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These financial policies set forth the basic framework for the overall fiscal management of Anoka Co
With ever changing circumstances and conditions, these policies assist the dwaisiiog process of the
County Board and the administration of county affairs. These policies provide guidelines for evaluating
both current activities and proposéds future programs.

Most of the policies represent loisganding 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 ahges authorized by County Board action.

Anoka County Mission Statement

fiTo preserve the public trust
by serving Anoka County citizens,
in arespectful innovative, and
fiscally responsible manner . 0
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A. Accounting, Auditing and Financial Reporting Poliages

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. TheStateAudior 6 s Of fice will audit county records a
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 memberamtal 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 appointachairofthec o mmi t t e e . This committeeds respons
Audit Charter Statement.

5. The financial data maintained by tAecounting andBudget Department, will be the official
Anoka County books. All subsystems will reconcile to the @ficounty system monthly.

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

7. The Accountingand BudgeDepartment will prepare monthly financial reports for internal
management purposes.

8. The County Board, at its digetion, may assign fund balance for a specific purpose to be spent in
future years The County Board delegates the authoritagsignfund balance, as required for
prudent fiscal management, to the Division Manager of Finance and Central Services.

9. Annually, theAccounting and Budgddepartment 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 countywill annually submit its comprehensive annual financial report to the Government
Finance Officers Association (GFOA) to deter mi
Certificate of Achievement for Excellence in Financial Reporting.

11. The Management Comrteée of the Anoka County Board of Commissionersjhesdiction over
these An&a 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 diuthe: balance that is not in
spendable form as Nespendable 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. Iniddd, 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.

4
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At the end of each fistgear, the County will repodssignedfund balance for equipment
replacement according to the Countyodés Capital

Special Revenue Funds Cash Floit the end of each fiscal yeahe County will maintaira
Spendablé Assigned portion of the fund balance &ash flow

General Fund Cash FlowAt the end of each fiscal year, the County will maine8pendablé
Unassigned portion of the fund balance@ash Flow in a range equal36i 50% of the General
Fund net county sharén addition to cash flow needs this anumodates emergency contingency
concerns.

In the event that amountsaintainedor cash flow fall above or below the desired range, the
Division Manager of Finance and Central Servisiesll report such amounts to the County Board
as soon as practical aftthe end of the fiscal yea8hould the actual amountaintainedor Cash
Flow fall above or below the desired range, the County shall create a plan to restore the
appropriate levels.

The resources classified as unassigned can be used to cover expsriditrevenues not yet
received.

When both restricted and unrestricted resource.

first use restricted resources, and then use unrestricted resources as they are needed. When

committed, assignedoruwmas i gned resources are available for

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 whicle&isjods 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 reversieNew services will be considered for funding within
available resource.

B. Anoka County wi-Upoutéebomeca adbbbobtami on appr oas
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
beginnirg of the fiscal year.

D. The county enterprise operations are intended to begafforting, i.e., current revenues will
cover current expenditures, including capital improvements and depreciation. The enterprise
operations are to be reviewed annuallydelf-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
availableresources 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
expendituresmag ot exceed the total for any program, w
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 adjustmerttaussfers which will increase
the programbs adopted net budget (county shar
adjustments that are made to facilitate a department restructuring.

B. County Board approval is required for any budget adjustmearamsfer which, in total,
exceeds either $250,000 or 5% of a programbs
adjustments under $10,000 may be approved as provided in C. & D. below.

C. Management Committee approval is required for all budget adjustmenamsiens made to
employee compensationr 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 Maoads,
designee when unavailable, if reallocations within a program are determined to be needed, as
l ong as there is no effect on the programds r
compensation or to capital outlay is less than $10,000.

6
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E. Under no cicumstances should budget adjustments be split to avoid approval limits.

F. All budget adjustments requiring Management Committee or County Boprdvah should
be brought before the Pr ogpprapndespri®® toecoming t ee of
beforethe Management Committee or County Board.

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 mafain anunassigned fund balanta& cash flowand
contingencie$n the General Fundo support operatiorend unforeseen items and evamtsl
current tax revenues are received. Based upon theasgmal collection of local taxes and
the associatedaie County Program Aidevenuesthe GeneraFundshould maintairan
unassigned fund balaneéyear end:qualing 3550% of operationswhich is calculated as
total budgeted operating expenditures less bedigeperating (notax) revenues (net county
shae).

B. The County Board or its designee, at its discretion, may assign fund balance for a specific
purpose to be spent in future yed@sogramsnay budget for the use of trmmmitted or
assignedund balance during the annual budget process. All budgedtatents during the
year, which utilize fund balance, require County Board approval.

Additionally, the budget for funds obtained under M.S. 387.213asignedor drug
enforcement in the General Fund, may be adjusted without board approval afteatimrifio
the Finance Division Manager. The Public Safety Committee will receive an annual report
regarding these expenditures.

All unencumbered appropriations and encumbered purchases less than $1,000 lapse at year end.
However, the appropriation autlity 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
ensuinggy ear, may be transferred to the subsequent
year appropriation is reduced and the subsequent year appropriation is increased.

The County may utilize unspent operating budget from current and previous yganshase

capital expenditures, requested and approved d
ti med i n n dmecapial expefdituees aventems which occur on an infrequent basis

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

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

to purchase the ortame capital expenditures.

The County will maintain a budgetary control system to ensure adber® 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 expersggracts and fees, capital outlay, debt service, grants
and purchase of services, miscellaneous appropriations, and other financing uses) within each
program.
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The county will coordinate development of the Capital Improvement Budget (CIB) with the
devdopment 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.

The Capitalization threshold faissets of Anoka County, as defined in the Fixed Asset Policy of
this document (section 1.2), applies to all budgets and purchases associated with the Capital
Expenditure series of accounts (65xxx).

The Accountingand BudgeDepartment will prepare an AnauOperating Budget report. This
report will be made available to elected officials, county management, bond rating agencies,
creditors and citizens.

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

AssociationlGFOA)t o determine its eligibility for the

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 yeathe 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.

The county will maintain its physicals set s i n a manner which is ade
capital investment and to minimize future maintenance and replacement costs. The county will
provide for maintenance and replacement from current revenues where possible.

To be considered irhé 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.

Items that are awsidered an operating expense (such as maintenance agreements, personal
computer softwar e geaalyad = sgnsideré€avghjnthe Cle.. ) wi | |

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

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.

Capital projects and/or capital asset purchases will receive a higher priority if they meet some or
most of the following criteria:

Mandatory project

Maintenance project (approved replacement schedules)
Project improves efficiency

Project provides a neservice

Policy area project

Broad extent of usage

Length of expected useful life

Positive effect on operation and maintenance costs
Availability of state/federal grants

Elimination of hazards (improves public safety)
Prior commitments

Replacement due tdgaster or loss

CFASTIEMMOUO®>

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 Imgments Committee and recommended to the
County Board for approval.

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 he modification withtsi c o mmi t t ee of jurisdictiond prio
and Capital Improvements Committee.



iaell A
Y
Hilels &%

D. Investment Policy

1. This investment policy applies to activities of the County with regard to investing the financial
assets of alluinds 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 retahreedeéneral
fund unless specifically designated otherwise by County Board resolution, state statute, grant
regulation, or contract.

C. Allrevenues, expenditures, assets, and liabilities relating to securities lending transactions
will be recorded in theaneral 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 CenBalvices 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 investitrteamsaction 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 Comimissrs 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 Managshall maintain a system of internal controls for investments, which shall be
documented in writing. The internal control s
controls shall be designed to avoid losses of County funds arising fromdrapthyee errorand
misrepresentationsy 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
busiress 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 persns 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.

10



Investment Policy (continued)

Finaneial
Halelas

A

ANOKA
COUNTY

C. Treasury Manager and the Finanoel £entral Services Division Manager will review all

Anoka County investment transactions for conformance to policy and assessment of
investment risk. Review shall include:

e Periodic reviews of transaction quality with approved asset managers
e Regular assessnent of financial condition of approved depository banks.

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

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

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

B.

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

Total Portfolio

Exposure per

Investment Securities Exposure Issuer Additional Restrictions
1. Direct Obligationsof U.S. 100% Unlimited No more than 25% in
Zero Coupon Instruments

2. Obligations Issued or Guarantee| 100% Unlimited None
by any Agency of the U.S.

3. Agency Mortgage Beked 75% 10% in any one No more than 50% in
Securities including Collateralizeq Mortgage Pool or| Mortgage Pools or
Mortgage Obligations CMO Sequenti al

4. Shares of Regulated Investment| 100% NA None
Companies invested investment
Securities #1, #2, and #5.

5. General Obligations of any State 25% 5% AA0 or bett ¢
oftheUS, it b6s iiesst one major rating agency
or political subdivisions

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

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

8. GI Cbds 10% 5% A+ rated by AM Best

Additional Exposure as
permittedby Bonding

Resolutions

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

C. Allinvestment securities purchased by Anoka County shall be held in safekeeping by a third

party designated institution as agentforche u nt y .
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.

Cash,

CDO s,

11

and

de
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Investment Policy (continued)

5.

EachDepartment within Anoka County that is responsible for handling cash will perform a
periodic sekassessment (annually at minimum) to ensure procedures-tvedage, understood
and followed. Attached in Appendix B is a sample checklist of good pradticeash. The
results of each seldssessment should be sent to the Department Division Manager for review.

The County Treasury Manager shall prepare periodic investment reports of portfolio performance
(incorporating, as appropriate, investment agtjynvestment 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.

Each year the Treasury Manager shall report uneldioimecks, as required and defined by M.S.
345.41 to the State of Minnesota grdparesubsequent remittance.

12
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Debt Policy

The following Debt Policy should be used to provide guidelines for debt decisions. There are no
absolute rules or formulas in @éemining the level of County debt. Each situation requires a
thorough review of the Countyds debt position,
limitations of this policy refer to Anoka County debt only (excludes Regional Rail Authority and

HRA).

The county will maintain good communications with bond rating agencies and will try to improve
or maintainitscurrent &b ond rating so that the Countyds bo
that access to credit is preserved.

The county will not usshortterm borrowing to finance operating needs except in the case of an
extreme financi al emergency which is beyond t h
forecast.

The County may only use lortgrm debt financing when all of the following condits exist:

A. When norrecurring 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.

The issuaoe of longterm 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 rergsnéctions, commitments
andassignments Anoka County will not pledge indebtedness to outside agency financing, unless
the deemed benefit of the project is primarily for Anoka County residents.

Anoka County will limit the amount of total general obligatidebt as follows:
A. Limit net debt to less than®%6 of the estimated market value, which is one half of the

statutorily authorized limit. According to Minn. Stat. 475.5@bd 1, Limit on Debt; debt
shall be limited t8% of the estimated market value.

B. Limit net G.O. debfinanced by Anoka County Property Taxts|ess tha$685per
capita.

C. Limit amount of total annudévied debt service (excluding refunding issues until
crossover date) to approximatdl§% of theGrossAdopted County Budget.

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

Capital Improvements Bongd® approximately10 %of thetaxable market value of the
County. According to Minn. Stat. 373.40, Subd.4, debt service is limitd@ t@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 suppa of any free public librar.

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.

13
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Debt Policy (continued)

8.

10.

The County will conservatively project the revenue sources that willilied to repay the debt
(i.e., taxes for G.O. debt are levied at 105% of the required debt service).

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 ewgnpis 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.

The county will follow a policy of full disclosure on every Comprehensive Annual Fialnci
Report and official statement.

14



F. Revenue Policy

1.
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The County will attempt to maintain a diversified and stable revenue system to shelter it fremarshort
fluctuations in any single revenue source. The revenue mix should combine elastic and ine&siie sources

to minimize the effect of economic downturns.

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

payment of property taxes.

The County will periodically review fees and chargeerder 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.

The County will consider markettess and charges levied by other public and private organizations for similar

services in establishing tax fees and charges.

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

All revenues that are reasonabklypected to be unexpended and unencumbered at the end of the year will be

anti ci ppendabf uansd fbal anced i n

t he

budget

of

t he

f ol

The County will attempt to invest all cash holdings in accordance with the cash and investmennpolicy a

maximize those holdings with an effective payment policy.

