
current yearôs budget.  Approval of travel is required as follows: 
  

 



  

79 

Appendix F (continued) 
 
 
 
 

Destination Amount Approval Required 

MN $ 0-500 Division/Department 
Head 

MN $ 501-750 County Administrator 

MN Over $750 Management Committee 

Outside MN $ 0 and up Management Committee 

 
While not encouraged, overnight travel may be occasionally necessary within the 100-mile radius of the 
Anoka County Government Center.  That travel must be authorized by the management committee in 
order to be considered approved. 
 
 
Travel - Non-Conference/Training  Non-overnight travel outside Minnesota that is required as part of an 
employeeôs normal work assignments may be approved by the division manager, department heads not 
reporting to a division manager, or county administrator up to the prevailing dollar limitations of the travel 
policy.  The county attorney and the county sheriff may approve travel expenses (including overnight 
travel) of employees in their offices required as a part of their normal work assignment. 
 
 
BILLINGS: 
 
Employees who have been granted the use of a procurement card shall make travel and accommodation 
arrangements using the procurement card.  If a procurement card cannot be used, they should make travel 
and accommodation arrangements in advance and request that Anoka County be billed.  If using a 
procurement card or advanced direct billing cannot be arranged, a purchase order should be requested 
from the Purchasing Office.  All authorized travel expenses which are not billed directly to the county or 
covered by per diem allowance are to be paid by the employee, subject to reimbursement upon approval of 
a travel expense claim. 
 
 
TRAVEL ADVANCES: 
 
In accordance with Minnesota Statutes and when a situation warrants it, a cash advance may be issued 
prior to departure with the approval of the county administrator.  Such requests will be considered the 
exception to normal county travel policy. 
 
 
TRAVEL AUTHORIZATION GUIDELINES: 
 
In order for division managers/department heads to determine that type of travel which is most valuable to 
the improvement of county operations, the following guidelines are established: 
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Appendix F (continued) 
 
1. The costs of the conference, institute, training program, and related travel must be within the annual 

travel expense budget appropriation approved by the county board.  For elected officials this 
amount shall not exceed $5,000 per person annually. 

 

2. Efforts should be made to limit the number of employees from a department who will attend a 
conference, institute, or training program to avoid excess expenditure.  Training dollars should be 
utilized in an efficient manner in order to benefit the most number of employees possible, rather 
than just a select few. 

 

3. A demonstration of making essential contacts or obtaining significant information that is important to 
the improved operations and functions of Anoka County and the respective department is essential 
prior to travel authorization. 

 

4. Utmost discretion must be exercised by division managers/department heads submitting requests 
for out-of-Minnesota area travel.  Conferences must be unquestionably professional in content and 
should be requested only when a comparable conference cannot be found locally in the same 
calendar year. 

 

5. A report shall be submitted to the authorizing authority following the conference outlining the value 
and what was learned so that others can benefit from the dollars expended. 

 
AUTHORIZED EXPENSES: 
 
1. Privately Owned Automobile - Employees may be reimbursed for traveling on official county 

business with a private automobile at the prevailing allowable mileage rate established periodically 
by the Internal Revenue Service (IRS).  Mileage shall be paid on the most reasonable direct route.  
Employees are eligible for mileage reimbursement: 

 

A. when a private vehicle is used for official county business; and, 
 

B. for miles traveled in excess of those which the employee would normally have had to travel 
from residence to the Courthouse/Government Center or work site and return; and, 

 

C. total mileage shall be allowed for travel on a non-work day. 
 
2. Parking - Employees using private automobiles and county vehicles shall be reimbursed on an 

actual expense basis for parking.  Receipts for such payments shall be submitted with the expense 
reimbursement request whenever possible. 

 
3. Out-of-Area Automobile Travel - Payment for expenses for transportation by personal vehicle for 

out-of-area travel shall be made on the basis of a single coach air fare or actual mileage, whichever 
is less.  When personal vehicles are used in driving to out-of-area locations not available by 
commercial transportation, travel reimbursement shall be made on an actual mileage basis. 

