
Board of County Commissioners 
Agenda Request 

Requested Meeting Date: May 12, 2026 

Title of Item: Update Financial Policies 

Agenda Item # 

I✓ I REGULAR AGENDA

□ CONSENT AGENDA

Action Requested: D Direction Requested

I✓ I Approve/Deny Motion D Discussion Item 

D Adopt Resolution (attach draft) D Information Only

D Hold Public Hearing *provide copy of hearing notice that was published

Submitted by: 

Kathleen Ryan, Auditor 

Presenter (Name and Title): 

Kathleen Ryan, Auditor 

Summary of Issue: 

Department: 

Auditor 

Estimated Time Needed: 

15 Minutes 

Updated Financial Policy language as part of the over all Operations Policies of Aitkin County. 

Some highlights of changes: 
Procurement Policy and Purchasing Policy were combined into one policy. We found there was repeat language and 
the need to have 2 policies was not necessary. 

Updated dollar thresholds as part of the Capital Improvement Policy. 

Added/clarified language regarding the donation of county owned equipment to non-profit organizations. 

Updated MEALS language to state that the daily maximum will only be paid if the employee qualifies for 3 consecutive 
meals. 

Alternatives, Options, Effects on Others/Comments: 

Recommended Action/Motion: 

Recommend the updated policy/policies as part of the General Operations Policy. Discontinue/Delete separate 
Procurement Policy for Aitkin County. 

Financial Impact: 
Is there a cost associated with this request? 
What is the total cost, with tax and shipping? $ 
Is this budgeted? D Yes 1✓1 No

Oves [Z]No 

Please Explain: 

Legally binding agreements must have County Attorney approval prior to submission. 
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FinanciaI Poticies

Tabte of Contents

INTRODUCTION

Accounting, Auditing and FinanciaL Reporting Poticies

Operating Budget Poticy.......

CapitaL l mprovement Poticy

lnvestment Poticy

Debt Poticy

Revenue & CoLLection Poticy

Cash Handl.ing and Receipting Poticy

Credit Card Acceptance Pol.icy

Disbursement Pol,icy.

Pu rchasing (Procurement) Pol,icy

Purchasing Card Poticy

CapitaLAsset Poticy

Purchase and/or Reptacement of CountyVehictes Pol,icy

Pubtic Purpose of Expenditure

Travet, Meats, and GeneraI Expense Reimbu rsement Policy.............

*Add Risk Management Language
*Add lnternaI Controt Language

**The Purchasing Pol,icy incl,uded with this [anguage covers the Procurement Pol.icy

[anguage atso.

**Employee travel is covered; more detaits may need to be inctuded but can be removed

from Personnet Pol,icy.
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Accounting, Auditing and Financiat Poticies
Aitkin County wil,t estabtish and maintain a high standard of accounting practices.

Accounting standards witt conform to Generatty Accepted Accounting Principl,es (GAAP) as

outtined by the Governmentat Accounting Standards Board (GASB).

Aitkin County wi[[ maintain a strong internaI audit function.

The financial, data maintained by the County Auditor wil.t be the officiat Aitkin County books.

Att subsystems witl reconcite to the officiaL county system monthty.

The county witt maintain a fixed asset tist to identify and protect at[ county assets.

Aitkin Countywit[ maintain an integrated financiaI system with etectronic financiaI

reports/q ue ries for i nterna I ma nageme nt pu rposes.

At the end of each fiscaI year, the County wi[[ report the portion of the fund batance that is
not in spendabte form as Non-spendabte Fund Batance on the financiat statements.

Prior to the end of each fiscal. year, the County Board wil,t determine any committed fund
batance.

Special, Revenue Funds Cash Flow - At the end of each fiscal.year, the Countywitl,
maintain a Spendabte - Assigned portion of the fund batance for cash ftow.

General Fund Gash Ftow - At the end of each fiscal year, the County witl maintain a

Spendabl,e - Unassigned portion of the fund batance for Cash Ftow in a range equal to 40 -
500/o of the Generat Fund net county share. Net county share is defined as expenditures
less non-property tax revenues. ln addition to cash ftow needs this accommodates
emergency contingency concerns.

ln the event that amounts maintained for cash ftow fatt above or below the desired range, the
County Auditor and County Administrator shatl report such amounts to the County Board
after the end of the fiscat year. Shoul,d the actual amount maintained for cash ftow fal,t

above or betow the desired range, the County shatt create a ptan to restore the appropriate
levels.

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

When both restricted and unrestricted resources are avaitabte for use, it is the County's
poticy to first use restricted resources and then use unrestricted resources as they are
needed. lt is the County's poticy to use resources in the fol,towing order: 1) committed 2)

assigned 3) unassigned.
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Operating Budget PoLicy

The format budgeting process provides the primary mechanism by which key decisions are

made regarding the levets and types of services to be provided, given the anticipated [eve[

of avaitabte resources.

The county witl attempt to maintain its present service tevel for al,t priority and essential

services within avaitabte revenues. New services wi[[ be considered for funding within

avaitabl,e resources.

Aitkin County witl. utitize a "priority based" service leveI approach to resource attocation.

Each program arealprogram wil,t prioritize services and atlocate resources according to

highest priority and greatest need.

The resources to fund the budget wil,t inctude atl revenues that can reasonabl.y be

anticipated from a[[ sources and the entire amount of fund batance estimated to be carried

forward at the beginning of the fiscaI year.

County enterprise operations are intended to be setf-supporting, i.e., current revenues and

ptanned use of reserves wit[ cover current expenditures, inctuding capitat improvements

and depreciation. Enterprise operations are to be reviewed annualty for setf-sufficiency.

The countywiLt utitize procedures which attow program areas/programs to integrate goats,

objectives, and performance measurement into the budget requests.

At[ unfunded positions witl, be removed from the Proposed Budget untess the Department

Head requests the position remain vatid due to potential future funds such as a grant or

revenue swings.

The Aitkin County Board goa[ is to approve a budget which is batanced in terms of the total

availabte resources equal,ing the projected use of funds.

The county witt budget to maintain fund ba[ances at adequate [evets to ensure

sufficient resources are avaitabte for current and future expenditures, whether
ptanned or unforeseen.

The county witt budget to maintain an unassigned fund batance for cash ftow and

contingencies in the GeneraI Fund, to support operations and unforeseen items and

events until current tax revenues are received. Based upon the semi-annual

cotlection of [oca[ taxes and the associated state County Program Aid revenues, the

General Fund shoutd maintain an unassigned fund batance at year end equating 40-

5Oo/o of operations, which is catcutated as totat budgeted operating expenditures

less budgeted (non-property tax) revenues (net county share).

3

a

a



The County Board may assign fund batance for a specific purpose to be spent in

future years. Programs may budget for the use of the committed or assigned fund

batance duringthe annuat budget process.

The County may utitize Fund Batance for capitaI expenditures, requested and

approved during the annuat budget process, which are "one-time" in nature. The

one-time capital expenditures are items which occur on an infrequent basis and

woutd cause an abnormal, spike in the base operating budget.

Within the County's FinanciaI System, the County wit[ maintain an integrated electronic
budgetary controt system to ensure adherence to the budget with accessibte
reports/queries comparing actuaI revenues and expenditures to budgeted amounts.

The Capitatization threshotd for assets of Aitkin County, as defined in the Fixed Asset PoLicy

of this document, appties to aLt budgets and purchases associated with the Capitat
Expenditure series of accounts (66xx).

CapitaI I mprovement Poticy

A Capitat lmprovements Program (ClP) witt be devetoped for a period of five years. As

resources are avaitabte, the most current year of the CIP wil,t be incorporated into the

current year operating budget as the Capitat lmprovements Budget (ClB). The CIP witl. be

reviewed and updated annuatty. Years two through five are for planning purposes onty.

The county witt maintain its physical assets in a manner which is adequate to protect the

county's capital investment and to minimize future maintenance and reptacement costs.
The county witt provide for maintenance and reptacement with current revenues where
possibte.

To be considered in the Capital.lmprovements Program a project must have an estimated

cost of at least $25,000 and a usefu[ life greater than one year. Projects may not be

combined to meetthe minimum standard un{ess they are dependent upon each other.

Items that are considered an operating expense (such as maintenance agreements,
personaI computer software upgrades, PC's, etc.)wit[ generat[y not be considered within
the clP.

The county witt identify the estimated costs and potentiat funding sources for each capital
project prior to inctusion in the ClP. The operating costs to maintain capitaI projects shal,t

be considered prior to the decision to undertake the capital projects.

a
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Capitat projects and/or capitaI asset purchases witl, be evaluated on the fol,towing criteria:

o Mandatory project

o Maintenance project (approved reptacement schedutes)
r Project improves efficiency
o Project provides a new service
o Poticy area project

o Broad extent of usage

o Length of expected usefu[ life
o Positive effect on operation and maintenance costs
o Avaitabitity of state/federaI grants

o Etimination of hazards (improves pubtic safety)

o Prior commitments
. Reptacement due to disaster or loss

The CIP wil,t be presented for review and recommendation to the County Board by the

Budget Committee.

lnvestment Poticy

It is the poticy of the County to invest pubLic funds in a manner which wit[ provide the

highest investment return with minimum risk white meeting the daity cash ftow demands of

the County and conforming to att federat, state, and locaI regutations governing the

investment of publ.ic funds. lnvestment portfotio risk wil,t be minimized to ensure that
tiquidity and marketabitity are maintained. The County witt not invest in instruments that it

cannot hotd until. maturity. Atthough investments are subject to short-term votatitity, it is

critical that a long-term investment focus be maintained.