To provide the greatest level of flexibility and control over its financial resoutee§ountywill apply restricted
revenues first when an expense is incurred for purposes for which binittedsand unrestricted revenues are

available.

15
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G. Cash Handling and Receipting Policy

Objective

Due to the decentralized nature of Revenue collection within the County, the objective of this policy is to set fort
minimum standards to ensure clead@onsistent 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
well as to provide guidance to departments on improving cashihguskills 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;\Wied, echecks 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., ta
and tax revenue, fees, reimbursements, grants, sale of property, settlements from other governments, etc.

Identification of Responsiliiies

A. The County Treasury Manager under the direction of the F&C/S Division Manager shall establish and enfol
a reasonable cash receipting policy that will provide the necessary controls and accountability for cash
receipts consistent with Minn. &t 118A. The treasury department shall also establish rules and guidelines i
development of acceptable levels of control for cash collection and which facilitate the prompt collection of
funds/monies owed the county. These collection practices anel@udo:

1.

2.

Facilitate effective collection of funds due Anoka County.
Consistently seek to improve collection practices.
Provide consistency in information related to receipts.
Facilitate secure transactions.

Accumulate suffient 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, prevéineameasures 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 accou
cash and receipting activity and reconciled cash and banking rebattlbesmaintained to suppdhese

receipting transactions.

16
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Cash Handling and Receipting Policycontinued)

B.

Departments must be authorized to receive payments on behalf of Anoka County. All requests for
authorization to collect funds must be sultedtin 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 tc
secure the collection and proper receipt of funds, and to maintain internal condralscanntability of cash
receipts. Specific departmental actions should include:

1. Take proper measures to safeguard county funds.

2. Provide clearly written particular procedur e:

3. Ensure that mcedures comply with Anoka County Palicy.

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 cabibctions (Appendix B).

As authorized, the Office of the Internal Auditor shall review policies and procedures of authorized
departments and assess the department és compl.i

1. Conduct investigations or cash control revieweere necessary.
2. Assist departments in assessment of existing controls.
3. Review Policies and Procedures of approved departments.

The County Risk Manager shall report and track specific suspected or actual losses related to cash and
report tothe Office of the State Auditor when appropriate.

M. Control Standards for Receipting and Cash Handling

A.

Adequate cash handling and receipting procedures should be in place to ensure that all payments recei
are processed and may be traced froitiai 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 progeftibefollowed when

accepting and receipting funds.

1. Provide/utilize receipts for all acceptance of monies or payment (settlement of transactions). Areas |
having receipting authority should direct payers to the Treasury Office.

2. Receipt inbrmation 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 aodust to which payment is to be
credited.
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Cash Handling and Receipting Policycontinued)

3.

10.

11.

12.

Maintain proper care and control of all receipts and receipt stock. The Treasury office will have
responsibility for ordering and issuing official receifuick for the county.

Coins and currency should generally be accepted only when an official Anoka County receipt can be
provided at the time of payment.

Upon receipt, checks should be restrictively endorsed promptly. Any supplementary irdormati
required to ensure subsequent collection should be requested, entered on the face of the check and
proper acknowledgement obtained from the payer.

Checks accepted must be signed and have the
onthe check. When appropriate, identification data should be provided by the payer.

Postdateadhecks will not be accepted. Third party checks may be accepted if properly endorsed on :
nonrepetitive basis.

Checks may not be substituted for caBlersonal transactions with county fundssrietly
prohibited. Monies will not be loaned from county funds, and no location is authorized to cash check
from county funds.

Credit cards may be accepted for payment at authorized/approved locattiengdi/er 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.

EFT (Electronic Fund Transfers) transactions will need to be coordinated and processed centrally
under the administration and supervision of the Treasury Office.

In compliance with Federal Law, all cash transactions received, $10,000 or greater, willrterizpo
the US Treasury on the appropriate form.

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 ohgrocessi
and storage of cash funds should be in place for all authorized points of collection. Access to vaults anc
safes should be limited. General security guidelines for handling and receipting county funds should

include:

1. Secure work areas should deailable 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 k

to a minimum. Individual accountability should alwayssemn handling county funds and all
exchanges of funds must be documented.
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Cash Handling and Receipting Policycontinued)

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 issue
should be done upon completion of the shift.

6. All county funds receive 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 practigaele the
business needs of the work unit. Vault or safe combinations should never be written down in the
cashhandling area.

8. Employees having county funds in their custody should be constantly aware of the possibility of
the loss of funds due tbeft, 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 ehand and subject to loss should be the absolute minimum necessaat for t

activity.
C. Transferring and Depositing Funds
It wil |l be the countyds policy to require witn

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 fds.

3. All receipts must be deposited in full on a daily basis by the receiving department to the assignec
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 recitmon a daily basis. A formal reconciliation should be prepared

by the cashier and then approved by a super
amount of cash indicated on the reconciliation is accurate. Furthermore, the supertisor or t
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 Policycontinued)

D. Staffing and Training for Cash Handling Responsibilities

1.

All employees responsible for handling cash are required to have a criminal background check
prior to being assigned.

All individuals required to handle county funds will be properly trained to do so. Upon successful
completion of appropriate trainirtgpe employee and trainer/supervisor will sign the training
compl etion form and forward it to Human Res

Each Department within Anoka County that is responsible for handling cash will perform a
periodicselfassessmerfannually at minimum) to ensure procedures aréowgate, understood
and followed. Attached in Appendix B is a sample checklist of good practices for cash.

All county personnel handling county funds should be advised of the propmrsaittitake in the

event of a robbery or actual loss of funds. Employees should not endanger themselves or others
attempting to resist. Generally, the instruction issued by persons attempting an armed robbery
should be followed as precisely as possibNo 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. Spegificcreents 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 withi
private sector, where cards are now accepted at point of sale for even small transactions. Credit card transactions ca
be of benfit to governmental entities by improving certainty of collection, accelerating payments and availability o
funds, lowering costs and enhancing customer service. There are advantages and disadvantages to accepting cred
payments which governmenhtities 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 deaertis¢ viability of the acceptance of
alternative forms of payment. Minimum standards for consideration should include:

The Department regularly receives payment for goods and/or services in routine operations
The Department can provide justificatidrat acceptance of cards will increase net revenues
The Department has the ability to ensure that proper controls and procedures are in place
Adequate security and recekéeping processes are established and properly monitored
Acceptance will enhance comience to public and encourage prompt payment

PoooTp

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
satsfactory controls and security are maintained and that economies of scales are realized through coordinatior
with existing programs. Procedures for credit card processing will be established by the Treasury Department ¢
incorporated into the Cash Hanwdiiand 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 administe
the treasury function of Finance and Central Services.

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 masideration. Government charge types can be broadly categorized as
mandatory or discretionary. Each charge type possesses unique characteristics which will weigh on the assess
of whether acceptance of credit card payments may be appropriatenonmécally 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 theseharge types include the following:

1. Acceptance of Credit cards will not increase the expected amount of revenaegate. or induce
additional purchases of these types of services.

2. Acceptance of credit cards will reduce the expected amount of relsgnmerchant card

discounts, fees and administrativ@sts;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 tys 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 bgdamgilitaer
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 fixedosts 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 conside
to avoid subsidizing the sabhnd 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
charges, how and in what manner the card is presented and used at ttigtirohase, 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 stor
and maintenance of this information, all of which are firmly enforced.

Anoka County and the requetgi department must comply with all regulations to ensure ongoing service, to
permit continued authority to accept credit card |
terminal transactions, internet transactions, card not presenisitiéelephone) 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, whighither necessary or required by agreetmexay 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. Cestsnotbe recouped from the purchaser through the
additionof supplemental fees for the individual use of the card. These are generally prohibited by the credit car
firms.

a. Allfees related to the processing of credit and debit cards are the responsibility of the user departments.
Consideration should be givémthese costs to determine whether the advantages of card acceptance warran
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 paoeessing
charged monthly to the department/unit initiating the charge. Costs can include discounts, fees, chargebacl
unanticipated losses due to fraud, procedural errors or other types of loss and fines for misuse. Statement ¢
related to minimum serviclevels 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
new markets or products are investigated. These programsrdrelled processes which ultimately may
result in revised fees and procedures for new charge types and market areas. Resulting fees may be stratif
bundled, unbundled and dependent on volume.
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Credit Card Policy (continued)

5.

Risks and exposures 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 emsi@indata is secure. The safeguarding of this
information continues beyond the transaction including the storage and protection of the data in accordance wit
credit card issuer policies. Organizations face steep penalties including fines if tleestialieni or mishandled.

Rules which focus on the security of the data while it is stored by the enterprise, whether on or offsite, should b
established and adhered to at all times. Controls and safeguards must be adequate to provide reasonable asst
that credit card transactions will be properly controlled and accounted for. All paperwork, records, receipts, cart
imprints, electronic data, etc. containing cardholder account numbers and information shall be treated as non
public information.

Creditcard issuers mandate that precautions be taken to eliminate unauthofiiredamtess to data, and proper

security must be in place to control access to equipment. Additionally, some cards also serve as ATM cards an
debit cards, necessitating thatation and accessibility of equipmeésnproperly 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 Resohitishdédfgnating
authority for County Warrant payment to f@eunty Auditor, thereby complying with M.S. 645.021 (3).

Anoka County has adopted Resolution #21, Relating to Administrative Organization of Anoka County which
transferred authority for warrants from the County Treasurer and County Auditor to émed-Bnd Central Services
Division Manager.

Anoka County has adopted Resolution #21relating to the Policy and Procedures for payment of county obligations.
This Disbursement Policy is intended to integrate, update and centralize the previousrdistiumssolutions.

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 paymet 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:

e Receipts
¢ Public purpose of expenditure (required for reimbursement of meals)
e Travel/Training forms (when applicable)

4, Providing correct Genal 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 ServicesiBien 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, alrayécirization.

A. In accordance with M.S. 471.425 (Subd. 2), a municipality must pay each vendor obligation according tc
the terms of the contract or, if no contract terms apply, within the Standard Payment period unless the
municipality in good faith disutes the obligation. Standard Payment period is defined as within 35 days
of the date goods or servidegeceived.
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Disbursement Policy(continued)

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

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
& 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 thexder and approved by the Division Manager/Department
Head. Standard payment terms printed on invoicesNiet 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 (SuByl. 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 bell2 percent per month or part of a month.

2. No interest penalty is duif payment is delayed due to a good faith dispute with the vendor
regarding the fithess 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 un et s of
less than $100, the actual interest penalty shall be calculated.

B. Departments shall notify Accounts Payable when submitting overdue obligations for payment, which wel
not delayed due to a good faith dispute, so that interest penalties mdgubated 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.

B.

Adequate security procedures must be maintained for approval processes.

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

10.

11.

12.

13.

C. Settlement arrangements for vendors desiring to use electronic payment methstialbhg 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 documentatioo peitletnent.

Checks shall no Il onger be identified as ACommi ssi

The Chairman of the Board and the Finance and Central Services Division Manager or their respective designe
shall electronically sign county checks.

The Finance and Central Services Division shall print authorized checks and process them through an electroni
check signing system under its control.

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

A. Payment and Remittanced®ice will be mailed by the Treasury Department.

B. Departments may request to have checks held and returned following established procedures. A Returr
Check Request Form is available in Finance and Central Services and appears on the County claim
voucher brm.

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

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

The Finance and Central ServicesiBien shall present a list of paid vendor claims to the County Board at each
regular Board meeting.

The Finance and Central Services Division Manager or designee shall authorize all payments in excess of
$500,000.

26



gl A
Y
filels &%

J. Purchasing Policy

The Purchasingolicy has been developed to ensure proper accountability of the public funds entrusted to Anoka Cou
and to maintain controls necessary for the County to operate efficiéfaijre to complywith the policies and guidelines
could result in discipling 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 empleyeand 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 37547771..345, 471.35, 471.37, and 471.38liesto County
Purchagig Departments and procedures as adopted by the County Board.

