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I.

Introduction

This manual contains the purchasing policies, rules, regulations, and procedures of which are
required to be followed by the departments/agencies of Johnson County, TN Government. It is to
be known as the Johnson County, TN Purchasing Manual. It has been developed to meet the
requirements prescribed by the County Purchasing Law of 1957, Tennessee Code Annotated 5-14101, et seq.
The manual as written, serves as a user’s guide for County employees and officials when
implementing authorized purchasing procedures. This edition of the Purchasing Manual supersedes all
previous editions and changes thereto. Strict adherence to the purchasing rules, regulations,
and procedures as set forth herein shall be followed to ensure and maintain the fairness,
efficiency, and integrity of the purchasing process.
Changes to this Manual will be announced through the issuance of Purchasing Manual Revision
(PMR) memorandums that shall be issued by the Purchasing Department. Each revision to the
Manual shall be full page replacements and at the bottom of each page, the Revision Date shall be
noted. When received, each new PMR shall be filed in the Manual as instructed, and the outdated
portion shall be removed and destroyed.
This manual and its contents are not intended to conflict with any existing law. It represents the
minimal purchase requirements. If any part of the manual conflicts with the law, then the Law shall
take precedence over the manual. This manual may or may not reflect all required regulations or
policies, and should be used as a reference tool only!
Elected officials and appointed department heads may appoint requisitioning and receiving agents
for their department as determined necessary to promote the efficient and successful operation of
their respective organization. However, names and positions for these designated agents must be
submitted to the Purchasing Department in writing.
The integrity and success of the County’s purchasing system depends upon the accuracy, honesty,
and credibility of its elected officials, appointees, and its employees.
Copies of this manual may be obtained from the Purchasing Department.
The Johnson County Purchasing Department is readily available to assist any County office,
department, or agency at any time. Comments, suggestions, and questions of interpretation should
be addressed to the Purchasing Department.

JOHNSON COUNTY, TN PURCHASING MANUAL – AMENDMENTS APPROVED COUNTY COMMISSION 04/16/2020

PAGE 3
OF 13

II.

General Purchasing Information
(a) Purchasing Code of Ethics/ Conflict of Interest
Each employee of Johnson County shall maintain the highest of ethical standards when
entering into procurement activities. (See Appendix (a) (1))
According to T.C.A. 5-14-114, (a) Neither the county purchasing agent, nor members of the
county purchasing commission, nor members of the county legislative body, nor other
officials of the county, shall be financially interested, or have any personal beneficial interest,
either directly or indirectly, in any contract or purchase order for any supplies, materials,
equipment or contractual services used by or furnished to any department or agency of the
county government. (b) Nor shall any such person accept or receive, directly or indirectly,
from any person, firm or corporation to which any contract or purchase order may be
awarded, by rebate, gift or otherwise, any money or anything of value whatsoever, or any
promise, obligation or contract for future reward or compensation. (c) A violation of this
section is a Class D felony.
(b) Purchasing Agent Duties, Power, & Responsibility
The County Purchasing Agent shall have exclusive power and it shall be his/her duty:
(1) To contract for and purchase all supplies, materials, equipment and contractual services
required by each and every official, agency, office, department, or employee of the
County government or which is supported by, or under control of the County
government and which expends or encumbers any of the County’s funds. No other
official, employee, or agent of the County or of any of its departments or agencies, shall
be authorized to contract for or purchase any such materials, supplies, equipment, or
contractual services:
(2) To arrange for the rental of machinery, buildings, or equipment when the rental costs are
to be paid out of funds belonging to the County or any department, institution, or
agency thereof; however, no commitment shall be made which extends beyond the end
of the current fiscal year for which appropriations have been made by the County
legislative body, except such commitments as are authorized by resolution of the County
legislative body, and no other official, employee, or agent of the County shall have the
right or power to make any contract for such rental;
(3) To transfer materials, supplies, and equipment to or between County departments and
agencies as may be needed for the proper and efficient administration of the County
government;
(4) To have charge of any central storeroom or central mailing room or similar services
which may hereafter be established for the efficient and economical handling of the
County’s business.
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(c) Purchasing Department Responsibilities
The Purchasing Department has the ultimate responsibility to utilize cost effective best
practices to procure quality goods and services which present the best value to the County.
These services are offered to all County departments, agencies of the County, and jointly
funded governmental entities when funding and payment responsibilities rest with the
County.
(d) Purchasing Committee
The County Purchasing Agent may summon the Purchasing Committee for review of any
purchases of which a review is deemed necessary. Notice of these public meetings will be
posted at least one (1) week in advance on the County Notice Board within the County
Courthouse. Notice may also appear within a newspaper of countywide circulation when
deemed appropriate and in accordance with the Tennessee Open Meetings Act (a.k.a. The
Sunshine Law).
(e) Government Certificate of Exemption
Johnson County Government is exempt from state, county, and federal sales and use taxes.
Completion of a certificate of exemption of which states that purchases of property or
services are for the exclusive use of the government, is necessary. A tax exemption form
from the County Mayor’s office or use of a Streamlined Tax Exemption form are the
appropriate exemptions for Johnson County. It is illegal for the exemption to be used for
personal purchases.
(f) Mail Services
Mail services provided consist of shipping materials and supplies (when available), and
postage meter machines located in the Department of Accounts & Budgets and the
Courthouse mailroom. Individual postage stamps are needed by some departments
(g) Assets/Inventory ID’s
For items belonging to the County of which cost $500.00 or more and ALL computer
equipment, an Asset Tag/County ID tag is to be assigned to each separate item. Assets of
this nature are required to be listed on the department’s inventory list and tagged with the
assigned ID sticker. The Purchasing Department requires periodic reviews of inventory by
each department.
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III.