This lnvestment Poticy appties to at[ financia[ assets of the County.

Al,[ cash and investments witt be maintained in a singLe cash and investment poot, untess

otherwise required by [aw, court order, grant regutation, contract, or County Board

directive.

lnterest revenue and gains (or tosses) on sates of investments witl be retained in the general

fund untess specificatl,y designated otherwise by [aw, court order, County Board resotution,

state statute, grant regutation, or contract.
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Al[ revenues, expenditures, assets, and tiabitities retating to securities [ending transactions

wil,t be recorded in the general fund. Revenue gains (or losses) retated to this investment of
cash cottateral wit[ be retained in the general fund.

The County Treasurer is designated as investment officer and is responsibte for investment

decisions and activities, with the input of the County Board.

No person may engage in an investment transaction except as provided under the terms of
the investment policies and the procedures establ.ished by the County Treasurer and

appl.icabte State law or rute.

The setection of banking services wiLt be made by the County Treasurer.

The County Treasurer shat[ maintain a system of internal controts for investments, which

shat[ be documented in writing. The internal controts shatl. be reviewed by the State

Auditor's Office. The controts shatl, be designed to avoid losses of County funds arising

from f rauds, employee errors, and misrepresentations by third parties, unanticipated

changes in financial markets, or imprudent actions by emptoyees and officers of the

County. The investment portfotio of the County shatl be designed to meet the fol,towing

objectives in the order of priority:

Safety - Safety of principat is of critical importance to the investment program.

lnvestments of the County shatL be undertaken in a manner that preserves the principal in

the overatl, portfotio.

Liquidity-The County's investment portfotio witl. remain sufficientty tiquid to meet

al[ reasonabte operating requirements.

Return on lnvestment - The County's investment portfotio shatl, be designed with
the objective of attaining a market rate return. The core of investments is Limited to low-risk

securities in anticipation of earning a fair return retative to the risk being assumed.

Trading- Portfotio purchases wit[ focus on hotding investments untiI maturity to

maintain securities at amortized cost. Excessive investment portfoLio turnover commonty

referred to as "trading" or "overtrading" to obtain short-term gains is not consistent with the

County's stated investment objectives and is prohibited.

The investment program shal,t be operated in conformance with federal, state, and other

legaI requirements. Authority to manage the County's investment program is derived from

the fol.lowing:

o Minnesota Statutes 51 18A, Municipal. Funds

o The designations within this Poticy as adopted
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Debt Poticy

Each situation requires a thorough review of the County's debt position, financial, heal.th

and economic forecast. The timitations of this poLicy refer to Aitkin County debt onty.

The county witt maintain good communications with bond rating agencies and witl try to

improve or maintain its current bond rating so that the County's borrowing costs are

minimized and so that access to credit is preserved.

The county witl not use short-term borrowing to finance operating needs except in the case

of an extreme financial emergency which is beyond the County's control or reasonabte

abitity to forecast.

The County may onty use long-term debt financing when att the fottowing conditions exist:

o When non-recurring capitat improvements are desired, and

o When it can be determined that future citizens wit[ receive a benefit from the

improvement, and

o When the cost benefit of the improvement, inctuding interest cost, is positive.

The issuance of long-term debt is Limited to capital improvements or projects that cannot

be financed from current revenues or resources. For purposes of this poticy, current

resources are defined as unassigned fund batance greater than that needed for cashftow.

Aitkin County wit[ not ptedge indebtedness to outside agency financing untess the deemed

benefit of the project is primarity for Aitkin County residents.

Every effort wiLL be made to timit the payback period of the bonds or notes to the estimated

usefuI tife of the capitaI asset constructed or purchased.

Revenue and Cottection Poticy

The CountyAdministrator wit[ ensure appropriate procedures are adopted and fottowed to
ensure accurate accounting of revenues receipted into the County. The County Auditor and
County Treasurer are responsibte for imptementing accounting procedures.

Disbursement Poticy

The Aitkin County Disbursement Poticy is estabtished to:

o Ensure accountabitity of the pubtic funds.
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Ensure that atl. disbursement activity compl,ywith appl,icable Federat, State, and

locaI statutes, [aws, codes, ordinances, and rutes.

Maintain controts necessary for the County to operate efficientl.y, effectivety, and in

a transparent and responsible manner.

Provide governance for the disbursement of at[ funds to satisfy ctaims against the

County.

The County Board must approve at[ disbursements.

ln accordance with MN Statute 375.18 the County Board del.egates authority to the

County Administrator and County Auditor to authorize payment of certain claims.

The ctaim must be presented for ratification to the County Board at the next County

Board meeting.

Annualty the County Board shal,t designate the authority to make etectronic fund transfers
(EFT) to satisfy ctaims against the County to the County Treasurer and their designees, with

a copy of the annuat designation being provided to the County's designated disbursing

bank(s).

Etected Officiats serving offices, appointed division managers and department heads, or

their authorized detegate with appropriate separation of duties, shatl authorize pertinent

ctaims against the County after review of the fottowing:

o Notify the Auditor Department of any new vendor(s) and provide the information

necessary to estabtish the vendor prior to disbursement
o Review invoices or other payment documents for accuracy
o Confirm quantities and prices are consistent with the order
o Ensure sufficient documentation exists to identify the ctaim
o Ensure the funds are appropriated
o Provide appropriate genera[ ledger account coding
o Provide an authorized signature, either handwritten or etectronic
o Notify the Auditor Department when submitting overdue obtigations that are not

deLayed due to a good faith dispute

The County Auditor is responsibte for devetoping procedures retated to vendor
management that wit[ accompLish the fol,towing:

o Verify the authenticity of at[ new vendors requested by authorized staff
o Verify the authenticity of any vendor changes to name, address, tax identification,

and bank information

a
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Cash Handting and Receipting Poticy

Due to the decentratized nature of Revenue cottection within the County, the objective of

this poticy is to set forth minimum standards to ensure ctear and consistent practices

within the county for the handting of cash and the receipt of revenue. This pol.icy wil,[ al,so

serve to standardize a sound system of cash controts within the county as wetl as to

provide guidance to departments on improving cash handting skitts and accountabitity.

The County Treasurer shatt estabtish and enforce a reasonable cash receipting po[icy that

witL provide the necessary controts and accountabitity for cash receipts consistent with M N

Statutes S 1 18A. The Treasurer shatl atso estabtish rutes and guidetines in devetopment of

acceptabte levets of contro[ for cash cotlection which facititate the prompt coltection of

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

o Facititate effective cottection of funds due to Aitkin County.

o Consistentl,y seek to improve cottection practices.

o Provide consistency in information related to receipts.

o Facititate secure transactions.
o Accumutate sufficient information to facititate proper accounting of receipts and to

aid in cottectabitity shoul,d the need arise.

The Treasurer witl work to address risks retated to banking activity, cash handl,ing and

payment setttement. Where possible, preventative measures shat[ be taken to identify and

mitigate these risks. Proper controts shoutd be estabtished to account for cash and

receipting activity, and reconcited cash and banking records shatl, be maintained to support

these receipting transactions.

Departments authorized to receive payments on behatf of Aitkin County must ensure that

adequate control procedures are in ptace to secure the cotlection and proper receipt of

funds, and to maintain internat controts and accountabitity of cash receipts. Specific

departmentat actions shat[ inctude:

o Measures to safeguard county funds.

o Procedures to comptywith Aitkin County Poticy.

o Cash handting system that witl. prevent, detect, and deter f raud

o Proper internaI controts and accounting of receipts.

Emptoyees suspecting fraud or theft shat[ immediatety notify their supervisor or the County

Auditor. The County Auditor shat[ report and track specific suspected or actua[ losses

retated to cash and report to the Office of the State Auditor and [aw enforcement when

appropriate.
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CONTROL STANDARDS FOR RECEIPTING AND CASH HANDLING

Adequate cash handting and receipting procedures shat[ be in ptace to ensure that att

payments received are processed and may be traced from initiaI receipt to finaI

disposition. This procedure for handting cash receipts shal,t be designed to provide

accountabil,ity for at[ monies received by the county, in accordance with accepted

standards of control and accounting practices.