4, Policy

A. The Anoka County Board authorizes higector of Purchasing to execupirchasesf goodsup to
$100,000 All contracts for services shall be in accordance with the Anoka Countya€tmBolicy. The
Director of Purchasing is directed to recommend and develop Purchasing Policies and Procedures and
implement them aapprovedoy the County Board. It is tlresponsibility of théirectorof Purchasindo
ensure that:

1. All awards are magto the lowest responsible and responsive bidder meeting the quality and
performance specifications;

2. Theitem has been identified and approved in the budget; and

3. Theaward does not exceed the budgeted amount.
B. Acquisition of Goods, Material & Non-Professional Servicesind Construction Projects

The chart below identifies the Competitive Quotatimid Formal Bidequiremenrd for different cost levels:

Dollar Amount Process

$.01 to 4000 Competitive Quotes are not required. However, it is suggdbt
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

$1001to $50,000 A minimum of twowritten vendor Competitive Quotes required.

e Requestdr Quote Formapproved by the Purchasing
Departmentnust be sent to all vendonsth description of the
product orscopeof work and/or specificatiomnd insurance
requirements, if applicabléy ensure they all receive identical
information

e Alist of vendors contacted, all written responses, phone
conversations, and naesponses from vendors will be
documentedrad forwarded td°urchasing

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

consider the availability, priceand 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 therson who
orders the goods or serices may personally be held liable for the purchases.

$50,000to $100,000 | Minimums of three written Competitive Quotes from vendors are
required. Also See Contracts

o Contact Purchasing to review specifications and/or scope
work prior to obtaining quations.
o Request for Quote Formapproved by the Purchasing

Departmentmust be sent to all vendors to ensure they all
receive identical specifications or scope of warkl insurance
requirements, if applicable
A list of vendors contacted, all written resyses, phone
conversations, or neresponses from vendors will be documented
and forwarded to Purchasing.
$100,001and above | Formal Invitation for Bids (IFB) or Request for Proposals (RFP)
Contact Purchasing is required.

Under no circumstancesshould any purchase of goods or services be splifp, in order to
avoid bid/quote/proposal limits.

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

Divisions/departments are natithorizedo issue Purchas@ders 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 camgBiid or Proposal.

However all divisions/departments shall contact purchasing and reviesctige and thprocess prior to
obtaining professional services.
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Purchasing Policy (continued)

D.

A.

A.

B.

Exemptions from the Purchasing Policy

The following typesf purchasing activities shall be exempt from the purchasing policy

e Item valued below $000

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

e Property obtained from other governmental agencies;

e Sole Source Purchases of supplypmprietary itemg Sh al | be approved by t
Office and Purchasing

e Emergency PurchasésS h a | | be approved by;anhdlbe County At f

State of Minnesota, Hennepin County, University of Minnesota and other cooperative Pigrchasi
Programs/Agreements that Anoka County participates in.

General Responsibilities

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 that¢to operate efficiently.

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

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

Managers and Supervisors will bepessible for reviewing and approvifyocuremen€Cards, Requisitions,
and Purchase Orderény service or delays issues will be reported toDirector ofPurchasing immediately
and the Managers and Supervisors will cooperate witDifeetor of Purchaag in resolving the identified
issue(s).

Any County employee who is authorized to make purchases using a County issued Procurement Card or si
requisitions (designee) will be responsible for full compliance with Purchasing Policy.

Purchasing is respoiide for ensuring that all needed goods, material, and services are purchased efficiently
and cost effectiveland in a timely manner.

Procedures

Procurement Cardsi See Procurement Card Policy (Appendix [
Requisitions
1. The purpose of issuing regitions is to provide a method for County departments to obtain necessary

equipment, materials, supplies, and services and for the rental and leasing of equipment. Requisitio
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 themployee needs assistance with a product or specification, they
should call the Purchasing Office fassistance

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

4. Purchasig 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 obte
proper approval.

C. Purchase Orders- The purpose of a purchaseder 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 n
in Sectiord.D, only the Purchasing Office will issue a purchase order after receiptagproved 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 grgaiedtha
will be initiated by the requisition and processed by Purchashepartmental Purchase Orders, Verbal
Purchase Orders améquesting invoices for goods or services are not all@medny invoices received for
purchases withowt Purchase OrdéMumber issued by the Purchasibgpartmenmay not be processed and
the person who ordered the goods or services may be held personally liable for the purchiasetper
376.76. An exception to this policy is Job Training Centergarchasinggoods anaervices for clients and
Library for purchasesinder $1,000

E. Formal Bids or Proposalsi For the purchase of goods or services, a two week published notice in the officia
county newspaper is required. For construction bids, three weeks of publisttedsogquired. 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 offic a | county newspaper iif the full noti ce
appropriate time periods described herein.

1 All purchases or projects greater thd®8,000must be conducted through formal Bid or Proposal
Process.i Al | f o r PragosalB shall e approved by the Management Committee of the
Committee of Juri sdi teaRuchasinpepartmenhas the rasgonsibility of s i
reviewing and approving all Bids or Proposals. (Also See Contracts)
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Purchasing Policy (ontinued)

2. Normally, the departments work with the Purchagdegpartmento write the specification for the
required product(s)However, dudo the complexity of the project, the department may choose to
write their own specifications and/or scopenairk for the project or services requiretio ensure
compliance with the Purchasing Policy, the Bid or Proposal Specifications and/or Scope of Work
must be reviewed by the Purchasibgpartmentind approved before being sent to be advertised or
to any pespective contractors.

3. The Purchasin@epartments responsible to ensure that the Bids and/or Proposals are listed on the
County web site and advertised as required vahdconduct all bid or proposal meetings and/or
openings.An exception to thiss 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 specificationBest Value (16C.28nd shall be duly executed
in writing. Contracts suhitted 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 &
required by the State of Minnesota, its political subdivisions, or muniogsaih accordance with
State or local tax laws.

Note: Anoka County is exempt fronmélocal 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 Matils, Supplies and Services It is the responsibility of the
requisitioning department to inspect all delivered equipment, materials, and sappliest the issued Purchase
Order to ensure that they are the correct items and correct quantities weared@t good condition

1. If a shipmentis not acceptable, it is the responsibility of the user department to contact Pubghasing
the end of next business daymeet vendor product return criteria and take appropriate action.

2. If the full quantity of mechandise has not been received and the requesting department wishes to
consider the order complete; the departnséail contact Purchasing and have the remaining back
orders cancelled and the purchase octiesed

I. Contracts - See Contract Policy

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

7.

K. Vendors Calling on Departments Directly- Contactbetween vendors and user departméntpurchases

greater than $1,000 dhbe coordinatedhroughthe 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 per&ho places an unauthorized order on behalf

of the Countymay be held personally liable for the purchase of such an order or contract and/or face possibl
disciplinary action.

Fraud - An act of fraud is committed if an employee of the County negotiapessonal 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 slyléor 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
Countybés Purchasing Pol i cy asoldndscplinBry actonup @eint  Et
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 tinahdling termination of employment.

County Attorney Opinion-County staff is encouraged to request

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

1. All items purchased for resale should be coded to acc@irit40i Purchase for Resale

2. Purchases for resale are exempt from sales tax. Tax is collected whentagedblandise is subsequently resold
by the county.

A. When placing an order, notifia¢ 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 Certific&téof&1).

Forms are available in the Accounting and Budget Department, or at theifglibMinnesota Department
of Revenue websitettp://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 Exe@Guatificate (ST5 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 Payab
amount will be credited back to your department.

4, The revenue collected for merchandise sales should be receipted into a&GiritMaterials Sales Additional
accounts which may be used include:

56213i Book Sales

563207 Concession Sales

563307 Merchandise Sales (Taxable)
563311 Merchandise Sales (Nehaxable)

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 sale
tax liability account and remitted to the State of Minnesota.

6. For nontaxable sales, receipts will be coded entirely into the appropriate revenue account.

7. If sales are made to an exempt purchaser, a Certificate of Exemptidf¢8h) 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, cagiagna sales tax
liability is created.

9. A journal entry must be submitted to transfer the amount of sakedue (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/norrecurring purchases for reeal

A. A purchase for resale under a unique circumstance may be reimbursed directly into the expense accour
where purchased. This procedure can only be used when the following circumstances are met:

1. The purchase and resale is an infrequent anere@urrirg 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 @égpend
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 PurcbkaOrder is a wtien 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 sh
be processed as a full contract or as a Purchase.Orde

Policy:

1. The County Attorneyods htfadfaneforwde In contthaingdor sergicemawhenttha n d
total amounbf goods and/or services, including construction projects th&l1ar€00 or less.

2. TheDivision ManageraindDepartnent Headsvill ensure that their staff complies with the Contract Policy at all
times.

3. Al l contracts which meet one or more of the foll o
to assure compliance as to form and legality, and bRRisle Management Office for adequacy of necessary
insurance certifications arabverage
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 countdibgs/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 Not identified in the Budget Notes
(amount and purposg

$10,000 | The authority to enter into agreements which are includ| The authority to enténto agreements that are
and less | and specifically identified in the budget, with a total cos{ NOT included in the budget, with a total cost
to and includng $10,000 has been delegated to the to and including $10,000, has been delegate
respective divisiomanageidepartment head. These the respective divisiomanageidepartment

contracts must be in the standard contract form describ| head with the advance concurrence of the
sectonabove, wunless t he Co u|County Administrator and the Finance Divisio
approves alternative language. Manager.

$10,001 | The authority to enter into agreements which are includ| Management Committee or Committee of
to in the budget, with a total cost up to and including $25,( Jurisdiction and County Board of approval.
$25,000 | has been delegated to the respective division
manageidepartment head with the concurrence of the
Purchasing Dectorand the advance review of the
agreement by County Attor
legality.
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Specifically Identified in the Budget Notes Not identified in the Budget Notes
(amount and purpose

$25,001 | The authority to enter into agreements which are includ| Management Committee or Committee of
to in the budget, with a total cost up to and including $25,( Jurisdiction and County Board of approval.
$50,000 | has been delegated to the respective division
manager/department head with the concueeiche
Finance Division Manager and the advance review of th
agreement by County Attor
Legality. The Finance Division Manager shall periodica
report on the cumulative total of such contracts to the
County Board as requested.

$50,001 | All agreements with total cost greater t1&50,000require | Management Committee or Committee of
and County Board approval. The Management Committee ¢ Jurisdiction and County Board approval.
greater |[icommi ttee of | ur ihealthotizatior
to begin negotiations before proceeding to any further g
in the contract process.

The County of Anoka may enter into annual contracts for goods and/oresettvat contain a ongear term with a
renewable option not to exceed seven years. Leases or lease/purchase agreements may be for more than three
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
Acquisition of Goods and Materials and NBrofessional Services.

The Library has authority under MN State Statute Chapter 134 to appravactethrough the Library Board.

The County Board, through resolution #26006 (Appendix 1), has delegated the authority to enter into Human Services
contracts not involving any county funds to the Human Services Division Manager, subject to thefé¢veeaontracts

by the County Attorneyébés Office as to form and | egal.
5. Contract AmendmentsAl | contract amendments shall be revi ewe
legality.
A. All Contract amendments whietxceed 10% of the original coatt and/or are greater than $10,000

increase in the net program budgetand/or change the intent and/or scopef the project shall be
approved by the Management Committee or Committee of Jurisdiction and the County Board.

B. Contract amendmentsider 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 scagfe
the project, may be approved by the County Administrator ancktipective division/departmentadde
and shall be ratified by the Committee of Jurisdiction prior to completion of the contract.

C. Authority to approve contract amendments which$r@,000 or less, which do not require an increase
in the net program budget and which do not change the intérand/or scopeof the project, has been
delegated to the respective division/department head with the concurrenc®ofdhasing Director

D. Building construction/maintenance contract change orders, exceeding $5,000 or in excess of the remain
contingency balance, require advance approval by Finance Committee Chair.

6. County employees will not contact prospectiemdorso engage and/or negotiate (including providing any
information regarding the project) until the project is advertised or sent the t@ndors and once the contract is
awarded, the awarded venduitl not be allowed to engage in providing contracted services unless a properly
approved contract is completed
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Payments will not be processed to a prospective vendor unless a propasiedpgontract is completed or in
absence of a fully executed contract, authorization can be made by County Board resolution.