Standard Purchasing Policies and Procedures
(a) Purchase Approval Required
If any official or employee of the County authorizes or incurs an obligation against the
County without first securing the proper approvals, such official or employee shall be
individually liable for the amount of such obligation.
•

County Commission Ruling February 1997, Minute Book FF; Pg. 129 – Must have a
purchase order number, description of item, and approximate cost before the County will
make payment. (See Appendix (a) (2))
For any County purchase you must have a purchase order with a description of what is being
purchased, and an estimated cost. If there is no purchase order, the individual making the
purchase is responsible for the payment of the bill given that the County is not responsible
for anything obtained without a purchase order.

•

T.C.A. 5-14-113 – Liability of County.
The County shall be liable for the payment of all purchases of supplies, materials, equipment
and contractual services made in accordance with the provisions of this chapter, but shall
not be liable for the payment of such purchases made contrary to its provisions.

(b) Requisitioner Responsibilities
The procurement process is a combined effort of the ordering department or agency (known
herein as the Requisitioner) and the Purchasing Department. When both co-operate and
work as a team, the results are an efficient and properly performed procurement. The
responsibilities of the Requisitioner are as follows:
(1) To allow ample lead-time for the processing of the requisition, the issuance of the
purchase order, and allowing the supplier time to deliver the needed items or services.
a. Forty Five (45) Days is the minimum necessary lead-time for sealed bid
requirements, though the process has at times taken longer.
(2) To prepare a complete and accurate description of the items to be purchased as indicated
in the requisition procedures section of this manual.
(3) To plan purchases well ahead of time to eliminate avoidable urgent or emergency
situations.
(4) To acquire the appropriate approvals prior to committing the County to a purchase
commitment since the employee or official shall be personally liable for the amount of
an unauthorized purchase.
JOHNSON COUNTY, TN PURCHASING MANUAL – AMENDMENTS APPROVED COUNTY COMMISSION 04/16/2020