These procedures witt be fottowed when accepting and receipting funds.

o Provide/utitize receipts for at[ acceptance of monies or payment (setttement of

transactions).
o Receipt information witl include the date issued, name of payer, net amount

received, and sufficient information to identify the purpose of the payment. Atso

incl.uded shoutd be any identifying number, form of payment, identification of

person accepting payment and account to which payment is to be credited.

o Maintain proper care and control of atl receipts and receipt stock.

o Coins and currency shoutd generatty be accepted onl,y when an official Aitkin

County receipt can be provided at the time of payment.

o Checks shoutd promptty be restrictivety endorsed. Any supptementary information

required to ensure subsequent cottection shoutd be requested, entered on the face

of the check and proper acknowtedgement obtained from the payer.

o Checks accepted must be signed and have the payer's name, address and

tetephone number indicated on the check. When appropriate, identification data

shoutd be provided bythe payer.

o Postdated checks witl not be accepted.

o Checks may not be substituted for cash. PersonaI transactions with county funds

are strictty prohibited. Monies wit[ not be loaned from county funds, and no tocation

is authorized to cash checks from county funds.

o Credit cards may be accepted for payment at authorizedlapproved [ocations if the

payer presents the actual card or provides the account number, card hotder name,

expiration date and proper identification. An authorization code witl, be obtained

through the credit card terminal prior to acceptance and receipting of the payment.

o EFT (Etectronic Fund Transfers)transactions witl need to be coordinated and

processed centratty under the administration and supervision of the Treasurer.

Adequate control over access to funds must be maintained at atl times. Proper control of
processing and storage of cash funds shoutd be in ptace for at[ authorized points of

cottection. Access to vautts and safes shoutd be timited.
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GeneraI security guidetines for handling and receipting county funds shal[ inctude:

o No funds are to be Left unattended or unsecured.

o The number of peopte in each department required to actualty handte county funds

shoutd be kept to a minimum.
o Each cash fund wil,t be maintained separatety. County funds shoutd not be

commingted with non-county funds.
o At[ county funds received shoutd be secured in a tocked cash register, drawer, or

cash box and when not physicatty guarded kept in a secure safe, room, or cabinet

not commonty accessi bLe.

o Vautt combinations shoutd be timited to the smattest number of individuats
practicabte, given the business needs of the work unit. Vautt or safe combinations

shoutd never be written down in the cash-handling area.

Emptoyees who have county funds in their custody shoul,d be constantty aware of the
possibitity of the loss of funds due to theft, iobbery, or error. Reasonabte precautions to
prevent losses shoutd be taken. Safekeeping arrangements shoutd be maintained for

county funds and the amount of money retained on-hand and subject to loss shoutd be the

absolute minimum necessary for that activity.

Transferring and Depositing Funds

It witt be the county's poticy to require witnessed cash counts and reconcitiation whenever

funds change hands. Accountabitity must be maintained through a proper chain of

custody, whether transferring between work units, between locations or at a depository.

o At[ receipts must be detivered in ful,t on a weekl,y basis by the receiving department

to the Auditor Department
o Al[ cash payments are to be deposited in total and may not be used for any other

purpose.

Staffing and Training for Cash Handting ResponsibiLities

Att individuats required to handte county funds witt be property trained to do so.

Each department within Aitkin County that is responsibte for handling cash wit[ perform a
periodic setf-assessment (annuatty at minimum)to ensure procedures are up to date,

understood and fotlowed.
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Credit Card Acceptance Poticy
Credit card acceptance as a payment method via nationatty recognized credit cards has

become nearty universaI within the private sector, where cards are now accepted at point

of sate for even smatl transactions. Credit card transactions can atso be of benefit to
governmentaI entities by improving certainty of cottection, acceterating payments and

avaitabil,ity of funds, [owering costs and enhancing customer service. There are advantages

and disadvantages to accepting credit card payments which governmentaI entities must
weigh when deciding whether to accept payments by credit cards.

Acceptance of credit cards by Aitkin County as a payment option or as an atternative to
cash or check wil.t be considered on an individuat process basis. Departments must
demonstrate the viabitity of the acceptance of atternative forms of payment.

Minimum standards for consideration shoul.d inctude:

o The Department regutarty receives payment for goods and/or services in routine
operations

o The Department can provide justification that acceptance of cards wit[ increase net
revenues

o The Department can ensure that proper controts and procedures are in ptace

o Adequate security and record-keeping processes are estabtished and property

monitored
o Acceptance wit[ enhance convenience to pubtic and encourage prompt payment

AnaLysis must be provided that demonstrates the financiat viabitity of card acceptance for
the specific venue or segment of county business.

Card issuers promutgate specific regutations which determine how the cards may be used

in retation to the type of charges, how and in what manner the card is presented and used

at the time of purchase, the process by which fees and discounts are handled and

recovered, the levet of security of data at time of sate and during the proper storage and

maintenance of this information, at[ of which are firmty enforced.

Aitkin County and the department must compty with att regutations to ensure ongoing

service, to permit continued authorityto accept credit card payments, and to property

serve the cardholder's needs. Point of Sate (POS)terminaI transactions, internet
transactions, card not present situations (tetephone) and voice authorization at[ have

specific regutations which appty to the transactions in addition to county cash handting

and receipting poticies.
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Risks and exposures to Aitkin County through the use of credit card acceptance and

payments processes and operation of retated equipment must be minimized through

proper handl.ing of transactions.

Merchants that manage card hotder data must adhere to strict poticies for ensuring that

data is secure. The safeguarding of this information continues beyond the transaction

incl.uding the storage and protection of the data in accordance with credit card issuer

poticies.

Controts and safeguards must be adequate to provide reasonabte assurance that credit
card transactions witt be property controtted and accounted for. Al.l, paperwork, records,
receipts, card imprints, etectronic data, etc. containing cardhotder account numbers and
information is ctassified as nonpubtic under Minnesota Statutes S13.37.

Pu rchasi ng Poticy (Procu rement)
The purpose of this poticy is to provide County departments, citizens and vendors with
purchasing and contracting services of the highest professional standards in accordance

with state and federal taws and regutations. This poticy witl atso guide County emptoyees in

the purchase of items at the best price and qual,ity, promote and maintain a good working

retationship with supptiers, and emphasize cooperation between and among departments

in identifying and imptementing standardized organizational programs to save time and

money.

This poticy appties to att procurement procedures for at[ departments of the County, untess

otherwise stated.

OBJECTIVES OF THE PURCHASING SYSTEM

LIFECYCLE COSI/NG

ln addition to initial. purchase price, the County witt consider long-term value by

considering the tong-term maintenance, operating costs, and other indirect costs of
purchase.

QUALITY

The County witt strive to secure goods and services at the lowest tifecycte cost possibte

proportionate with quatity requirements.

FULL AND OPEN COMPETITION

The County maintains a poticy of fuLL and open competition, where at[ responsibte sources

are permitted to compete in the purchasing process.
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ETHICS AND CONFLICTS OF INTEREST

County emptoyees in a position to procure goods or services witl. abide by the County's

Code of Ethics pol,icy, located within the Personnel Poticy. This provision inctudes an

emptoyee's documentation of potential and actua[ confticts of interest as part of the

County's Code of Ethics Confirmation.

PROCUREMENT AUTHORITY

Procurement is underthe broad direction of the CountyAdministrator. Authorityto procure

products and services is granted to each department head and his/her designee(s).

Department heads are authorized to sign contracts not requiring County Board approvat.

Department heads or their designee(s) are required to maintain oversight to ensure that

contractors perform in accordance with the terms, conditions, and specifications of their

contracts or purchase orders.

PROCUREM ENT GUIDELINES

PROCUREMENT OF SOFTWARE OR TECHNOLOGY

ln any consideration of the purchase of software or technotogy, a department must consutt

with lT as earty in the process as feasibl,e, to ensure the new software or technotogy is one

that is abte to be supported by the County. The department must also work with lT to

consider any ongoing or future maintenance fees, license fees, upgrade fees, or other

known fees.

Quotation and bid requirements for software or technotogy are the same as those for
professionaI se rvices.

At[ computer hardware and software purchases must be for County business purposes

onl,y.

The fottowing procedures are to be fottowed when a department desires to purchase

hardware andlor softwa re:

The requesting department, when appl.icabl,e, is responsibte for securing County

Board/Department Head authorization to proceed with the purchase.

After appropriate approvat, lT Department staff wit[ assist with preparation of

specifications which witl, be used for the procurement process. The County's
purchasing guidetines witl, be fottowed to procure the computer hardware and/or

software.

a
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Updates to software for word processing and spreadsheets witl. be Microsoft Office
products, untess specific and compe[ting reasons can be demonstrated to purchase

another brand. lT witt be trained in and support Microsoft Office products. Other software
products wil,l. not be supported with training as aggressivety as Microsoft Office products.

CONTRACTING

The combined signature of the County Board Chair and the County Board CLerk is the

officiat signature of the County Board.

The County Administrator is authorized to execute contracts on behatf of the County Board,

without prior County Board approvaI when:

The specific approval, of the County Board is not required by federal [aw, statute, rute

or other County Board poticy; and

The expense of the contract witl not exceed the current budget; and the expense of
the contract is less than $25,000; and

The contract does not bind the County tor a period longer than the current fiscal
year OR the contract contains a provision attowing at-witl, termination of the

agreement with 30 days'notice or [ess.