Payments made on contracts will be made in accordance with the payment provisions outlined in the contract.
Early payment can bmade with advance concurrence of the County Board Chair and Finance and Central
Services Division Manager.

Any renewal of a contract which will provide for action beyond the period of time specified in the original contrac
must be made in writing and exuted by both partiesubject to the same approval requirements as stated in #4
aboveand approved by the County Attorneybds Office a:c

The County will maintain centralized contract filing systems to insure legal compliancencesueguirements,
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 f
their contracts.

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. €ldontract 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.

The County will adhere to the County Board Resolutio®9(see Appendix H) lating to Contracts and
Prevailing Wage Rages. Contracts estimated to be in excess of $10,000 require the contractor and/or subcontr
to pay employees prevailing wagebhe department responsible for the contract shall also monitor compliance.

All contracts greater tharb@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 furnishingbbor and materials to perform the contract.

All contracts are subject to the review of the County Attorney and the Risk Management office for requirement &
adequacy of performance and payment bonds, and as such, have sole determination of the bo(idciuatig
the ability to waive the bond requirements for contracts less ttzBR0).

Claims: The CountyBoard has delegated the authority to settle claims against the County
1. If time is of the essence,
2. Thesettlemenamount is available ithe Insurance Reserve orthe department budget, and
3. Theamount is:
A.$5, 000 or | ess; Director of Ri sk Management Wi
Office. Director of Risk Management shall provide a written report to the éénaivision Manager,
County Administrator and Commissioner Responsible for Insurance/Retirement for each incident.
B. $5,00110,000,to the respective Division Manager/Department Head with advance concurrence of the
County Administrator and the County Atterry 6 s Of fi ce. The County Admi
report to the County Board on the cumulative total of contracts and settlements that have not previously

come before the board, approved under the Admi

If the claim is greatethan $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 assetp
Anoka County, and to provide a record of the funding source for the purchase and/or construction of those asse

Fixed assets can be defined as assets of a long term character which are intended to continue to be held or use
such as:

Land

Landimprovements

Infrastructure

Buildings and their service systems
Furniture and fixtures

Machinery equipmentand software
Licensed vehicles

Construction in progress

Assets meeting the following criteria are considered fixed assets and will be recatueé&ixed 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 wat#ful life of three years
or morethat hadeen 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 withublifeeff 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 nordepreciable land improvements are cajzed, 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 individukitems or projects are greater than or equal to $100,000.

Assets of Anoka County (including infrastructure assets) will be reported using the depreciation expense appro:
(versus the modified approach) as prescribed in GASB Statement No. 34. Ungerdbss, 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
group of @sets) using the same depreciation rate will be used for infrastructure assets.

Estimated useful lives were assigned to the following assets:

AssetClassification Years
Equipmentand other assets 3-25
Buildings 50
Infrastructure 40-50
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Fixed Asst Policy (continued)

5.

Capital Assets and the associated accumulated depreciation are reported in the Statement of Net Assets. Lanc
Infrastructure is recorded separately from other capital assets.

Depreciation expense for general capital assetsté@sisets 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 specifictfoms is included as a direct expense of
the function in the government wide financial statements.

The Accounting and Budget Department will have the responsibility for determining procedures and reporting
forms to ensure integrity of the fixed assetteys refer to the Anoka County Fixed Asset Management System
User s Gui de.

The Accounting and Budget Department will have the responsibility for coordinating an annual physical inventol

Responsibility for the individual assets will continue to be withividual 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 toér 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 developme
encouraging citizenstovolunteers vi ces t o County programs or which i mp
those with whom we deal.

GENERAL STATEMENT:

Anoka Countyin principle does not pay for meals and/or refreshments for employees, the general public, or vendors an
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 shide 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 Electionddayng election
recounts which are expected to exceed 4 hours and while performing election related duties where an
unforeseen emergency or situation occurs which threatetisngtlg or accurate conduct of an election.

B. Are allowed for staff involved in the transport of those who am®ustody, incarcerated or otherwise under
the control of County employees.

C. Are allowed as a courtesy to the public, elected officials of othisdjations, 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, Cayhocal Officials and attendant staff, when meetings must be
scheduled over meal periods as a matter of practicality or to accomrmsobatkilesand held orsite to the
extent possible. The meal must be authorized by the County Board chair or Countysédtor. 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 thefficial or employee has been authorizedtiendwith other organizations. Meals are not
authorized when the meeting breaks for lunch, only when presentations continue through the meal period &
only for Anoka County employees.

F. Are allowed for Countymonsored meetings, conferences or workshops where participants include County
and nonCountyattendee, as long as the meeting continuesr ough t he meal pAeriod
registration fee may or may not have been charged.

G. Are allowed at meetingsuch as division or department wide quarterly meetings, senior staff or managemen
meetings, countwide or division/department wide meetings for all managers, supervisors, etc.) when the
refreshment and/or meals are necessary to sustain the flowrné#img and to retain the attention of the
attendeesThe 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 Manag 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.

Recognitisn/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 recognitiotst@inding achievements or service
by employees, providers (such as foster parents,
must make every effort to reduce or limit the amounts of such expenditures.

The County Board determine<tfollowing 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 astim@ments 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, hospitadizaerious
illness of persons of prominence and others having a direct relationship with Anoka County.

Emergency Response Staff

Law enforcement and other public safety personnel may be provided meals and refreshments at County expen:
when approvedypthe County AdministratoiSheriff, County Attorney or County Board Chaio, ensure the
delivery of quality emergency response service.

Employee Training

A. Funds may be expended for reasonable registration, tuition and travel expenses for approwttesnfer
seminars, workshops, tuition and approved County employretated 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 bysimesse, within the approved budget.

Memberships and Dues

When the primary purpose of the membership is for public benefit and not personal interest or gain, County funt
may be used for memberships and dues.

Clothing and other Sundry Items

Employes may be supplied with uniforms, clothing, boots and other gear necessary for the performances of the
job, in accordance with bargaining unit agreements, Personnel Rules and Regulations, or established departme
procedures.
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O. Purchase and/or Replacenma 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.

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.

At the time of delivery of replacement vehicldss Purchasing Departmenill determine the manner and time of
disposabof the replaced vehicleAll proceeds from theisposal will be credited back to the department.

It will be the responsibility of the individual Division Manager/Department Head to request approval of the
Management Committee for any deviations fromapproved budget for vehicles
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P. Wireless DevicePolicy

Purpose
This Wireless Device Policy has been developed to ensure proper accountability of the public funds entrusted to Ar
County and to maintain controls necessary for the County to operate efficiently. This policy replaces the other
previousy adoptedCellular Telephonand Wireles$olicies. This Policy has been reviewed and adopted by the
County Board.

Note: All County issued wireless devisand, privately owned wireless devices used to access Coumigileand
conduct County businesand County storedecords 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 acofuisition
use of and connectivity to the Countyngail system, whether by personalomuntyissued deviceand use oCounty
issuedwireless devices, unless specifically exempted in this policy.

References

The original resolution (Resolution #8B), Relating to Bablishing a Policy Regarding Acquisition of Cellular
Telephones, was adopted at the 3/24/87 Board Meeting.

Policy

1. Wirelessdevices purchased and owned by the County shall be used primarily for official County bukinigEntal
and occasional personade of wireless devices are permitted, but such usage is subject to all limitations simecified
this policy, County Employees Rules and Regulations, and complies with the following:

a. Does not interfere with County business usage;

b. Doesnotinterfere wite mpl oyeebds job activities;

c. Does not interfere with another employeeds job ac

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

e. Does not transmibr 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
notlimited 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 ensuhatthe County cmplies 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
the County anail system.

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

Director is authorized to review and approve all requestihégurchase o€ounty issued wireless devicasd plans.
All purchases will be subject to final approval by the Chair of thaddament Committee.
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Wireless Device Policycontinued)

4.

6.

All eligible employees shall contact the Purchasing Department for the selectunelets devices, plans,

applications and accessories. Anoka County will purchase the lowest priced devicdeathaitadbmplies with

security requirements for Anoka County. If the employee wishes to purchase a higher priced device, the employee
be personally responsible for the difference in cost. Anoka County funds, including grant funds cannot behesed for
upgrade cost of the device without approval of the Management Committee Chair.

The Division Manager and/or Department Head may

a.

Authorize staff to use their personal wireless devices for County busintbesdevice meets the security
requiremets recommendedy the Director of Information Technology.

Approve reimbursement of the connectivity cost up to the lowest priced cell phonerpfahe wireless device is
connected to the Countyreail system, up to the lowedata plan cost.

All County employees using wireless devices for County business must comply with all applicable Federal, State ar
Local laws and regulations.

Procedures

1.

To be considered eligible for a county provided wireless dexieecess to the County wirelesmal system the
employee must meet at least one of the following criteria for authorization:

Must be responsible for making major decisions within a department.

Must spend a considerable amount of time intransit away from the empl oyee:q
Prompt administrative decisions are required on projects in progress.

Responsible for dealing with natural disasters or other similar emergencies.

Deals with sensitive law enforcement issues.

Spend t i m&honesnCommunieation & seeded tosést in solving problems for client and staff
safety could be an issue.

OMoUO >

The Division Manager and/or Department Head shall complete the Request for WirelesdAmdse-orm
(available on the County Intraneind send the completed form to Purchasing

Requests to purchase wireless devices and wirelessgrlansess to themail systemmust be submitted to
Purchasing for review by the Purchasing Director or designee. All requests will be subject to final approval by tl
Chair of the Manageme@ommittee.

For each wireless device dondphone plan requesteshd approvedourchasing staff will contact the employee to
determine which wireless device and plan will work best for the employee.

Approved wirelesslevicesmayrequireadevice lcense and annual maintenance costs, in addition to the device
cost, monthly phone and datafeést i s t he requesting departmentds r
available for thecosts of the approved wireledaviceand any annual maintenancosts

Purchasing will activate thepproveddeviceandcontactinformation Technologyo haveCounty email on the
device activatedOnce the employee has signed all necessary agreements, Purchagingmgk a time to review
the Wireless DevicPolicy with the employee once thetivationis completedand haveahe employee sign all
necessary agreements
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Wireless Device Policycontinued)

General Responsibilities

1. The County Board is responsible for establishing a Ceutidg policy relatedo 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 deviceaneets th
requirementsecommendedly 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 Coumntgiksystem; 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 wirelesgicke is allowed incidental and occasional personal use of
wireless devices and is responsible for:

a)
b)
c)

d)

Full compliance with the Wireless Device Policy.

Monitoring all phonebills and keeping all telephone bills as required by Record Retention guidelines.
Only using an approved personal wireless device for County business, which use has been apfireved by
Division Manager or Department Head, otherwise the use will be eligible for employee reimbursement.
Complying with the following requirements:

i)

ii)
iii)
iv)
v)
Vi)
Vi
viii)

iX

Does not interfere with County business usage;

Does not interfere with employeeds job activ
Does not interfere with another employeebs |
Is not for political, religious, personal financial profit, or other promotional activities or does not
result in consumption of County resources;

Does not transmit or receive any madénn violation of any Federal, State or Local laws or
regulations;

Does not result in incremental expense for the County.

Does not contain or infer threatening or inappropriate for the County work environment, including,
but not limited to, intindlating, sexually oriented, obscene, offensive, or abusive material and/or
language.

Will not misrepresent their employee identity or affiliation in any communication, unless required b
or allowed under Federal or State laws or regulations;

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 i
compliance with the Minnesota Government Data Practices Act orosinehapplicable Federal or
State laws or regulations.