PAGE 6
OF 13

(5) To initiate specification preperation on items to be bid, and avoid writing restrictive
specifications preventing the promotion of a fair and open bid competition.
(6) To include the Purchasing Department in all discussions and/or negotiations for bids
and proposals.
(7) To insure that each sales receipt/ticket is clear, legible, and includes the date of the
purchase, the purchase order number, a complete item description, quantity, unit price,
extended amount for each line item purchased, the total amount of the purchase,
payment terms, vendor’s name, and must have written name of the department making
the purchase and be signed by the department head or their authorizied receiving agent.
(8) To review quality and quantities of purchased products/services delivered to ensure
amount is actually the amount charged on the ticket.
(9) To advise the Purchasing Department, in writing, of defective merchandise or of any
vendor dissatisfaction.
(10) To promptly submitt receipts/invoices to the Purchasing Department within three (3)
business days to be processed for payment.
(11) Purchases with Grant Funding may impose requirements that are different, or in
addition to those requirements set forth by County policy. The Purchasing Department
shall be informed of these upcomming grant fund purchases at least forty five (45) days
prior to any orders being placed. This allows for ample time to review any appropriate
requirements for these purchases.
(12) Employees are NOT authorized to sign ANY document that binds the County, per
T.C.A. 5-14-105. Please be aware that some service and delivery agreements constitute a
contract. The County Attorney must approve any contract or legal document as to its
form. The County Mayor’s signature is the required signature for any contract or other
legal document for the county. The proper approvals must be met before any contract or
legal document is signed. Contracts extending beyond the current fiscal year require
Budget Committee, & County Commission Approval.
(c) Purchase Requisition Procedures
Purchasing requisitions are required to be completed as the first step in the purchasing
process. The following are required to be completed before a purchase order will be issued:
(1) List requisitioning department’s name in the appropriate location.
(2) List date issued in the appropriate location.
(3) Include the name of the vendor and a description of the items to be purchased under the
description location. List as separate item numbers if using multiple vendors.
Descriptions shall include a non-abreviated product name, its appropriate item number,
and any other identifier that may be necessary. Quantities and appropriate units of
measure shall be listed in the appropriate sections on the requisition.
(4) Include a total estimated cost.
(5) Purchase order number may be written in the order no. location.
JOHNSON COUNTY, TN PURCHASING MANUAL – AMENDMENTS APPROVED COUNTY COMMISSION 04/16/2020

PAGE 7
OF 13

(6) Account number may be provided if known.
(7) Requisition must be signed by the Department Head or an Authroizied Representative.
(d) Informal Purchases Between $1 and $9,999.99
The requisitioner shall prepare a purchase requisition and obtain a purchase order prior to
making the purchase. There should be at least three (3) quotations received verbally or
written whenever possible. The requisitioner will have preference of the vendor selected.
Hard Copies of Purchase Orders are made available to the vendor when requested, though
not always required by the vendor.
•

Purchases made with County Issued Credit Cards must follow the proper requisitioning &
purchase order procedures, unless following the emergency purchase policy as listed below
in section (g)- Exceptions .