Department Heads are authorized to execute contracts on behatf of the County Board,

without prior County Board approvaI when:

o The specific approval of the County Board is not required by federat [aw, statute, rute

or other County Board poticy; and

o The expense of the contract wit[ not exceed the current budget; and

o The expense of the contract is less than $1 0,000; and

o The contract does not bind the County for a period tonger than the current fiscal
year OR the contract contains a provision attowing at-wiLt termination of the

agreement with 30 days' notice or [ess.

Department Heads or their designee(s) are granted the authority to renew a contract
provided that the onl,y change is to the terms of the contract (i.e., tength of service,

charges). Shoul.d the contract contain changes in the verbiage of the contract or in the

description of services provided, the renewal must be treated as a new contract and fottow
procedures detaited in this poLicy.

The County Administrator is authorized to manage the County's expenses by taking
immediate action on an existing contract which exceeds the detegated authority. ln these

rare circumstances, the CountyAdministrator is authorized a reasonabte amount of

discretion to exceed the dottar [imit, but not the duration [imit, in this pol,icy when it is

a

O

a
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documented that waiting until the next County Board meeting to approve a contract
amendment or change order witt tikety cost the County a greater amount or resutt in a

significant service disruption. ln these circumstances, the Department Head requesting

the purchase and the CountyAdministrator shou[d be in agreement, and the request shaLt

be submitted to the County Board for ratification at the next regutar County Board meeting

The County Highway Engineer has the authority to execute change orders and contract
modifications deemed reasonabte by the Engineer and within the scope of the project

approved by the County Board. The Engineer must use discretion; taking in to account the

scope of the project, the totaI cost of the project compared to the change order and the

resources avail,abte.

The County Highway Engineer has the authority to execute right-of-way agreements, taking

into account the market vatue of properties, project costs, and financial, stabil,ity of county

resources.

Department Heads have the authority to execute routine mutti-year contractuaI

agreements for budgeted items under $25,000 with County Administrator approvat. The

Competitive Bidding Process must be fottowed.

BESTVALUE PROCUREMENT

As an atternative to bidding, the County may etect a "best vatue" procurement process for

construction, building, atteration, improvement, or repair work. lf such a method is used,

the County witl, sol,icit Request for Proposats (RFPs). The County wil,t compty with att

requirements for best vatue procurement under Minn. Stat. S 16C.28.

RESPONSIBLE BIDDER

Awards shatl. be made onty to responsibte contractors possessing the abitity to perform

successfutty under the terms and conditions of a proposed procurement. Consideration

wiLt be given to matters such as contractor integrity, comptiance with publ.ic poticy, record

of past performance, and financial and technica[ resources.

COUNIY /S SU E D PU RC H AS/NG CARDS

The County has etected to issue certain County emptoyees a county purchasing card under

Minn. Stat. S 375.171 . The "Request for Credit Card" form witl be compteted by the

department head and submitted to the County Administrator for approval and processing.

Credit timits wil.l, be set by the Purchasing Card Pol,icy. Purchases exceeding these timits

wit[ not be altowed; personal use of the purchasing card is prohibited.
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LEASES

Any department considering entering into a lease agreement shal,L consutt with Auditor

Department to ensure no simitar lease is atready in ptace, and to ensure the best pricing

can be obtained.

EXCEPTIONS TO BIDDING

CAAPERATIVE PURCHASES AND FEDERAL EXCESSAND SURPLUS PROPERTY

Aitkin County is a member of the Cooperative Purchasing Venture with the State of

Minnesota. Purchases from State Contracts are exctuded from county bid process

procedures but are stit[ required to obtain County Board approval when over the appticabl,e

dotlar value.

The County is also a member of Sourcewett. This agreement attows the County to utitize

nationwide contracts. Such purchases are atso exctuded from bid process procedures but
are stit[ required to obtain County Board approvaI when over the appl,icabte dottar vatue.

Departments are encouraged to use federaI excess and surptus property in lieu of
purchasing new equipment and property whenever such use is feasibl.e and reduces
project costs.

SOLE SOU RC E/B RAN D P ROCU RE M ENT

Sote source/brand purchasing minimizes or etiminates competition and shoutd be avoided

whenever possibte. Sote source requests shoutd not be made untess the department head

documents the basis to ensure conformance with appticabl,e rutes and [aws. These

purchases are exctuded from standard bid process procedures but are stit[ required to

obtain County Board approvatwhen overthe appl,icabLe dottarvatue.

Procurement through soticitation of a quote, proposat, or bid from onty one source may

onty be used when one or more of the fol,towing circumstances appty:

o The item is avaitabte onty from a singte source;
o Pubtic necessity or emergency witl not permit a detay resulting from competitive

soticitation;
o The FederaI awarding agency of pass-through entity expressly authorizes

noncompetitive proposats in response to a written request from the County (appties

to Federal funds onty); or

o After soticitation of a number of sources, competition is determined inadequate.
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STANDARDIZATION

When suppties, equipment, or services are uniformty adopted or otherwise standardized,

orwhen an item is designed to match others in use bythe County, the purchase may be

exempt from bidding requirements or may be made with timited competition to distributors

of the manufacturer of the standardized item. Compatibitity issues between differing

technotogies wit[ atso be considered an exception.

EMERGENCIES

A val,id emergency is one where the items purchased or services provided are immediatel,y

necessary for the continued operation of the office or department invotved; OR are

immediatety necessary for the preservation of tife or property. An emergency need is one

that coul.d not have been foreseen. Faiture to procure an item or service on time does not

constitute a vatid emergency. The County shatl compty with Minn. Stat. S375 .21 and 375.22

for emergency procurements.

PROCUREMENT AND PURCHASING

PROCUREMENT AN D PURCHASING IHRES HOLDS AND METHODS OF PROCU REMENT

Att departments shat[ compty with the fot[owing pol,icies regarding purchases. Purchases

shatl not be artificiatty divided to avoid bidding requirements. Al,t departments of the

County shatl comptywith Minn. Stat. S 471.345 and2 CFR 200.317 -200.326 as appticabl,e

and foltow the County's Procurement procedures.

PURCHASING

The County Administrator is authorized to make purchases on behalf of the County Board,

without prior County Board approvaI when:

o The specific approval of the County Board is not required by federa[ [aw, statute, rute

or other County Board poticy; and

o The expense wil,l. not exceed the current budget; and

o The expense is less than $25,000; or
o The expense is considered a normal operational expense and is within the budgeted

amount of a specificatty identified tine item under the County Administrator's

management.
o Capital purchases are excluded.

Department Heads are authorized to make purchases on behal,f of the County Board,

without prior County Board approvaI when:
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o The specific approval of the County Board is not required by federal [aW statute, rute

or other County Board pol.icy; and
o The expense wit[ not exceed the current budget; and
o The expense is less than $10,000; or
o The expense is considered a norma[ operationat expense and is within the budgeted

amount of a specificatl,y identified [ine item under the Department Head's

management (i.e. Road sal.t and sand [ine item may be expended up to the budgeted

amount without County Board approvat).

o Capital purchases are excluded.

The County Administrator may manage the County's expenses by taking immediate action
on a purchase which exceeds the detegated authority of the County Administrator. ln these

rare circumstances, the CountyAdministrator is authorized a reasonable amount of
discretion to exceed the dottar Limit in this poticy when it is documented that waiting untit
the next County Board meeting to approve the purchase wit[ tikety cost the County a greater

amount or resutt in a significant service disruption. ln these circumstances, the
Department Head requesting the purchase and the County Administrator shoutd be in

agreement, and the request shal,t be submitted to the County Board for ratification at the
next regutar County Board meeting.

PROCUREMENT WITH FEDERAL FUNDING OR NON-FEDERAL FUNDING

Aitkin County witl. fol.l.ow the dottar requirements as estabtished under the Uniform
Municipal Contracting Law (Minnesota State Statute 5471 .345).lf the requirements of this
poticy and the Municipat Contract Law are different, the requirements of the Municipal,

Contracting Law shoutd be fottowed.

PROCUREMENT OF SERVICES

At[ service contracts of any dottar amount shatl have a legaI review, due to potentiaI County
tiabitity. Quotation/bid procedures for service contracts vary depending upon whether the
contract is for a biddabte service or a professional service.

BIDDABLE SERY/CES

The fottowing services shatt comptywith procurement requirements for commodities as

detail,ed above, in accordance with Minn. Stat. S 471.345:

Services retated to the manufacture, construction, atteration, or repair of personal
property such as computers, copy machines, automobites, machinery, and other
equipment;

a
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o Services retated to the maintenance of reaI or personal property; or
o Other non-technicaI services which are typicatty acquired through the bidding

process, such as janitoriat services, waste disposal. services, etc.

Any contract for the procurement of a biddabte service more than $100,000 annualty shatl

be approved by the County Board. At[ service contracts shal,l, be maintained in

Administration.

PROFESS/ONAL SERY/CES

ProfessionaI services are services requiring speciatized expertise, advanced education,

training, or [icensure, inctuding but not Limited to attorneys, engineers, architects,

accountants, physicians, and consuttants.

Approval, threshotds for professionaI services contracts are the same as other
procurements.