Support of wireless device feature and accessories su¢hpastg apps, media, contracts, device
preferences, and other n@ounty business features is the responsibility of the employee

3. Purchamg 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 purchasednd cost of device, cost of pleand
Plan purchased; and
Wireless device Access Form and Wireless User Agreement.
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Wireless Device Policycontinued)

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 conndbgir personal wireless device to the Countpal 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 Technalgy is responsible for:
a. Activating email access on wireless devices and supporting the ability to access Gouaityaad
County business features, (e.g., contacts, calendar tasks from the Coaibysgstem).
b. Support of wireless device feature andessories such a& party apps, media, contacts, device
preferences, and other n@ounty business features is the responsibility of the employee.
6. Division/Department Heads are responsible for reviewing and authowaielgss device usage and ensuring
employees adhere to the Wireless Device Policy. Divisions and departments shall keep wireless device record:
file as required by Records Retention guidelines.

7. Any County employee who is issued a wireless device is responsible for full compligim¢leeswVireless 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 inventoryeliltle, at a minimum:
o Employee name, and department;
o Device purchased; and
o0 Plan purchased.
b. Purchasing will conduct an analysis of the wireless devices and plans as necessary to ensure that the Coun
utilizing the best value cellular service provisldPurchasing 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
lowest possible cost.

9. Personal slage 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 Fiimgs and Recommendations and Internal Revenue Service Regulation:
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 accountabiligypoftic 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 procurenpeacedures.

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 gt@ounty 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. Meal 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 landgeted
authorized.Examples ofime and availability considerations
e Only time able to meet was during a meal period,

e To keep the meeting going, rather than breaking for lunch and regrouping at a later time.

C. Food and beverage provided to employees shailgésonable 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 employ@Eapqarties or social events.

F. Empl oyer provided food and beverage that does
criteria (through th®irectly Related Testr theAssociated Test rDe Minimis Exclusiond ) i s sub
incomeandemploye t axes and shall be included in the e
this policy).

G. Department directors are responsible for ensuring department expenditures for food and beverage are

reasonable and necessary, comply with the Public BarBolicy, 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
Reimburgment) must have attached the detailed information required for an Accountable Plan. The
documentation must include a receipt plus:

Name of the Establishment,

Date and Time,

Cost of the Meal, Beverage, Tax, Tip etc.

Purpose of the Meeting and

Names of alPersons at the meetirigcluding 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.

GRS TS

4. Meal Taxability
www.irs.gov/pubirs-tegefringe_benefit fslg.pdf

Foll owing is an excerpt from the fATaxable Fringe
issued by the IRS. The regulations are written addressing private business; flleade sut ut e A Count
for AENntertainmento.

Reimbursements or allowances provided to employees for meals in the course of entexiatnimgrs may be
excludable if the expenses are ordinary and necessary, and meet ditinectty Related Tesbr an Associated
Entertainment Test

A. Directly-Related Test Entertainmentelated meal reimbursements meet the diredlsitedtest and may
be excludable from wages if:
A The main purpose of the combined business and meal is the active conduct sEpusine
A Business is actually conducted during the meal period, and
A There is more than a general expectation of deriving income or some other dpesiifiess benefit at
some future time.

All of the facts shall be considered, including the nature obtisiness 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 workReg. §1.274(c) and(d)

Examples of DirectlyRelated Meals or Entertainment
A Meals at a hospitality room sponsored by an employer at a convention.
A Entertainment of civic leaders at the opening of a new city hall.

B. Associated TestEntertainmentelated meal reimburseemts meet the associated test and are
excludable if the entertainment is:

A Associated with the active conduct of the emj
A Directly before or after a substantial business discussion.

Generally, an expense is associated with thevaconduct of a business if there islear business reason

for incurring the expenseThe purpose may be to get new business entourage the continuation of an
existing relationship.These activities need not occur in a cleasiness setting.
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Meal Taxability Policy (continued)

Whether a business discussion is substantial depends on the facts of eadh lmasieessliscussion will
not be considered substantial unless you can show that you actively engdgedistussion, meeting,
negotiation, or other business transaction to get income or some sfisific business benefiYou must
be able to show that the business discussion was subsianmgétion to the meaReg. 81.274(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 mestiegs or
conventions of certain exempt orgartiaas are excludable from wages if tgpenses of your attendance
are related to your trade or businesshese organizations includdambers of commerce, business
leagues and trade or professional associatidteg. 81.2742(d) (3)

Example: A manageregularly buys lunch for all of the employees in her group after mogtblyp
meetings in an effort to boost moral€he manager and the employees are reimbursebddogmployer.
This does not meet either the direattyated test or the associated tasid is not agualified business
meal. The value of the meals is considered taxable to the manager andetmpieyees.

Example: A government official attends a meeting as a representative of his ageémeyeeting is
followed by a dinner for whicthé official is reimbursed by this agencyhe mealeimbursement meets
the associated business test, and therefore qualifies as an exclbdabless meal.

C. De Minimis Exclusion for Occasional Meal Reimbursements

Regularlyprovided meal money doestrmualify 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 thre
conditions are met:

A Occasional Basis Meal is reasonable in value, and is not yided regularly orfrequently,and

A Provided for Overtime Work Overtime work necessitates an extension oéthployee's normal
work scheduleand

A Enables Overtime Work Provided to enable the employee to work overtieals provided on the
employeb s premi ses that ar e permad ermeaentbney expendedyfort h e
meals consumed during that period, satisfy tlisdition.Reg. §1.135(d) (2)

If meal reimbursements are provided as part of a company policy or union contract ibhupalify 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 doesnotmeetthead mi ni stratively impracticabl eod
Meal money calculated on the basis of number of hours worked (for example, $5.00 per hour for each h
worked over 8 hours) is never excludable as a de minimis fringe b&regfit§1.13-6(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 thdyewilbrking for aradditional 3
hours. The supervisor gives each employee $5.00 for a nide.meal is ndlaxable to the engineers
because it was provided to permit them to work overtime in a situsitidiis not routine
Example: Taxable de minimis eal benefits
An employer has a policy of reimbursing employees for breakfast or dinner when theguared to
work an extra hour before or after their normal work schedilee reimbursementse taxable because

the employer has a policy which indieatpayments are routinely made.addition, the meal
reimbursement does not enable the employee to work overtime, bumdcgative to do so.

5. Substantiating Employee Meal Expense Reimbursements

Meal expense reimbursement/allowance must meet dwaiatable 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 mehike traveling away from homevernightmay be
substantiated usg either an actual expense method or a per diem method.

Mealswhile not traveling such as meals with meetings or overtime meals, msstidstantiated using the
actual expense method.

If an employee chooses not to be reimbursed for expenses, thgeangaanot claim thexpenses on
his/her personal tax returR.W. Havener, 23 TCM 539
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s Equipment

Surplus Property and Equipment Policy

Applicabili
Scope:
Rationale:
Authority:
1. Policy:
A
B.
C.
D
E.
F.

ty:  CountyWide
Disposal of County Surplus Property and Equipment
To avoid stockpiling of surplus equipment and to maximize budgetary.funds

County Board has authorized the Risk & Purchasing Manager to dispose of surplus property and
equipment (including computer equipment) and regulate its disposal inrendeemed to be in the
Countydés best interest.

It is the responsibility of Divisions, Departments, and Units to provide the Risk & Purchasing Manager with &
list of Surplus Property and Equipment. Surplus includes excess property, coeguipenent, and supplies.

Surplus shalll be disposed in the Countyds best i
Purchasing Manager.

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 rsaleable

. Sale of surplus goods and materials with a value up to $10,000 shall be approved by the Procurement Man:

and in excess of $10,000 shall be approved by the Finance and Central Service Division Manager. Sale of
surplus real property must be approbgdresolution of the County Board.

Proceeds from the sale of surplus property shall be credited to a fund designated by the Finance and Centr:
Services Division Manager.

In determining the disposal method, the interests of Anoka County shall takegmesed
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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 propert

¢

If the item(s) is in good working condition, division, departmenyrit will complete the Surplus Property Form
(attachment A) and forward it to Purchasing.

If the item(s) is repairable, Purchasing will work with Facilities Management & Construction or appropriate
department to facilitate repairs. If the cost of refgmdetermined 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.

If the item(s) is beyond repair, useful parts will benowed (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 mos situations, Informatiomechnology(IT) will determine if the computer equipment will be disposed or
transferred to another department. All computer equipment deeni@ddope useable will not be considered as
surplus and will be redistributed by I8 & 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 thietntra

2. Purchasing staff will review the form and enthe 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
Certificateof Data Erasure and ensuhat 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 Servicesidgcount
to verify fixed asset disposal.

For surplus furniture and other equipment:

=

Owner of the surplus property will complete the Disposal of Surplus Property Form found on tiNdelntra

2. Purchasing staff will review the form and will endeavorddistribute 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 stmge on the Intraveb 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 & Purchas
Manager will dispose of all items not sold at thetaicon/ sal e i n a manner deeme
interest.

5. A copy of the completed Surplus Property Form will be forwarded to Finance and Central Services Accounti

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 tramedradein 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 tiédntmasurplus property email
notification by emailing or calling Purchasing. All items will be distributed on a first come basis.

4. Equipment Disposal

The County may idpose its property by selling it at public auction to outside vendors, to the public, or to employees. Pri
to any sale of surplus property, Purchasing will make a public announcement of pending sale and/or auction. Upon rec
of a completed bill ofale and payment, Finance and Central Services Accounting will be notified of the sale and they wi
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 rep
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 auctior
orderto purchase surplus property.

6. Proceeds From Sale of Surplus Property

Proceeds from the sale of surplus property shall be cradifiind designated by the Finance and Central Services
Division Manager. Monies from the sales of properties velfdrwarded to the Finance and Central Services Treasury
Manager to record and deposit into the appropriate account.
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Surplus Equipment (continued)

Finaneial

el AR

Property Disposal Form

Division: | Department:

Form Completed by: Phone No:
Disposal Approved by: Phone Nb:
#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:

Manufactuer: 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: 1

In consideration of the payment of the sum of $ , the receipt of which is hereby acknowledged, Anoka County
sells and transfers to the purchaselds 1S"
CONDITION WITH ALL FAULTS AND DEFECTS , the following property:

TO HAVE AND TO HOLD each and every item listed above, or in the attached salestortiepurchaser, its successors
and assigns forever.

Anoka County hereby warrants that () Anoka County is the lawful owner of the property listed above, (II) Anoka County
has good and lawful right to sell the same, (lll) the title to such property is freafrpencumbrance, and (V) 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 Caunty Purchaser:
2100 3' Ave
Attn: Purchasing
Anoka, MN 55303

| understand that all property is séldA S dn&has no arranty.
Furthermore, | 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. Postlssuance Compliance For TaxExempt Governmental Bonds and Bild America Bonds

A. Build America Bonds

1. POLICY

Anoka County (the -4@xemnpigotesnraental bomds asiwelisas taxabieduwild America Bonds
(ABABsoOo) and Recovery Zone Economic Development B

anissueroftae x e mpt governmental bonds, BABs and RZEDBOSs
103and 1411 50 of the I nternal Revenue Code of 1986, as
promulgatedthere nder (tyhweRéJulatsiuonsodo), to take certain a

bonds to ensure the continuing#xempt status of such bonds. In addition, Section 6001 of the Code and Sectio
1.600%1(a) of the Treasury Regulations, impose record retergigmrements on the County with respect to its
taxe x empt government al bonds, BABs and RZEDBG6s.

2. DEFINITIONS

Bond Counsel The law firm responsible for providing bond counsel services to the County.
Financial Advisoli The organization responsible for prding financial advisory services to the County.

3. GENERAL INFORMATION

The American Recovery and Reinvestment Act of 200!
governments financing provisions intended to increase investment in the public S#wosuch provision

authorizes the designation of certain bonds as BABs. ARRA allows issuers in 2009 and 2010 to designate bont
(other than private activity bonds) as BABs. In general, BABs may be issued to finance governmental purposes
which taxexempt 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 pai
on the bonds or etldecotp ttihoen fianidr ercetc ePFavyemean pay ment f
the interest on the bonds when such interest is due. Proceeds of BABs must be used for capital expenditures, |
funding reasonably required for reserves and payment of costs ofdesaramalso permitted. With minor

exceptions for refunding certain temporary stterim bonds, they cannot be used to refund outstanding
obligations.