 
4. Commercial Transportation - Employees may travel in-state and out-of-area by commercial 

transportation when authorized.  Air transportation shall be by coach class utilizing advance 
reservation rates, when possible.  First class railroad accommodations shall be standard and shall 
include lower berth or roomette in case of overnight travel. 
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Appendix F (continued) 
 
5. Car Rental - Employees may use a rental vehicle at county expense with Management Committee 

approval.  When using rental vehicles, or other transportation, it is required that the lowest 
reasonable rate be sought and/or utilized. 

 
6. Lodging, Meals, and Incidentals - Employees may claim reimbursement for lodging, meals, and 

incidentals at actual cost in accordance with the following: 
 

A. Charges for lodging will be reimbursed for only one night prior to the formal start and/or one 
night beyond the end of the conference, seminar, meeting, etc., and those nights when the 
event is actually in session.  Receipts shall be submitted for reimbursement.  An exception 
can be made if it can be clearly documented that a reduced air fare or other travel cost can 
be obtained by staying additional days (i.e., over a Saturday night).  The reduction in air fare 
must exceed the additional lodging and meal costs. 

 
1) Persons designated by the County as ñLocal Officialsò (see Resolution #2011-3) may 

opt for a lodging per diem versus claiming actual costs for lodging.  The lodging per 
diem shall be equal to the IRS allowable amounts as determined by the General 
Services Administration (GSA) index (www.gsa.gov/mie). 

 

B. Except as provided for in the Public Purpose Policy, off-site approved meals (without an 
overnight stay) will be reimbursed only if outside a 100-mile radius from the Anoka County 
Government Center using the following breakdown: 

 
 Breakfast  $10 
 Lunch $15 
 Dinner $25 

 
 *Total reimbursement cannot be in excess of IRS per diem rates for that city. 
 
 Meal expenses in excess of the maximum will require special employee justification and 

itemized receipts.  They must also be approved by the Management Committee. 
 

 

C. Meals with an overnight stay shall be reimbursed at the per diem equal to the IRS allowable 
amounts as determined by the General Services Administration (GSA) index 
(www.gsa.gov/mie).  The IRS allowable per diem for meals also includes incidental 
expenses which may not be claimed for reimbursement if the per diem option is exercised. 
 

D. In the event that meals are included in any registration or tuition fee, actual charges for those 
meals shall not be reimbursable. 

 
7. Telephone Charges - Employees may claim reimbursement for telephone charges at actual cost in 

accordance with the following: 
 

A. Charges incurred by the employee for county-related business phone calls from his/her 
home phone or personal cellular phone or charged to an employeeôs calling or credit card if 
away from home. 

http://www.gsa.gov/mie


  

82 

Appendix F (continued) 
 
B. Charges incurred by the employee for county-related business phone calls received on 

his/her personal cellular phone or other communications device. 
 

C. County-owned and authorized telephones and cellular phones should be billed to the county 
directly and charges or costs incurred paid through normal county payment procedures. 

 

D. Employees are not permitted to charge personal long distance phone fees through the 
county phone system.  In the rare instance when an employee might inadvertently, or in the 
case of an emergency, incur long distance charges for a personal call, the employee is 
responsible for reporting the personal call to the supervisor and must reimburse the county 
for the actual costs incurred plus applicable taxes. 

 
TRAVEL TIME: 
 
County employees may be authorized work time (excluding Saturdays, Sundays, and holidays) for travel 
out-of-area the day prior to, the day of, and the day following the convention or meeting date(s). 
 
TRAVEL EXPENSES OF SPOUSE OR OTHER MEMBERS OF THE FAMILY: 
 
If an employeeôs spouse or family accompanies him or her on a county business trip, the expenses 
attributable to the spouse or family members' travel, meals, lodging, etc., are in no circumstances 
reimbursable.  If a spouse or family member accompanies an employee on a business trip, the 
reimbursable business expense for transportation and lodging is the single rate cost of accommodations 
for the employee. 
 
TRAVEL AND MISCELLANEOUS EXPENSE CLAIM: 
 
An expense claim in order to be considered for reimbursement shall be prepared after return from travel 
and presented to the Finance and Central Services Division with division manager/department head 
approval in accordance with the adopted county financial policy. 
 