Professional services shoul.d be procured based on "best vatue" which considers retevant

factors such as: qual.ifications, experience, past performance, capacity to time[y
comptete the work, and cost.

Use of a Request for Proposat (RFP) process is appropriate for most professionat services.

Direct negotiation or quotes can be used to secure professional services. These methods

are appropriate based on:

o Project size

o Timetine/urgency of the project

o Comptexity or specialization of the service
o Number of avaitabte and quaLified providers

o History with the provider and provider's famitiarity with the project requirements

Projects using federal funds shoutd use the federaI procurement process if required.

Any contract for the procurement of a professional service in excess of $50,000 annualty

shatl be approved by the County Board. Att service contracts shatl, be maintained in

Auditor's Office.

COMPETITION

A[[ procurement transactions must be conducted in a manner providing futl and open

competition in accordance with 2 CFR 200.319. To ensure objective contractor
performance and etiminate unfair competitive advantage, contractors that devetop or draft

specifications, requirements, statements or work, and invitations for bids or requests for
proposats must be excluded from competing for such procurements.
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Some of the situations considered to be restrictive to competition inctude, but are not

[imited to:

o PlacinB unreasonabte requirements on firms in order for them to quatify to do

business.

. Requiring unnecessary experience and excessive bonding.

o Noncompetitive pricing practices between firms or between affiLiated companies.
o Noncompetitive contracts to consuttants that are on retainer contracts.
. OrganizationaI conflicts of interest.

. Specifying onty a "brand name" product instead of attowing "an equa[" product to be

offered and describing the performance or other retevant requirements of the
procurement.

. Any arbitrary action in the procurement process.

The County witl, conduct procurements in a manner that prohibits the use of statutority or

administrativeLy imposed state or [oca[ geographical preferences in the evaluation of bids

or proposats, except in those areas where appticabte Federat statutes expressty mandate

or encourage geographicaI preferences.

SUSPENS/ON OR DEBARMENf (Onty Use with Federat Funding)

The County witL not engage in a contract with any vendor that is debarred, suspended, or

otherwise exctuded from or inetigibte for participation in Federal assistance programs or

activities.

Each department wil,t verify vendor's etigibitity by:

o Checking SAM exclusion (2 CFR 200 Appendix ll (H), or

o Cottecting a certification from the vendor (2 CFR 180.300), or

o Adding a ctause or condition to the contract (2 CFR 180.300).

CONTRACT REQUIREMENIS (Onty Use with FederaI Funding)

2 CFR 200 Appendix ll requires contracts let under federal funding to contain certain

ctauses or meet certain criteria, as fottows:

o Contracts over $150,000 must address administrative, contractual,, or legaL

remedies in instances where contractors viotate or breach contract terms and
provide for such sanctions and penatties as appropriate.

o At[ contracts in over $t O,OOO must address termination for cause and for
convenience bythe County, inctudingthe manner bywhich itwitt be effected and

the basis for setttement.
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At[ contracts that meet the definition of "federatty assisted construction contract" under 41

CFR Part 60 must inctude the equatopportunity ctause provided under said statute.

When required by federat program tegisl,ation, atl prime construction contracts over $2,000

awarded by the County must include a provision for comptiance with the Davis-Bacon Act

as supptemented by Department of Labor regutations. ln accordance with the statute,

contractors must be required to pay wages to laborers and mechanics at a rate not [ess

than the prevail.ing wages specified in a wage determination made by the Secretary of

Labor. ln addition, contractors must be required to pay wages not less than once a week.

The County must ptace a copy of the current prevaiting wage determination issued by the

Department of Labor in each soticitation. The decision to award a contract or subcontract

must be conditioned upon the acceptance of the wage determination. The County must

report atl suspected or reported viotations to the Federal awarding agency. The contracts

must atso inctude a provision for comptiance with the Copetand "Anti-Kickback" Act, as

supptemented by the Department of Labor regutations. The Act provides that each

contractor or subrecipient must be prohibited from inducing, by any means, any person

emptoyed in the construction, comptetion, or repair of pubLic work to give up any part of the

compensation to which he or she is otherwise entitted. The County must report atl

suspected or reported viotations to the Federal awarding agency.

Where appl,icabte, at[ contracts awarded by the County over $100,000 that invotve the

emptoyment of mechanics or laborers must inctude a provision for comptiance with 40

U.S.C. 3702 and 3704, as supplemented by the Department of Labor regutations. Under 40

U.S.C. 3702of the Act, each contractor must be required to compute the wages of every

mechanic and laborer on the basis of a standard work week of 40 hours. Work in excess of
the standard work week is permissibte provided that the worker is compensated at a rate of
not less than one and a hal,f times the basic rate of pay for atl hours worked in excess of 40

hours in the work week. The requirements of 40 U.S.C.3704 are appticabte to construction
work and provide that no [aborer or mechanic must be required to work in surroundings or

under working conditions which are unsanitary, hazardous, or dangerous. These

requirements do not appty to the purchases or suppties or materiats or artictes ordinarity

avaitabte on the open market, or contracts for transportation or transmission of

intettigence.

lf the federal award meets the definition of a "funding agreement" under 37 CFR 401.2(a)

and the recipient or subrecipient wishes to enter into a contract with a smat[ business firm

or nonprofit organization regarding the substitution of parties, assignment or performance

of experimentat, devetopmentat, or research work under that "funding agreement," the

recipient or subrecipient must compty with the requirements of 37 CFR Part 401 , "Rights to
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lnventions Made by Nonprofit Organizations and Smatl Business Firms Under Government

Grants, Contracts, and Cooperative Agreements," and any imptementing regutations

issued bythe awarding agency.

Contracts and subgrants of amounts over $150,000 must contain a provision that requires

the County to agree to compty with atl. appticabl,e standards, orders or regutations issued

pursuant to the Ctean AirAct and the FederatWater Pottution Control Act. Viotations must

be reported to the federaI awarding agency and the Regional Office of the EnvironmentaI

Protection Agency (E PA).

Contractors that appty or bid for an award exceeding $100,000 must fite the required

certification. Each tier certifies to the tier above that it witt not and has not used federal

appropriated funds to pay any person or organization for inftuencing or attempting to
influence an officer or emptoyee of any agency, a member of Congress, officer or emptoyee

of Congress, or an emptoyee of a member of Congress in connection with obtaining any

federal contract, grant, or other award covered by 31 U.S.C.1352. Each tier must atso

disctose any Lobbying with non-federal funds that takes place in connection with obtaining

any federal award. Such disctosures are forwarded from tier to tier up to the non-federal

award.

The County and its contractors must compl.y with section 6002 of the SoLid Waste Disposal

Act, as amended by the Resource Conservation and Recovery Act. These requirements

inctude procuring onty items designated in guideLines of the Environmentat Protection

Agency (EPA) at 40 CFR Part247 that contain the highest percentage of recovered materiats
practicabte, consistent with maintaining a satisfactory leveI of competition, where the
purchase price of the item exceeds $10,000 or the vatue of the quantity acquired by the
preceding fiscat year exceeded $10,000; procuring sotid waste management services in a

manner that maximizes energy and resource recovery; and estabtishing an affirmative
procurement program for procurement of recovered materiats identified in the EPA

gu idel.i nes. (2 C FR200.322)

COSIOR PRICE ANALYS/S

A cost or price anatysis must be carried out for every procurement action, incl.uding

contract modifications, over $150,000, in accordance with 2 CFR 200.323. The method and

degree of analysis is dependent on the facts surrounding the procurement situation, but as

a starting point, the County must make independent estimates before receiving bids or
proposals. Additional.Ly, the cost ptus a percentage of cost, and the percentage of

construction cost methods of contracting must not be used.
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TIME AND MATERIAL CONTRACTS

The County may use time and materiat type contracts only after a determination is made

that no other contract is suitabte and onty if the contract inctudes a ceiting price that the

contractor exceeds at its own risk. The County must assert a high degree of oversight to
obtain reasonabte assurance that the contractor is using efficient methods and effective

cost controts.

RESPONSIBILITY

The County alone is responsibte, in accordance with good administrative practice and

sound business judgement, for the setttement of al,t contractuaI and administrative issues

arising out of procurements. These issues inctude, but are not [imited to, source

evatuation, protests, disputes, and ctaims. These standards do not retieve the County of

any contractuaI responsibitities under its contracts. The federaI awarding agency wit[ not

substitute its judgement for that of the County untess the matter is primaril,y a federal

concern. [2 CFR 200.318(k)]

Purchasing (Credit/Debit) Card Poticy
The purpose of this poticy is to provide detaited information regarding the use of purchasing

cards assigned to selected Aitkin County emptoyees to purchase goods and services for
Aitkin County.

This poticy and procedure appty to at[ County divisions and agencies that have setected

emptoyees to use Purchasing (credit/debit) cards.

The County Administrator may detegate to other specific individuats the responsibitity for
the performance of some credit duties at a departmenta[ levet.