Provisions relative to the issuance of BABs and RZEDBs require certain restrictions on the usearduhds

pricing of the initial bond offering. One such provision requires that the bonds not have an issue price or sale p
in the initial offering which has more than a de minimis amount of premium over the stated principal amount of t
bonds (deterimed under rules similar to the rulesCode Section 127@&)(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@he 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 stgtéereent. 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
closing document, certification from the purchasing underwriter that states the issue price of the bonds and that
bond was issued with motiean a de minimus premium.
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Postlssuance Compliance For TaxExempt Governmental Bonds and Build America Bondgcontinued)

4. PROCEDURES

1.

County Staff shall initiate the following pestsuance compliance actions or shall verify that the following
postissuaice 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)

b)

d)

e)

f)

Prepare a transcript of principal documents (this action will be the primary responsftianad
Counsel); and

File with the Internal Revenue Service (the
of the Code and applicable Treasury Regulations, an Information Return f&x€anxpt
Governmental Obligations, Form 8083 and a Fan 8038B in the case of BABs (this action will be
the primary responsibility of Bond Counsel); and

For each issue of BABs, file with the IRS, no earlier than 90 days nor later than 45 days before eacl
interest payment date, Form 8638® to ensure paymeat the BABs direct federal payment; and

Prepare an fAall ocati on mexemptrgavarctmemsdboridseand BABsirh
accordance with the provisions of Treasury Regulations, Section-&(@X8), that accounts for the
allocation of the pceeds of the tagxempt 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 th
project, if any, that is financed by the taxempt bond issue idgeed in service; or

i) 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-thhetapt
bond issue; and

In collaboration witrBond Counsel and the Financial Advisor, identify proceeds eéxampt
governmental bonds, BABs and RZEDBs that must be yasdtticted and shall monitor the
investments of any yieldestricted funds to ensure that the yield on such investments deesaetd
the yield to which such investments are restricted; and

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 issueexftapt governmeat

bonds, BABs and RZEDBs. In consultation with the Financial Advisor, determine, with respect to
each issue of tagxempt governmental bonds, BABs and RZEDBs, whether the County is eligible for
any of the temporary periods for unrestricted investmentssagligible 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 ofdax e mpt gover nment al bonds, B
County and each fiftanniversary thereafter to arrange for calculations of the rebate requirements
with respect to such teexempt 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 Reloa

Reduction and Penalty in Lieu of Arbitrage Rebate, Form 803d submit such Form 8038to

the IRS with the required rebate payment. If the County is authorized to recover a rebate payment
previously paid, prepare or cause to be prepareRélgeiest for Recovery of Overpayments Under
Arbitrage Rebate Provisions, Form 88R8with respect to such rebate recovery, and submit such
Form 8038R to the IRS.
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Postlssuance Compliance For TaxExempt Governmental Bonds and Build America Bondgcontinued)

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 pi
at maturity multiplied by the number cbmplete years to the earlier of the optional redemption date or
maturity. The Financial Advisor, Bond Counsel and the Countymahiitor the activity of the bonds

from the date the sale is awarded to the bond closing date to assure the premiuadhdeers to. If this

rule is violated, action will be taken to remedy the situation before the closing of the transaction.

County staff shall institute such procedures necessary and appropriate to monitor the use of the proceec
tax-exempt governmdal 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 proceduresddk ithe following:

a)

b)

d)

Monitor the use of the proceeds of ®axempt governmental bonds, BABs and RZEDBs to:

0] ensure compliance with the expenditure and investment requirements under the tempora
period provisions set forth in Treasury RegulationstiSe 1.1482(e);

(i) ensure compliance with the safe harbor restrictions on the acquisition of investments set
forth in Treasury Regulations, Section 1.45{@);

(iii) ensure that the investments of any yieddtricted funds do not exceed the yield ttch
such investments are restricted:;

(iv) determine whether there has been compliance with the sl requirements under the
spending exceptions to the rebate requirements set forth in Treasury Regulations, Sectiol
1.148 7; and

Monitor the use of albbondfinanced facilities in order to: (i) determine whether private business
uses of bondinanced 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 ces@aatis,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 t
de minimus limits set forth in Section 141(lf)tlke Code have been provided by nongovernmental
persons with respect to such bethnced facilities. Provide training and educational resources

to any County staff who have the primary responsibility for the operation, maintenance, or
inspection of bod-financed facilities with regard to the limitations on the private business use of
bondfinanced facilities and as to the limitations on the private security or payments with respect
to bondfinanced facilities; and

Monitor the use of proceeds of BABsthkRZEDBSs to ensure compliance with the requirements

that (i) all proceeds (other than amounts placed in a reasonably required reserve fund and used
pay costs of issuance) are used to pay capital costs; and (ii) no more than two percent of the
principalamount of the bonds are used to pay costs of issuance; and

Complete the following with respect to each outstanding issue -@xxpt 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 assistan
with any County staff who have the primary responsibility for theatjm®, maintenance, or
inspection of such bonfihanced facilities.
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Postlssuance Compliance For TaxExempt Governmental Bonds and Build America Bondgcontinued)

4.

Collect and retain the following records with respect to each issue-ekéampt governnraal 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 stud
with respect to the facilitie® be financed with the proceeds of such bonds; (iii) publications, brochures,
and newspaper articles related to the bond financing; (iv) tratteEments if applicable; (v) records of all
investments and the gains (or losses) from such investmentsuéiee statements regarding investments
and investment earnings if applical{eij) reimbursement resolutions and expenditures reimbursed with
the proceeds of such bonds; (viii) allocations of proceeds to expenditures (including costs of issuance) &
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 th
construction, renovation, or purchase of bdiménced facilities; (x) an asset list or schedule of all bond
financed depreciable property and any depreciation schedules with respect to such assets or property; (
records of the purchases and sales of Horahced assets; (xii) private business usfdsondfinanced

facilities that arise subsequent to the date of issue through leases and subleases, licenses, managemer
contracts, research contracts, naming rights agreements, or other arrangements that provide special leg
entitlements to nongovernmial 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 @spebtthionds; (xv) formal
elections authorized by the Code or Treasury Regulations that are taken with respect to such bonds; (xv
relevant correspondence relating to such bonds; (xvii) documents related to guaranteed investment
contracts or certificatesf deposit, credit enhancement transactions, and financial derivatives entered into
subsequent to the date of issue; (xviii) copies of all Form 8038Ts and ForaR8GB&d with the IRS;

and (xix) the transcript prepared with respect to suclexampt geernmental bonds, BABs and

RZEDBs.

The records collected shall be stored in any format deemed appropriate and shall be retained for a peric
equal to the life of the tagxempt governmental bonds, BABs, and RZEDBs with respect to which the
records are ctdcted (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.

In consultation with Bond Counsel and the Financial Advisor, County Stafflahallvare of the remedial
actions under Treasury Regulations, Section 112110 be utilized in the event that private business use
of bondfinanced facilities exceeds the de minimus limits under Section 141(b)(1) of the Code. In
consultation with Bonc€Counsel, County Staff shall become acquainted with the Tax Exempt Bonds
Voluntary Closing Agreement Program described in Notice Z1&00811 I.R.B. 592, to be utilized as

a means for an issuer to correct any figstiance infractions of the Code angdsury Regulations with
respect to outstanding taxempt bonds.

In addition to its posissuance compliance requirements under applicable provisions of the Code and
Treasury Regulations, the County has agreed to provide continuing disclosure, auchaginancial
information and material event notices, pursuant to a continuing disclosure certificate or similar documelr
(the AContinuing Disclosure Documento) prepare
respect to each issue ofrms 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
Countybés bonds in meeting their obsionBRegulatiommg un
C.F.R. Section 240.15e22, as i n effect and intetpoptedTher
continuing disclosure obligations of the County are governed by the Continuing Disclosure Documents
and by the terms of Rule 15d2. TheFinanceand Central Services Division is primarily responsible for
undertaking such continuing disclosure obligations and to monitor compliance with such obligations.
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Any action not identified in this Policy shall be undertaken by County Staff to efgucentinuing 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 Financia
Advisor and the Division Manager,rféince and Central Services.

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 feder
income taxpurposes (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 #@axempt governmentaéfunding bonds, then the uses of the proceeds

of the taxable governmental bonds and the uses of the facilities financed with the proceeds of the taxabl
governmental bonds will be relevant to the-teempt 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 afxempt governmental bonds then, for
purposes of this Policy, issue of taxable governmdratatis 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 whethe
there is any reasonable possibility of issuinggagmpt governmental bonds to refund an issue of taxable
governmental bonds.
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B. Tax-Exempt Governmental Bonds

The County of Anoka, Mi n exempd gowernmenthl bondsfdancercapyab ) | s s |
improvements. As an issuer of taxempt governmental bonds, the County is required by the terms of Sections 103 and
141150 of the I nternal Revenue Code of 1986, as amende
thereundef t he A Treasury Regulationso), to take certain ac
continuing taxexempt status of such bonds. In addition, Section 6001 of the Code and Sectiorl{ad@dthe Treasury
Regulations, impose rea retention requirements on the County with respect to kexampt governmental bonds. This
Postlssuance Compliance Procedure and Policy forHaxe mpt Gover nment al Bonds (the
and adopted by the County to ensure thatbenty complies with its posssuance compliance obligations under
applicable provisions of the Code and Treasury Regulations.

1. Effective Date and TermThe effective date of this Policy for the County is the date of approval by the
Board of Commissiners ofthe Countyt he fA Count y ,Decemipdd3, 20L1loThis Pokcy shall remain in
effect until superseded or terminated by action of the County Commissioners. The County previously adepted post
issuance policies or taxable bonds issuectutite American Recovery and Reinvestment Act and this Policy is intended
to be supplementary t heresamptbandsd r el ate to the Countyd

2. Responsible Parties The Division Manager, Finance and C
Of f i) shellrbé&the party primarily responsible for ensuring that the County successfully carries ouissupose
compliance requirements under applicable provisions of the Code and Treasury Regulations. The Finance Officer will |
assisted by other Cotynstaff, as applicable, and officials when appropriate. The Finance Officer will also be assisted in
carrying out postssuance compliance requirements by the following organizations:

@) Bond Counsel (the law firm primarily responsible for providimgd counsel services for the
County);

(b) Financial Advisor (the organization primarily responsible for providing financial advisor services
to the County);

(9] Paying Agent (the person, organization, or County officer primarily responsible for mgvidi
paying agent services for the County); and

(d) Rebate Analyst (the organization primarily responsible for providing rebate analyst services for tf
County).

The Finance Officer shall be responsible for assigningigegince compliance responsilgis 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 withifiseigost compliance regeiments

of the County. The Finance Officer shall provide training and educational resources to the County staff that are respon
for ensuring compliance with any portion of the piestiance compliance requirements of this Policy.

3. Postlssuance Cmpliance Actions County staff shall take the following passuance compliance actions
or shall verify that the following posssuance compliance actions have been taken on behalf of the County with respect t
each issue of tagxempt governmental boadssued by the County:

@) Prepare a transcript of principal documents (this action will be the primary responsibility of Bond
Counsel).
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Postlssuance Compliance For TaxExempt Governmental Bonds and Build America Bonds (continued)

(b) File withthel nt er nal Revenue Service (the Al RSo0),
149(e) of the Code and applicable Treasury Regulations, an Information Return-exdrapt Governmental
Obligations, Form 803& (this action will be the primary responsililitf Bond Counsel).

(© As necessary, prepare an dal | eegemptgovernmentaimo r a
bonds in accordance with the provisions of Treasury Regulations, Sectior6{d}é, that accounts for the
allocation of the proceeds tife taxexempt bonds to expenditures not later than the earlier of:

0] 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-exempt bond issue is placed in seryime

(i) 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-testapt bond issue.