AIRLINE TRAVEL BENEFITS: 
 
Any Anoka County employee or elected official, who uses airline travel for county business, must report the 
receipt of any credits or other benefits (such as frequent flyer miles) to the county by notifying the 
Accounting and Budget Department within 90 days of receipt of any such benefits or credit.  Any employee 
or elected official may accrue credits or other benefits to be used by the individual for additional airline 
travel only for county business. 
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Appendix G 

 

 
DATE:  January 4, 2011  RESOLUTION #2011-8 

OFFERED BY COMMISSIONER:  Berg  
 

 
 

RESOLUTION AWARDING THE BID FOR 
PUBLICATION OF THE ANOKA COUNTY FINANCIAL STATEMENT 

AND THE OFFICIAL PROCEEDINGS OF THE 
ANOKA COUNTY BOARD 

 
 

WHEREAS, the bids received for publication of the countyôs financial statement and official 
proceedings of the county board have been received and reviewed to ensure that the bid award best 
serves the public interest based on cost, circulation numbers, geographic circulation area, and publishing 
deadlines which impact timely publication: 

 
NOW, THEREFORE, BE IT RESOLVED that the Anoka County Board of Commissioners awards 

the bid for publication of the Anoka County Financial Statement and the Official Proceedings of the Anoka 
County board as follows: 
 
1. Anoka County Union (Contract #2010-0372) be designated as the pri mary legal newspaper of Anoka 

County and as such shall publish legal publications, advertisements or description of advertisements, and 

the proceedings of the Board of Commissioners of Anoka County for the year ending December 31, 

2011.  Where publication of a summary of the proceedings will adequately inform the public of the substance 

of the proceedings, a summary may be published. 

 
2. Quad Community Press (Contract #2010-0371) be designated as the secondary legal newspaper in which the 

notice and list of real estate taxes remaining delinquent in Anoka County on the first working day of 

January 2011 may be published. 

 
3. Anoka County Union (Contract #2010-0372) be designated as the newspaper in which the first publication 

of the financial statement for the year ending December 31, 2010, may be published. 

 
4. The second publication of the financial statement for the year ending December 31, 2010, may be printed 

by Press Publications (Quad) (Contract #2010-0371) and distributed as an insert by the following papers: 

 
 St. Croix Valley Peach - F.L. Shopper   (Contract #2010-0370) 

  Quad Community Press    (Contract #2010-0371) 
 

5. Anoka County Union (Contract #2010-0372) be designated as the newspaper in which the proceedings of the 

County Board of Appeal and Equalization for the year ending December 31, 2011, may be published. 

 
BE IT FINALLY RESOLVED that a copy of this resolution is forwarded to each newspaper and to 

the division managers and department heads of Anoka County. 
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Appendix G (continued) 
 

 

 
 
 
 

 
 

 

STATE OF MINNESOTA) 
COUNTY OF ANOKA     )   

SS 

 I, Terry L. Johnson, County 
Administrator, Anoka County, Minnesota, 
hereby certify that I have compared the 
foregoing copy of the resolution of the county 
board of said county with the original record 
thereof on file in the Administration Office, 
Anoka County, Minnesota, as stated in the 
minutes of the proceedings of said board at a 
meeting duly held on January 4, 2011, and 
that the same is a true and correct copy of 
said original record and of the whole thereof, 
and that said resolution was duly passed by 
said board at said meeting. 
 Witness my hand and seal this 4th day 
of January 2011. 
 
 
 

TERRY L. JOHNSON 
COUNTY ADMINISTRATOR 

 

 

 
YES 

 

  
NO 

 

   

DISTRICT #1 ï LOOK X 
 

 
   

DISTRICT #2 ï 

WESTERBERG X 
 

 
   

DISTRICT #3 ï WEST X 
 

 
   

DISTRICT #4 ï KORDIAK X 
 

 
   

DISTRICT #5 ï  LEDOUX X 
 

 
   

DISTRICT #6 ï SIVARAJAH X 
 

 
   

DISTRICT #7 ï ERHART X 
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