The pol,icy is intended to accomptish the fottowing:

o Ensure that purchase cards are used in accordance with Aitkin County poticies.

o Ensure internaI controts for authorized credit.
o Ensure that the County bears no [ega[ tiabitity from inappropriate use.

o Provide a convenient credit method and reduction of paperwork.

o Empower emptoyees, increase productivity, fl,exibitity, and efficiency.

Pu rc ha se Ca rd Requ i re m e nts

County emptoyees who accept a county purchasing card accept the responsibil,ity for

maintaining security of the card and card number and fotl,owing this poticy. This inctudes

being vigil,ant to protect the physical card, the card numbers and other identifying data, and
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promptl,y notifying the card issuer and County Auditor Department in the event of
fraudutent or potentiatty fraudul,ent activity. The card hotder is also responsibte for ensuring
that goods and services purchased with the county purchasing card are received.

Each purchase card issued witl have'Aitkin County" and the individuat cardhotder's name

embossed upon it.

The card vendor witl have no individuaI cardholder information other than the County's

mail.ing address; no personaI credit records, sociaI security numbers, or other personal

information is maintained.

County issued purchasing cards shatl, be used for county business purposes onty, and

under the appropriate authority of this and other appticabte poticies.

Pu rc h asi ng Ca rd Auth o rization

At[ transactions on the county purchasing card must be authorized by the individual to
whom the card has been assigned.

Through the card issuer, the county wit[ set the fottowing purchase timits by defautt:

o Single dail.y purchase [imit: $999.99
o 30-day purchase timit: $5,000.00

Department heads may set lower Limits for cardhotders under their supervision.

From time to time, circumstances may arise where it is reasonable to make a purchase

exceeding the singte dail.y purchase [imit or 30-day purchase Limit. ln these circumstances,
the County Administrator may authorize a one-time adjustment to the purchase [imits,
provided the purchase is within the authority of the County Administrator under the

Purchasing Poticy of Aitkin County.

Purchases with a county business purpose may be made with the purchasing card in
person, via tetephone or through a secure website. lf you are unsure whether a website is

secure, do not use the county purchasing card. The lT department witl, be abte to assist you

in determining if a website is secure.

Documentation, Reconciliation, and Payment Procedures

Documentation, incl,uding itemized purchases, must be retained as proof of purchase

whenever using the purchasing card. Receipts must be entered into AP Workftow and

approved within a reasonabte period of time.
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lf, for some reason, the cardholder is missing documentation of the transaction they must
attach an exptanation that inctudes a description of the item, date of purchase, merchant's
name, and the reason for missing documentation.

The department head must review atl documentation and ensure that atl purchases are

vatid and appropriate prior to approving the cLaims for payment.

Requests for Purchasing Cards

The department head/manager and CountyAdministrator must approve purchasing cards.

The County Treasurer may authorize the purchasing card request in absence of the County
Administrator.

The Treasurer is responsibte for estabtishing a form for the authorization to become a

purchasing card hotder. Compteted forms must be submitted to the Treasurer for
processing.

Upon issuance of the purchasing card, the cardhotder must sign their card.

Cards wil,t be delivered via US Mait directty by the card issuer.

LosflSfo/e n Purchasing Cards

Contact information about the card issuer wil,t be provided to the cardhotder.

Lost or stoten cards and suspected fraudutent activity must be reported to the card issuer

and CountyTreasurer as soon as possibte, but not later than24 hours after discovery.

Dispufes Regarding Credit Cards

ln the event of a vendor dispute, the cardholder must complete a Cardhol.der Statement of

Questioned/Disputed ltem form within five business days.

Capital Asset Poticy

Capitat Assets

Capitat Assets are tangibte or intangibte assets that are obtained for use in operations.
Aitkin County capitatizes assets that have individuat costs that exceed the threshotds on

the tabl.e betow and an expected useful tife of at least 3 years.

Capital Asset Category lFixedAssetTracking lCapitalizationThreshold
Land 15t lAll land is capitalized
Land lmprovements lSt lszs,ooo
Building and Building lmprovements lSlo,ooo lSso,ooo
lmprovements (non-building) lgro,ooo lgso,ooo
lnfrastructure lS2s,ooo lSso,ooo

26



Furniture, Fixtures & Equipment lSs,ooo 152s,ooo
Vehicles and Trailers lSs,ooo 1S25,000 and any licensed vehicles

Construction in Progress lst laased on anticipated final asset cost

Capitat Asset Categories

o Land - refers to real property that is owned by the County. The cost of the Land is

recorded at its historical acquisition price, that inctudes purchase price, [ega[ and

titte fees, and easements. Land has an indefinite useful Life and is not depreciabte.
o Building and Buitding lmprovements - Buitding are permanent structures or

facitities that are used for the detivery of government services. The County initiatty

capitatizes at[ components of a buitding as one asset that is depreciated over the

buitding's usefuI Life. Repl,acements of components of the buiLding, such as a roof

and finishes are expensed as incurred. Upgrades or additions of buil.ding systems

such as Lighting, boiters, roof top units, and etevators are capitatized when the
project exceeds the capitatization threshol.d. Buitdings are depreciabte over their
determined useful, [ife.

a lnfrastructure - refers to road systems, bridges, water and sewer utitities, and

drainage systems. These assets are generatLy static and have a long usefuI Life that is
depreciabte.

lmprovements (other than Building) - refers to parking [ots, retaining watts,

fencing, sidewalks, and park amenities (ptaygrounds, poots, pavitions,

campgrounds, traits). lmprovements are depreciabte over their determined usefuI

tife.

Furniture, Fixtures, and Equipment-these atso inctude machinery, furnishings,

software, and simitar items. Capitatizabte costs inctude net purchase price, taxes,

detivery, instatlation, etc. Lump-sum purchases of a group of sma[ler items that are

below the individuaI capitatization threshotd (network equipment, furniture, etc.) are

not capitatized untess the aggregate cost is greater than $25,000.

Software - is considered an intangibte asset and shoutd be capitatized if purchased

or devetoped for internaI uses. Acquisition costs and other costs incurred to
customize the software are atso capitaLized. Major software upgrades that exceed

the ca pitatization th res hotd are ca pitalized.

Software as a Service (SAAS) - systems subscription costs are capitatized within
the threshotds that are set in accordance with Government Accounting Standards.

a

a

a
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The impl,ementation costs of systems with a SAAS agreement are atso capitatized

over the initiat contract term provided they exceed the capitatization threshotd.

Vehicles - inctude cars, trucks, and any traiters that are required to be licensed and

are used in the normal operations of the County. Capital,izabte costs inctude net
purchase price, taxes, del,ivery, and any other costs to set up the vehicle for normat

operation.

Construction in Progress - is used to account for costs incurred to construct
capitaI assets before they are substantiatty comptete.

Capital, Assets purchased with Federal Funds - Capitat Assets purchased with
federaI funds that are greater than $5,000 but less than the Capitatization threshotd

within the pol,icy are required to be tracked.

a

a

Depreciation

Depreciation and amortization are methods used to distribute the cost of a capital or
leased asset over its usefuI tife in a systematic and rationaI manner. The County uses the

straight-tine method to depreciate capitaI assets and government accounting standards
guidance to amortize leased assets. Capitat assets are depreciated based on the usefu[ life

schedule betow as determined by finance and industry standards at the time of purchase.

Capitat Asset Process Responsibitity

The County Auditor shat[ determine the procedures and reporting forms to ensure integrity

of the fixed asset system.

The County Auditor shat[ coordinate an annuaI physical. inventory. Responsibil.ity for the
individuat capitaI assets remains with the individuaL departments and department heads

that controt and use the capitaI assets.

CapitatAsset Category Useful, Life
Land I ndefinite (not depreciated)
Buil,dings and buitding systems 20 - 50 years
lnfrastructure 50 years
lmprovements (other than buitding) 20 - 25 years
Furniture, Fixtures & Equipment 5-20 years
Vehicles 5 - 10 years

Construction in Progress UntiI asset is substantiatty comptete (not
depreciated)
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Ownership of Fixed Assets

At[ assets of Aitkin County are under the finat authority of the Aitkin County Board of
Commissioners untess superseded by federal [aW rute or grant requirement.

At[ assets of Aitkin County which are acquired by Aitkin County, for use by Aitkin County,

fotl,owing adoption of this pol,icy shatl, be titted in the name of Aitkin County, without
reference to a specific department. Reasonabte efforts to change the tittes of assets

owned as of adoption of this poticy shatt be made to compty with this pol.icy in a

reasonabte period of time.

The tittes of atl assets acquired by Aitkin County for use by Aitkin County shatt be hetd in

one office, as determined by the County Administrator.

Tra nsfe rri ng Assets between Cou nty Departments

Assets may be transferred between departments without County Board approvat.

No accounting journaI entry or warrant needs to be made to transfer assets between

county departments untess required by a grant agreement.

Setting and Donating Assets

All. proceeds from the sate of County items shal,t be receipted and accounted for in the

appropriate department budget.

Assets no longer needed by the County may be donated to non-profit or governmental

organizations, sotd or discarded. This process wit[ meet the requirements of M.S. 471.3459

and 471.85.

Assets must be appropriately decommissioned before being donated, sotd or discarded.