Preparation of the allocation memorandwiti 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 -@xampt
governmental bonds that must be yietdricted and shall monitor the investments of any yrelstricted 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 determinetier the County is subject to
the rebate requirements of Section 148(f) of the Code with respect to each issuexefti@k governmental
bonds. In consultation with Bond Counsel, the Finance Officer shall determine, with respect to each issue of ta
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 Fin:
Officer shall contact the Rebataalyst (and, if appropriate, Bond Counsel) prior to the fifth anniversary of the
date of issuance of each issue oféaempt governmental bonds of the County and each fifth anniversary
thereafter to arrange for calculations of the rebate requiremehtsespect to such teexempt governmental
bonds. If a rebate payment is required to be paid by the County, the Finance Officer shall prepare or cause to f
prepared the Arbitrage Rebate, Yield Reduction and Penalty in Lieu of Arbitrage Rebat&0B8/T and submit
such Form 8039 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 o
Overpayments UnderrAitrage Rebate Provisions, Form 8eB8with respect to such rebate recovery, and submit
such FormB038R to the IRS.

4. Procedures for Monitoring, Verification, and Inspectiofifie Finance Officer shall institute such
procedures as the Finance Offishall deem necessary and appropriate to monitor the use of the proceeesxefiipk
governmental bonds issued by the County, to verify that certairigsosince compliance actions have been taken by the
County, and to provide for the inspection of theilities financed with the proceeds of such bonds. At a minimum, the
Finance Officer shall establish the following procedures:
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Postlssuance Compliance For TaxExempt Governmental Bonds and Build America Bonds (continued)

€)) Monitor the use of thproceeds of tasexempt governmental bonds to: (i) ensure compliance with
the expenditure and investment requirements under the temporary period provisions set forth in Treasury
Regulations, Section 1.148e); (ii) ensure compliance with the safe harlastrictions on the acquisition of
investments set forth in Treasury Regulations, Section 45{@)3 (iii) ensure that the investments of any yield
restricted funds do not exceed the yield to which such investments are restricted; detk(imjne whethehere
has been compliance with the speatwivn requirements under the spending exceptions to the rebate requirements
set forth in Treasury Regulations, Sectioh487.

(b) Monitor the use of all bonfinanced facilities in order to: (jetermine whéter private business
uses of bondinanced facilities have exceeded tteminimudimits set forth in Section 141(b) of the Code as a
result of leases and subleases, licenses, management contracts, research contracts, naming rights agreements
other arangements that provide special legal entittements to nongovernmental personsdeter(ijne whether
private security or payments that exceeddéeninimudimits set forth in Section 141(b) of the Code have been
provided by nongovernmental personighwespect to such borthanced facilities. The Finance Officer shall
provide training and educational resources to any Countytktdfiave the primary responsibility for the
operation, maintenance, or inspection of béindnced facilities with regd to the limitations on the private
business use of boffihanced facilities and as to the limitations on the private security or payments with respect t
bondfinanced facilities.

(©) Undertake the following with respect to each outstanding issua-ekempt governmental bonds
of the County: (i) an annual review of the books and records maintained by the County with respect to such bol
and (ii) an annual physical inspection of the facilities financed with the proceeds of such bonds, condbteted by t
Finance Officer with the assistance with any County staff who have the primary responsibility for the operation,
maintenance, or inspection of such bdim&nced facilities.

5. Record Retention Requirement€ounty staff shall collect and retain fio/owing records with respect to
each issue of tagxempt governmental bonds of the County and with respect to the facilities financed with the proceeds
such bonds: (i) audited financial statements of the Countgp(iijaisals, demand surveys, adibility studies with
respect to the facilities to be financed with the proceeds of such bonds; (iii) publications, brochures, and newspaper art
related to the bond financing; (itrustee or paying agent statements; (v) records of all investmehteeagains (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
proceed 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 féne construction, renovation, or purchase of bfimnanced facilities; (x) an asset list or

schedule of all bonfinanced depreciable property and any depreciation schedules with respect to such assets or propel
(xi) records of the purchases and salesondfinanced assets; (xii) private business uses of fiimaghced facilities that

arise subsequent to the date of issue through leases and subleases, licenses, management contracts, research contra
naming rights agreements, or other arrangemeatgtiovide special legal entitlements to nongovernmental persons and
copies of any such agreements or instruments; ériifrage rebate reports and records of rebate and yield reduction
payments; (xiv) resolutions or other actions taken by the govebaitg subsequent to the date of issue with respect to
such bonds; (xvlormal elections authorized by the Code or Treasury Regulations that are taken with respect to such
bonds; (xvi) relevant correspondence, including letters, faxes or emails, relatinghtbonds; (xviilocuments related to
guaranteed investment contracts or certificates of deposit, credit enhancement transactions, and financial derivatives
entered into subsequent to the date of issue; (hidiing of financial products for investmiesecurities; (xix) copies of

all Form 8038Ts, Form 803&Rs, and Form 8038Ps filed with the IRS and any other forms or documents filed with the
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Postlssuance Compliance For TaxExempt Governmental Bonds and Build America Bonds (continued)

IRS; (xx)the transcript prepared with respect to sucheteampt 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 similauthorization 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 |
financed facilities.

The records calicted shall be stored in any format deemed appropriate by the Finance Officer and shall be retail
for a period equal to the life of the texempt governmental bonds with respect to which the records are collected (which
shall include the life of any bals issued to refund any portion of such-éeempt governmental bonds or to refund any
refunding bonds) plus thré€8) years. County staff shall also collect and retain reports of any IRS examination of the
County or any of their bond financings.

6. Renedies In consultation with Bond Counsel, the Finance Officer shall become acquainted with the
remedial actions (including redemption or defeasance) under Treasury Regulations, Sectid®,1d b utilized in the
event that private business use of édfinanced facilities exceeds tlde minimudimits under Sectiori41(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 210200811 I.R.B. 592, to be utilized as a means for an
issuer to correct any peissuance infractions of the Code and Treasury Regulations with respect to outstandiegripk
bonds.

7. Continuing Disclosure Obligationdn addition to its posissuance compliance requirements under
applicable provisions of the Code and Treasury Regulations, the County has agreed to provide continuing disclosure, s
as annual financial information and material event notices, pursuant to a continuing discldsizegeer similar
document (the AContinuing Disclosure Documentod) prepa
respect to each issue of bonds of the County that is subject to such continuing disclosure requirements. The Continuin
Discl osure Documents are executed by the County to ass
obligations under Securities and Exchange Commission Regulation, 17 C.F.R. Section 24D, Hscp effect and
interpreted fRuketbcZlRimg .t oThiemeogfii nuing disclosure obl
Continuing Disclosure Documents and by the terms of Rule-18cZThe Finance Officer is primarily responsible for
undertaking such continuing disclosure obligatiand to monitor compliance with such obligations.

8. Other Posissuance Actionslf, in consultation with Bond Counsel, Financial Advisor, Paying Agent,
Rebate Analyst, the County Administrator, the County Attorney, or the County Commission, the Eiffanece
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
Finane 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 detenine that this Policy must be amended or supplemented to ensure the contimnaxentgt
status of any issue of governmental bonds of the County, the Finance Officer shall recommend to the County Board the
this Policy be so amended or supplemented.

9. Taxable Governmental Bond#/ost 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 hanfdam 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 u
the facilities financed with the proceedglee taxable governmental bonds will be relevant to thek@xmpt 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 tlezeeds of an issue of txempt governmental bonds then, for
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Postlssuance Compliance For TaxExempt Governmental Bonds and Build America Bonds (continued)

purposes of this Policy, the Finance Officer shall treat the issue of taxable governmentalshibsdsh issue were an

issue of taxexempt governmental bonds and shall carry out and comply with the requirements of this Policy with respec
to such taxable governmental bonds. The Finance Officer shall seek the advice of Bond Counsel as thevhathany
reasonable possibility of issuing taxempt governmental bonds to refund an issue of taxable governmental bonds.

10. Qualified 501(c)(3) BondslIf the County issues teexempt bonds to finance a facility to be owned by the
County but whichmay 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
A501(c)(3) Orgamityatmagne) ecthéeéoCi ssue the bonds as #fc
exempt from federal income taxation under Sectid® and 145 of the Code and applicable Treasury Regulations.
Although such qualifie®01(c)(3) bonds are not gavenental 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 complythétirequirements of this Policy with respect to such
gualified 501(c)(3) bonds.
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Appendix A

PRORAM AREA

COUNTY GENERAL SERVICES
Management Appropriations
Regional Associations
County Administration
Miscellaneous Apprajations
Human Resources
Public Information
Internal Auditor
Diversity Coordinator
Minnesota Extension Services

FINANCE & CENTRAL SERVICES
Blaine H.S. Center Management
Facilities Management & Construction
Finandal Management & Central Services
Accounting & Budget
Information Technology

PROPERTY RECORDS & TAXATION

COUNTY ATTORNEY

COURTS
Court Administration
Court Appointed Attorneys

SHERIFF

PUBLIC SERVICES
Administrationi Public Services & RDF
Highway
Parks & Recreation
Surveyori Geographic Information System
Transit & Volunteer Trans.
Wave Pool
Golf Course

HUMAN SERVICES
Economic Assistance
Social Services
Mental Healh Services
Senior Services
Community Health & Envir Services
Community Corrections
Job Training Center
Coroner

GOVERNMENT SERVICES
Government ServicasAdmin.
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 Governmat Cash Collections

Know and f ol |l ow vypmadicularorocedures éopashras idestifietl BekowRefer questions to the responsible
person.

__ Limit the chain of custody for handling money to minimum number of persongee.

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 prenumberedeceipt for money received and account for the sequence of humbers.

__ Ifareceiptis voided retain original and all copies in the receipt book.

Make daily bank deposits of money collected andrizado 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 refusisd receip
__ 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 mey, 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.
____Scanincoming large currency domiioais 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.

__ Depositpreparation stepissorting, counting and listingare 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 publiausthte electronically time stamped.

At least annually, review your experiences and this checklist to help ensure adherence to good practices.

* These are customaryamtices 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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Appendix C

GOVERNMENT FINANCE OFFICERS ASSOCIATION
CODE OF PROFEI®NAL 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 |
identifying, develong 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 profession
standards of conduct in the fulfillment of their pedmnal 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 finan

1. Personal Standards

Government finance officers shall demonstrate and dieaked 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 official
employees and of the public.

A. They shall devote their time, skills and agies 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 responsisilitfésials 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 theagament 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 shatimote excellence in the public service.
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Appendix C (continued)

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 appiicabie |
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, witramengork

of state or local government policy.

5.  Government finance officers shall act with honor, integrity and virtue in all professional relationships.

B.
C.
D
E.

F.

They shall exhibit loyalty and trust in the affairs and interests the government they servetheithin
confines of this Code of Ethics.

They shall not knowingly be a part to or condone any illegal or improper activity.

They shall respect the rights, responsibilities and integrity of their colleagues and other public officials
with whom they work and agsiate.

They shall manage all matters of personnel within the scope if their authority so that fairness and
impartiality govern their decisions.

They shall promote equal employment opportunities, and in doing so, oppose any discrimination,
harassment or ber unfair practices.

6. Government finance officer shall actively avoid the appearance of or the fact of conflicting interests.

A.

B.

They shall discharge their duties without favor and shall refrain from engaging in any outside matters c
financial or persondhterest incompatible with the impartial and objective performance of their duties
They shall not, directly or indirectly, seek or accept personal gain which would influence, or appear to
influence, the conduct of their officials.

They shall not use publjgroperty or resources for personal political gain.
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Appendix D

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 applica
thereto, and when confident of possegghre 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.

* |s 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 personfit pbtained through misuse of public or personal
relationships is dishonest and not tolerable.

* |dentifies and eliminates participation of any individual in operational situations where a conflict of interest may
be involved.

* Believes that members tfe Institute and its staff should at no time or under any circumstances accept directly ¢
indirectly, gifts, gratuities, or other things of value from suppliers which might influence or appear to influence
purchasing decisions.

* Keeps the governmentatganization 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 manageallHandls
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 problenmegbgradiemphatically
without discrimination.

* Subscribes to and supports the professional aims and objectively of the National Institute of Governmental
Purchasing, Inc.
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Appendix E

COUNTY OF ANOKA

Office of the County Board of Commussioners

GOVERNMENT CENTER
2100 3rd Avenue - Anoka, Minnesola 55303-2489

(612) 323-5680
May 25, 1995
JiM A. KORDIAK
County Comemigsones
Castrct #4

MEMO TO: Elected Officials, Dvision Managers, Department Heads, Unit Heads

FROM: Commessioner Jim Kordiak

SUBJECT: Requests for Grant Funds & Non-Budgeted Staff Guidalines

Finally, after several discussions, drafts, changes and memcs the County Board is putting in place

the procedures and forms attached Thank you for your input. | have incorporated several of

your suggestiens, the most notable of which are®

1. The following statement was added to the procedures: "Grants that have been received

for over five years and do net have any contingent employees fundad from such grants
are exempted from this grant submission process, even if the grant 1s for more than
850,000

This change recognizes some of the long term grants of the Job Traiming Center and the
County Aftorney's Office, as wall as other departmants

2. The sequential order of items A-T was changed to be more “user fmendly* for those
departments requesting potential grant approval  No substanfve changes were made
in fems AT,

The appropnate anclosed farms and proceduras should be used on and after Juna 1, 1985

After a few months of ublizing these procedures and forms | am willing to “fine tune® this process
so that it works for all concerned parties.

Please continue to forward your guestions or comments 1o Ron Walde for future consideration,

Kol

Thanks for your cooperation in this new procedure,

im Kordeak
JK.pd
Enclosures
ot Anoka County Commissioners
FAX. 323.5682 Affirmative Action / Equal Opportunity Employer  TDOTTY 323.528%

et
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Appendix E (continued)

COUNTY OF ANOKA

Office aof the County Board of Commusgioners

GOVERMMENT CENTER
2100 3rd Avenue Anoka, Minnesola 55303-2485
(612 323-5680

May 25, 1985

MEMO TO: Elaciad Officials, Drvision Managers, Department Heads, Unit Heads
FROM: Anaka Courty Board of Commissioners
SUBJECT: Potential Grant Funding and Mon-Budgeted Staffing Requests Guidelines

In order fo asaist the County Board in determining which grants we want 1o pursue and in regard to new
postions requesied to be created outsicde the budget process, new procadures are being astablished,

Effective Juna 1, 1885, the County Board 1s requasting, for potential grants* of $50,000 or mare ar for grants
which reswt in any new staffing expectations, the fallowing informabion, which 1§ necessary pnor o any
formalzed applicaton for funding baing submittad

A Ancka County H Mew or sxpansion of 0 Space, phone,
departrrent/divisian exsling program admirestratve costs
{reimbursable)
B Name of potential grant | Funding seurces P. Esbmated costs o prepars
grant applicaton
G Mandated or non- J. Lkelihood of continued Q. Benefitvalue of the grant
rardated funding in relabon to curent
serices provided
0 Budgeted or mon-budgeted | K. Replaces county tax R Collaborative efiort
dollars
E  Directindiract county L MNumber and type of new S, Ability 1o purchase
funds required poshions and FTE's services from another
created (If so, complete agency
nar-budgeted staffing
| request ferm |
F  Timeframe of grant M. Equipment needed T. Any other relevant
(include dollar estmates) information
G Grant rerswal M. Space sstimates (sguare
footage)

* Grants that have been received for over five years and do not have any contingent amployees funded frerm
such grants are exempted from this grant submission process, even if the grant s for mane than 350,000

FaX, 323-5882 Atfirmative Action / Equal Oppartunity Employer  TOO/TTY 323-5288

wrafifie
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Appendix E (continued)

May 25, 19895
Page 2

Also attachad is a non-budgeted staffing request form for your use

The fallowing outlines three different scenarics and grves you soffie guidance

1

If you are asking to seek such a grant that contains ne new positions, please just compiata Questions
A through T of the grant funding infermation and submit the information to your committee of jurisdicthion
for consideration and recormmendation to the County Board.

If you are asking 1o seek such a grant that does contain a new position(s), please complete Questons
A through T and submit the information to your committee of junsdichon for consideration and
recommendation to the County Board (If you are |ater successful in acquinng the grant, please
compiete the non-budgeted staffing request form and include this completed form as you then follow
your standard procedurs through your committee of jurisdiction, Managemant Commrties and County
Board )

If you are not seeking a grant but are simply reguesting the creation of a new position outside the

budget procass, complets only the non-budgeted staffing request form and submt it to your committes
of junsdiction and later to Aon Welde for Management Committee consideration.

Thank you for your cooperation with these new procedures. Please proceed accordingly

A

. N
MleEs A
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COUNTY

HON-BUGGETED STAFFING REQUFST

Drraory Repartmant Date:

Feques:md By Triles:

Mame of Granl, if any

I accordance with Saunty Beare procadures regarding ihe creation of nen-budoeted posdions, please
consider the fallowing:

A Typa of noirbudgelad position to be cotridersd’
L Permanarl Pagtlon [ ¥ Limrad Tem

B. Sowce of fencimg

) arant Funded
Funded by additional ressrus or faks
Funding Scurses

% Felara)
k] State
% County

{Aevenus Sodres: Preperty Tax [ Fees, abs)
* Crther [ plai)

C  Mandsted Program.
[ Yes T yes, [dertify tee gowce of the mandate

{1 Ma

0. haw indsinse.
[ s
1] Ma Explanaticn

E. Plemaa idarbty

Pasmiom tls s} Siarting aate
FTEa Ariicipated
arpualzed saary

F  Ratisnale for posten)s) - plaass answae the fallawing quastions,

1 Whiy |3 this poailon neaded now?
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POlIGIES

A

ANOKA
COUNTY

Mon-Budgeted Staffing Fequest - page 2

What aiternatives io additonal staff have been considered?

i not approved, haw do you intend to handle?

What is the benefitivalue of this position?

How long is this funded for?

What is the likelihood of continued funding?

Caosts in addition to salary and benefits?

Fumiture and Equipment §

Space

Other

Total

Does the grant permit any of these spacs, telephons and other administrative costs
10 be paid for by the grant?

Cther nformation o assist in decision-making.
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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 a s s t a Attacth me n tafidAlélegates 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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[P Ay ANOKA
OlleleS  coonty
STATE OF MINNESOTA)
COUNTY OF ANOKA ) % YES NO
I, Terry L. Johnson, County
Administrator, Anoka County, Minnesota, DISTRICT #1 1 LOOK X
hereby certify that | have compared the
foregoing copy of the resolution of the
county board of said county with the original DisTRICT 2T WESTERBERG X
record thereof on file in the Administration
Office, Anoka County, Minnesota, as stated
in the minutes of the proceedings of said DISTRICT #3 1T WEST X
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 DISTRICT #4 1T KORDIAK X
the whole thereof, and that said resolution
was duly passed by said board at said .
meeting. DISTRICT#51 LEDOUX X
Witness my hand and seal this 4th
day of January 2011. DISTRICT#6 T SIVARAJAH X
DISTRICT #7 T ERHART X

TERRY L. JOHNSON
COUNTY ADMINISTRATOR
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Appendix F (continued)

AATTACHMENT Ao
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, i o f f-e £ &
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.

|t is the division marmesposihiliy so/ranaip \aithin theetravel alloeatod in the
c ur r e nstbudget @pptoval of travel is required as follows:
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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
e mp | osynermd 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.

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.

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.

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.

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.

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.

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.

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 20dk3)mayoc

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).

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.

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.

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

~

C

home phone or personal cellularp hone or ¢ har ge & cdling oracrediteardpfl oy

away from home.
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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:

| f an esngpbuseyoe fardily 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, t he bids received for publicati on
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 20100372 be designated as th@wimary legal newspaper of Anoka
County and as such shall publigigal publications, advertisements or description of advertisementsnd

of

the proceedings of the Board of Commissioners of Anoka County for the year ending December 31,
2011 Where publicatiorof a summary of the proceedings will adequately inform the public of the substanc

of the proceedings, a summary may be published.

2. Quad Community Preg€ontract 2010:0371) be designated as tilsecondary legatewspaper in which the
notice and list of real estate taxes remaining delinquentn Anoka County on the first working day of

January2011 maybe published.

3. Anoka County Union(Contract 20100372 be designated as the newspaper in whictfiteepublication
of the financial statementfor theyear ending Decemb@i.,201Q maybe published.

4, The second publication of the financial statementor the year ending Decembgt, 2010 may be printed

by Press Publications (Quagontract #201@371) and distributed as an insert by the followirapprs:

St. Croix Valley Peach - F.L. Shopper (Contract #2010-0370)
Quad Community Press (Contract #2010-0371)

5. Anoka County Unior{Contract 20100372 be designated as the newspapewrhich the proceedings of the

County Board of Appeal and Equalization for the year ending Decemb@t, 2011, maybe 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.

83



Appendix G (continued)

gl A
Y
filels &%

STATE OF MINNESOTA)
COUNTY OF ANOKA ) %

I, Terry L. Johnson, County
Administrator, Anoka County, Minnesota,
hereby certify that | 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 #1171 LooK X
DiSTRICT #2 T

WESTERBERG X
DisTRICT #3 1T WEST X
DISTRICT #4 7 KORDIAK X
DISTRICT #5717 LEDOUX X
DISTRICT #6 1T SIVARAJAH X
DISTRICT #7 1 ERHART X
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BOARD OF COUNTY COMMISSIONERS
Anoka County, Minnesota

DATE: September 25, 1990 RESOLUTION #90-94
OFFERED BY COMMISSIONER: Kordiak

RESOLUTION AMENDING RESOLUTION #89-75 RELATING TO
ANOKA COUNTY CONTRACTS AND PREVAILING WAGE RATES

WHEREAS, the Anoka County Board of Commissioners, by Resolution #89-78, and pursuant
to Minn. Stat. § 471,345, subd. 7, established a policy which provides that in any contract, the cost
of which is estimated 10 exceed $10,000.00, the County would require any contractor and/or
subcontractor 10 pay their respective employees who fall within any job classification established by
the Minnesota Department of Labor and Industry, at a minimum, the prevailing wage rate as certified

WHEREAS, the Ancka County Board of Commissioners desires to amend said policy to
Include that in any Anoka County contract, the cost of which is estimated to exceed $10,000.00, that
It any contractor and/or subcontractor falls to abide by the prevalling wage rate requirement of the
contract, the contractor shall pay to the County as liquidated damages five percent (5%) of the
contract amount; and,

WHEREAS, the inclusion of such a liquidated damages provision would provide a method to
determine damages Iincurred by the County if a contractor did not comply with the prevailing wage
contract provisions which would otherwise be difficult to determine; and,

WHEREAS, m-lwwmmmmwmmmmw-
ptovdlngw‘oopollqwhieﬂwould fairmess to all bidders in the competitive bidding

NOW, THEREFORE, BE IT RESOLVED THAT prior to the award of any Anoka County
contract, the cost of which is estimated to exceed $10,000.00, the contractor shall agree that the
contractor's employees and any subcontractor's employees who fall within any job classification
established and published by the Minnesota Department of Labor and Industry, shall be paid, at a
minimum, the prevailing wage rates as certified by said Department.

BE IT FURTHER RESOLVED THAT all Anoka County contracts, the cost of which is estimated
1o exceed $10,000.00, shall contain a provision which requires the contractor to pay to Anoka
County, as liquidated damages, five percent (5%) of the contract amount if the contractor and/or
subcontractor falls to comply with the prevailing wage provision of the contract.

YES NO
District #1 - Haas Steffen i Haas Steffen TS
District #2 - Burman RED S Burman JUR 7
District #3 - Langfeld X Langfeid REAL T
District #4 - Kordiak X Kordiak RSO
District #5 - Cenalko A e Cenalko o 9o TR B
District #6 - McCarron _Absent McCarron —maiS Ll
District #7 - Erhart ) O, Erhan SRR Y S
A ss

COUNTY OF ANOKA )

I, John *Jay* McLinden, County Administrator, Anoka County, Minnesota, hereby certity that
| have compared the copy of the resolution of the County Board of said County with the

resolution was duly passed by said Board at said meeting.
Witness my hand and seal this 25th day of September, 1890,

.To'ﬁ -JAY)%IDEN
COUNTY ADMINISTRATOR
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