Untess federal [aW statute, contract or agreement requires the approval of the County

Board, the County Administrator may approve setLing or donating assets when the
projected vatue is less than $25,000. Department heads may approve the setting or

donating assets when the projected vatue is less than $10,000

Generally, departments seeking to donate or sett assets shat[ ask other departments if they

have a need for that asset, if there is no need then it is appropriate to donate or se[[ the

assets.

Donating Assets to Non-Profit Organizations

Purpose: To Establ.ish procedures to donate surptus equipment to a non-profit organization

as permitted by Minnesota Statutes 9471.3459.
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Definitions

Donation means to contribute, donate or give surptus equipment at no cost to a non-profit
organization that serves a publ,ic purpose and benefits its community as a whote.

Etigibte organization means a non-profit organization serving one or more of the fol,l,owing

functions: cutturat, historicat, educationat, safety, sociaI services, environmentaI or

economic.

Fair market value means the price at which property woutd change hands between a

witting buyer and a witting setter, neither being under any computsion to buy or to setl and

both having reasonabte knowtedge of al,l. retevant facts.

Non-profit organization means an organization formed under Section 501(c)(3) of the

lnternaI Revenue Code.

Surptus equipment means equipment used by the County and cettutar phones and

emergency medicat and firefighting equipment that is no longer needed by the County

because it does not meet industry standards for the intended use or has minimat or no

resate vatue.

Surptus Equipment Form means the form attached to this poticy that must be fitted out by

a non-profit organization requesting a donation of surptus equipment.

The County may offer surptus equipment for donation in conformance with the fotl,owing

guidetines:

o Department heads are responsibte for monitoring their equipment and shat[ identify
and report surptus equipment on a periodic basis or as otherwise requested.

o Department heads shat[ recommend the fair market value of the surptus

equipment.
o County Board dectaration: The tist of the surptus equipment with each item's fair

market vatue shal,t be presented to the County Board.

o The County Board shatt approve or denythe surptus equipment as el,igibte for

donation.

o The County has no obl,igation to donate surptus equipment.
o Surplus equipment that is not donated may be sotd, recycted or discarded as

attowed by taw.

Donation: After the County Board has determined the surplus equipment el,igibte for
donation, the department head shatt be responsibte for coordinating the donation of the

surptus equipment in accordance with the terms of this pol,icy.
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Transfer between departments: At[ surplus equipment must first be considered for
transfer between departments for the benefit of the County.

Surptus equipment shatt be posted as el,igibte for donation on the County's website. The

County may atso use other reasonabte means to notify etigibte organizations about the

avai[abiLity of surplus equipment. The County shatl wait at least 30 days after advertising

surptus equipment before approving any donation. An etigibte organization may make an

appointment with the department head responsibte for the surptus equipment for
inspection before the donation.

Approval of donation: Donation must be approved by the County Board.

lf more than one etigibte organization requests a donation for the same surptus equipment,

the County shal,t consider factors it deems retevant incl.uding how the surptus equipment

wil,t be used, the benefit to the etigibte organization, the impact on the County, how the

donation witl accomptish goaLs of the County Board, and any previous donation to the

etigibte organization.

A donation of surptus equipment is made "as is" with no warranty, guarantee or

representation of any kind, express or imptied, as to the condition, utitity, or usabitity of the

surptus equipment offered. The surptus equipment may be defective and cannot be retied

on for safety purposes.

Titte/Transfer Fees: Any fees required to transfer the surptus equipment are the

responsi bi tity of the el.igi bte orga n ization.

Transportation: ln the Surptus Equipment Form, the etigibte organization must provide a

ptan for transporting the surptus equipment from the County to the etigibte organization.

The etigibte organization must pay al,L expenses associated with the transportation of the

surptus equipment.

Titte: When surptus equipment is donated to an etigibte organization, titte and interest in

the donated item vests with the etigibte organization. The County has no titte, property,

possessory or any other interest in surptus equipment once a donation occurs.

Disctaimer of Warranties: The County makes no agreement, warranty or representation,

either express or imptied, as to the vatue, design, condition, merchantabitity or fitness for

any particutar purpose or use of the Surptus Equipment by the recipient or any other user.

The recipient acknowtedges the surptus equipment may be defective and that it
cannot be retied on for safety purposes. The recipient has a duty to inspect the

surplus equipment before it is used for any purpose.

a
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a The recipient acknowl,edges that the County is not a manufacturer of the surptus

equipment or a dealer therein; that the surptus equipment is being provided "as is"

and "with atl fautts," it being agreed and understood that al.[ of the aforementioned

risks are to be borne by the recipient or user of the surptus equipment.

ln no event shatl, the County be tiabte for any damages in connection with or arising

out of the recipient's or any other person's or entity's use of the surptus equipment.

a

Conftict of lnterest: County emptoyees and county officiats are prohibited from taking

possession of any surptus equipment on behatf of an etigibte organization.

Purchase and/or Reptacement of County Vehictes
Att vehicLes approved through the budget process shatt be considered as approved and

authorized to purchase during the budget year.

Att automobi[es that have been approved through the budgeting process shatl be

purchased and authorized as fotlows:

Department Head shatl devetop a specification for a base vehicte ptus desired

options and obtain comparative quotes as required by the Purchasing Poticy.

At the time of delivery of reptacement vehictes, the Department Head witl determine

the manner and time of disposal. of the reptaced vehicte. At[ proceeds from the

disposaI witl. be credited back to the department.

It witt be the responsibitity of the Department Head to request approval of the County

Board for any deviations from the approved budget for vehictes.

Pubtic Purpose of Expenditure

PURPOSE

The purpose of this pol,icy is to define, by exampte, types of expenditures which are

deemed, by the County Board of Commissioners and other pubtic officiats of the County, to

serve a pubtic purpose, are in the interest of the pubtic or provide a positive return to the

County and its residents by increasing emptoyee morale, fostering economic devetopment,

encouraging citizens to votunteer services to County programs or which improve the

County's business retationship with those with whom we deat.

a

a
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GENERAL STATEMENT

Aitkin County in principte does not pay for meats and/or refreshments for emptoyees, the
generat pubtic, orvendors and wil,l. use the utmost discretion as retated to the expenditure

of pubLic funds. Funds witl not be expended for any purpose which is specifical,ty forbidden

by Federal. regutation, State taw, Local. ordinance or County poticy. Expenditures made

under this section shat[ be approved, authorized and documented according to

estabtished County financiaI procedu res.

SPECIFIC TYPES OF EXPENDITURES ALLOWED

The County Board determines that the fottowing expenditures are for a pubtic purpose:

o Meats and Refreshments - See Travet, Meats, and Genera[ Reimbursement Pol.icy.

o Emptoyee Training - Funds may be expended for reasonabte registration, tuition
and traveI expenses for approved conferences, seminars, workshops, tuition and

approved County emptoyment-retated course work. Funds may be expended for

tuition assistance required for retraining as part of a ptanned organizationaI change

based on an organization change ptan, or other business purpose, within the

approved budget. Based on IRS regutations and State Statute tuition assistance

amount may be taxabte to the emptoyee. Determination shoutd be coordinated with
Human Resources at the time of reimbursement.

o Memberships and Dues - When the primary purpose of the membership is for
publ.ic benefit and not personal interest or gain, County funds may be used for

memberships and dues as defined by Minnesota State Statute.

o Ctothing and other Sundry ltems - Empl,oyees may be suppl,ied with uniforms,

clothing, boots and other gear necessary for the performances of their job, in

accordance with bargaining unit agreements, Personnel Rutes and Regutations, or

estabtished departmentaI procedures. Based on IRS regutations, cash payments to

emptoyees for uniforms wiLl, generalty be taxable to the emptoyee. Reimbursement

for ctothing or uniforms purchases that are required by the county wit[ not be

taxabte.

The County Board determines that the foltowing are deemed to be an expression of

appreciation for donated services rendered to the County.

Re c ogn iti o n / Rewa rd Eve nts

Departments may expend funds, to the extent budgeted, for awards given in conjunction
with an annuaI emptoyee, votunteer or provider recognition function or program.
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Departments may expend funds, to the extent budgeted, for recognition of outstanding
achievements or service by emptoyees, providers (such as foster parents, e.g.) or

votunteers (e.9. Sheriff's Reserves). Departments must make every effort to reduce or Limit

the amount of such expenditure.

The County Board determines the fottowing have the primary purpose of creating a more
productive workforce that better serves the community.

Special Events

Departments/Divisions may expend funds for receptions or simitar functions in recognition

of significant mitestones such as retirements or resignations from County service, to

recognize muttipte years of work for the County, wettness and heatth promotions, and other
simitar events.

Administration shatl estabtish procedures for [imited expenditures upon the death,

hospital,ization or serious itlness of persons of prominence and others having a direct
retationship with Aitkin County.

Travet, Meats, and General Expense Reimbursement

Poticy
This pol,icy has been adopted by the county board of commissioners of Aitkin County,

Minnesota, to be consistent with Minnesota Statutes for ctaims against the county incurred

by emptoyees in the conduct of officiat Aitkin County business. Further, this poticy is

designed to provide the basis for determination that: there is authority for county
expenditure, the expenditure serves a publ,ic purpose, and final,ty, the expenditure is

necessary and directl,y retated to the betterment of the functions of Aitkin County
Government.

APPLICATION AN D ADM I N ISTRATION

This poticy shatl appLy to atl employees and etected officiats of Aitkin County. Additionatty,

"officials-etect" may be reimbursed under this pol.icy for county business-retated expenses

from the date their etection is certified until the date that they are sworn into their etective
position.

lf there shoutd be any conftict between this poLicy and any current cottective bargaining

agreement between a recognized bargaining unit and Aitkin County, the bargaining

agreement shal,t controt. This poticy shal.t be administered and interpreted by the county
administrator under the direct supervision of the county board.
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lf there are recurring unique circumstances which exist in a particutar department and may

pose a conftict or inconsistency with this pol.icy, that specific division manager/department

head may estabtish speciaI poticies and rutes of procedure to cover these circumstances.

Said special poticies and rutes shatl not be appticabl,e untit such time that they have been

reviewed and approved by the county administrator or the county board.

T RAV E L/T RA/NING REQUESIS AN D AP P ROVAL

At[ travel must have prior approva[ from the Aitkin County Board of Commissioners through

the annuat budget process. Department Heads are authorized to approve budgeted travet,

conferences, training, etc.

Overnight trave[ within a 50-mil,e radius of the Government Center requires Department

Head approvat.

Out of state overnight travel requires specific county board approvat.

It is the department head's responsibil.ity to remain within the travel attocation in the

current year's budget.

T RAV E L - NON- CONFERENC E/T RAI N I N G

TRAVEL TIME

County emptoyees may be authorized work time (exc[uding Saturdays, Sundays, and

hotidays) for trave[ out-of-area the day prior to, the day of, and the day fottowing the

convention or meeting date(s).

TRAVEL EXPENSES OF SPOUSE OR OTHER MEMBERS OF THE FAMILY

lf an employee's spouse or famity accompanies the emptoyee on a county business trip,

the expenses attributabte to the spouse or famity members' travet, meats, lodging, etc., are

in no circumstances reimbursabte. lf a spouse or famity member accompanies an

emptoyee on a business trip, the reimbursabte business expense for transportation and

todging is the singl,e rate cost of accommodations for the employee.

TRAVEL AND EXPENSE CLAIM

An expense ctaim to be considered for reimbursement shal,l. be prepared after return from

travel and presented to the Auditor Department with department head approvaI in

accordance with the adopted county financiaI pol,icy.
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Expenses must be accounted for and turned in for reimbursement within 60 days after they

were paid or incurred.

Emptoyee Reimbursement must have attached the detail,ed information required by the IRS

for an Accountabte Ptan. The documentation must inctude a receipt ptus:

o Name of the Estabtishment,
o Date and time,
o Cost of the Meat, Beverage, Tax, Tip etc.

o Purpose of the Meeting and

o Names of the peopte attending

BILLINGS

Employees who have been granted the use of a purchasing card shatl make travel and

todging arrangements using the purchasing card. lf a purchasing card cannot be used, they

shoutd make travel and accommodation arrangements in advance and request that Aitkin

County be bitted. Att authorized trave[ expenses which are not bitted directl,y to the county

are to be paid by the emptoyee, subject to reimbursement upon approval of a travel

expense ctaim.

AUTHORIZED EXPENSES

Miteage Reimbursement - Empl.oyees may be reimbursed for traveting on official county

business with a private automobile at the prevaiting atl.owabte miteage rate estabtished

periodicatty by the lnternat Revenue Service (lRS). Emptoyees choosing to use their private

vehicte for officiat business witl, be reimbursed $.10 less than the estabtished IRS rate.

Mil,eage shaLl. be paid on the most reasonabte direct route.

Emptoyees are etigibte for mil,eage reimbursement:

o when a private vehicte is used for official county business; and,

o for mites traveled in excess of those which the emptoyee woutd normatly have had

to travet from residence to the Courthouse/Government Center or work site and

return;

When traveling to an atternate work site (ctient, meeting, conference, training) the County

witl reimburse miteage at the current rate per mite for actuaI mites incurred between

emptoyee's residence and the atternate work site or from the normal work site to the

atternate work site, whichever is the lesser of the two.

Airline Travel - Any Aitkin County emptoyee or etected official, who uses airtine travel for
County business must report the receipt of any credits or other benefits to the County by
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notifying the Auditor Department within 30 days of receipt of any such benefits or credit.

Any emptoyee or elected officiat may accrue credits or other benefits to be used by the

individuat for additional airtine travel for county business only. Credits or other benefits

accrued to an emptoyee or etected official, who uses airtine travel for County business

cannot be used for personal, gain.

Parking - Employees using private automobites and county vehictes shatt be reimbursed on

an actual expense basis for parking. Receipts for such payments shatl, be submitted with

the expense reimbursement.

Lodging and Incidentals - Emp[oyees may ctaim reimbursement for lodging, and

incidentats at actua[ cost or IRS al,towabte per diem rate in accordance with the fotlowing:

o Charges for Lodging wil,t be reimbursed for onty 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 in session. Receipts shatl be submitted for

reimbursement.

M EALS

Aitkin County in princip[e does not pay for meats and/or refreshments for emptoyees, the

generaI pubtic, or vendors and wiLt use the utmost discretion as related to the expenditure

of publ.ic funds. Funds wil,l. not be expended for any purpose which is specifical.l,y forbidden

by Federat regutation, State [aw, Local ordinance or County poticy.

Expenditures made under this section shat[ be approved, authorized, and documented

according to estabtished procedu res.

Department Heads are responsibl,e for ensuring at[ department reimbursabte expenditures

are reasonabte and necessary, compty with pubtic purpose poLicy and procedure and are

property documented.

Cl.ient program expenses retated to grants and ctient services are not covered by this pol,icy

but must adhere to regutations pertaining to that grant or service.

The actual, cost of meats, not to exceed $SZ.OO per day, whiLe traveling outside of the

County witl, be reimbursed.

The foltowing daity amounts shatt be fol,towed:

Breakfast $t g.oo Lunch $t z.oo Dinner $27.00
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Emptoyees shatl be reimbursed for the actual cost of meats up to the combined daity

maximum if they quatifyfor three (3) consecutive meats in a day.

o ln travel status before 6:00 a.m. or away from home overnight

o Not within County boundaries during the regutar scheduted [unch period

o ln travel status until after 7:00 pm or away from their normaI work location overnight

When meats are inctuded as part of tuition or registration fee, no additional reimbursement

can be ctaimed.

Tips are not reimbursabte. lf a tip or auto gratuity service fee is automaticatl.y charged by

the restaurant, it wil.t be reimbursed up to 2oo/o of the meal attowance.

Day meats cannot be charged to a Purchasing (ELAN) card.

Mea[ detivery fees may be considered a reimbursabte expense provided that the fee is a set

amount shown on the receipt and not optional (such as a tip). However, the totat amount

for the meaI ptus del.ivery fee must remain within the maximum attowabte amount for meaI

expenses.

Specific Meats and Refreshments attowed:

For staff and votunteers white performing etection duties on Etection Day, during etection

counts which are expected to exceed 4 hours and white performing etection retated duties

where an unforeseen emergency or situation occurs which threatens the timety or accurate

conduct of an election.

For staff invotved in the transport of those who are in-custody, incarcerated or otherwise

under the control. of County emptoyees. This includes ctients of Human Services staff.

When part of a structured agenda for a departmental meeting, conference, workshop or

other meeting and the officiat or emptoyee has been authorized to attend with other

organizations.

Meats are not authorized when the meeting breaks for [unch, onty when

presentations continue throughout the meaI period and onty for Aitkin

County emptoyees.

For County sponsored meetings, conferences or workshops where participants inctude

County and non-County attendees, if the meeting continues through the meal period and

doesn't break.

a

O A registration fee may or may not have been charged.
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At meetings (such as department wide quarterty meetings, management meetings, county-
wide or department wide meetings for at[ managers, supervisors, etc.) when the

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

attention of the attendees . The meeting cannot breakfor lunch.

For food and beverage purchase as part of a special county event, recognition, or

emergency response event, see Pubtic Purpose of Expenditures.

The county never pays for alcoholic beverages or employee social events.

Meat Taxabil.ity and Documentation:

Emptoyer provided food and beverages that do not meet the IRS'Meats as Entertainment'

exctusion criteria (through the Directty Rel.ated Test or the Associated Test or'De Minimis

Exctusion') is subject to income and emptoyer taxes and shatl. be inctuded in the

emptoyee's totaI taxabte income.

At[ meats and/or refreshments purchased and submitted for payment (Purchasing Card or

Emptoyee Reimbursement) must have attached the detaited information required for an

Accountabte Ptan. The documentation must inctude a receipt ptus:

o Name of the Estabtishment,
o Date and time,
o Cost of the Meat, Beverage, Tax, Tip etc.

o Purpose of the Meeting and

o Names of the peopte attending
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