(e) Purchases Between $10,000.00 and $24,999.99
The requisitioner shall strictly follow the requirements for this expenditure level. Any
deviation from the policy set forth shall be construed as circumvention of the purchasing
policy. The Buyer may solicit these informal purchases without formal advertisement. The
objective of this informal purchase method is to obtain the necessary item at the lowest
possible cost. Authority for this expendature level was granted by County Resolution July
2015, Minute Book JJ; Pg. 416. (See Appendix (a) (3))
(1) The requisitioner must obtain three written quotations before completing a purchase
requistion.
(2) These written quotations along with the purchase requisition shall be delivered to the
purchasing department for review by the purchasing agent. The purchasing agent has the
final say as to if the quotes received are acceptible.
(3) The purchasing agent will determine through the Director of Accounts & Budgets if the
necessary funds are readily available to process a purchase order.
a. If determined that funds are available, a purchase order will be issued to the
vendor with the lowest cost & allowing for selecting the vendor with the
County’s best intrest at mind.
b. If determined that funds are not readily available to encumber under a purchase
order. An ammendment to the respective fund line item shall be sought at the
next scheduled Budget Committee meeting. The County Commission must vote
on and approve the amendment before a purchase order is issued.
(4) A purchase order will be issued only after all steps are completed and documented to the
approval of the Purchasing Agent. Hard Copies of Purchase Orders are made available
to the vendor.
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(f) Purchases Over $25,000.00 Competitive Sealed Bids Required
1. Specifications
The requisitioner will provide the Purchasing Department with specifications for the
product or service to be bid. The department knows and understands what their
product or service needs are. It is important to provide specifications to the
purchasing department to avoid confusion on what the desired outcome is for your
department. Failure to provide clear and understandable specifications to the
purchasing department could lead to receiving products or services that are below
the requisitioner’s departmental standards. The purchasing agent shall not be
responsible for any ommissions or errors of specifications not originally provided by
the requisitioner.
After a bid package is completed by the purchasing department and approved by the
requisitioning department, bid packages will be sent to known vendors who may
want to submit a bid. Bid packages will be made available to any other interested
parties, upon request.
2. Receiving Sealed Bids
The following Sealed Bid receipt and registrations procedure shall be followed upon
receipt of a sealed bid/proposal.
(a) The date and time the bid was received is to be stamped on the front of the bid
envelope.
(b) The bid number and project description should be clearly listed on the envelope.
(c) The Purchasing Department will place unopened bid in the appropriate bid file.
(d) Unopened bids will remain in the Purchasing Department until the scheduled bid
opening meeting.
Any potential bid documents received by the Purchasing Department that may not
be clearly marked as such, may be held until the bid opening meeting and introduced
as a bid. If unmarked bid documents are mistakenly opened prior to the bid opening
meeting those documents become VOID due to failure to meet bid submission
requirements.
All bid documents received become the property of Johnson County, TN.
3. Bid Opening & Review
Bid opening meetings are public meetings and are advertised as such.
The County Purchasing Agent will hold a public bid/proposal opening meeting at
the scheduled time and location. This meeting will include a review of vendors
submitting bids/proposals, the services to be provided, any proposed pricing would
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be announced, as well as any other information needing to be announced from the
bids/proposals being opened. Once the bid/proposal opening meeting is complete,
the County Purchasing Agent will compile the data from the bids, review bids for
accuracy and conformance to specifications, and create a bid tab/proposal summary
sheet of all information for review. As necessary, the Purchasing Agent will review
bids/proposals with the requesting department, County Attorney, Director of
Accounts & Budgets, and any other necessary involved person. The Purchasing
Agent would also be able to request additional information from any vendor or have
questions answered regarding the proposals/bids as necessary.
The Purchasing Committee would meet at a scheduled meeting after every document
has been reviewed and the Purchasing Agent has become somewhat familiar with the
bids/proposals submitted. If required, an award recommendation could be made at
this time by the Purchasing Committee, and any further committees would be
requested to make approvals at any future meetings as necessary. Documents will be
made available for public inspection after an award is approved.
4. Late Bids
Late arrival bids received after the designated bid opening date and time will be
returned to the sender with a letter explaning why the bid is being returned. The
outside of the bid envelope should be stamped showing the date and time the bid
was received in the Purchasing Department. Johnson County is not responsible for
late/undelived packages, or misrouting by the post office, or other delivery services.
5. Other Information
• Fiscal Year Bids – Certain items/services are automatically bid each year by the
Purchasing Department. The following are solicitations performed prior to the
start of each fiscal year: Asphalt Materials, Mineral Aggregate Stone, Guardrails &
Related, Corrugated Pipe, & County Vehicle Maintenance. (Subject to change.)
(g) Exceptions to Competitive Sealed Bid Requirements
1. Informal Purchases Less than $25,000.00
2. Propritary, Sole, and Single Source Purchases – Vendors must be able to document this
to the satisfaction of the Purchasing Agent.
3. Emergency Purchasing (See (h) below).
4. Purchases from the State of Tennessee General Services Contracts, Federal GSA Supply
Schedules (when applicible), State Prison Industries, the State’s Blind/Disabled Vendor
Program, and Approved Cooperative Govermental Purchasing Agreements may be used
for certain purchases while forgoing the competitive sealed bid requirements.
5. Professional Services as stated in T.C.A. 12-4-107.
6. Travel Reimbursements (Must follow Current Travel Regulations on file with the
Accounting Director.)
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7. Purchase of secondhand articles or equipment from other government agencies or
private individuals or entities when following guidance set forth in T.C.A. 12-3-1202.
(h) Emergency Purchasing/Emergencies
1. FEMA defines exigency as a situation that demands immediate aid or action, and where
there is a need to avoid, prevent, or alleviate serious harm or injury, financial or
otherwise, to the non-state entity, and use of competitive procurement proposals would
prevent the urgent action required to address the situation. Thus, a noncompetitive
procurement may be appropriate.
2. FEMA defines an emergency as a situation that demands immediate aid or action, and
where a threat to life, public, health or safety, or improved property requires immediate
action to alleviate the threat.
3. Small Value Emergency Purchases may be made by a Department Head when the
Purchasing Department is not available outside of normal business hours. These
purchases may not exceed $1000.00 and the guidance set forth in T.C.A. 5-14-110 must
be followed. Poor planning, neglect, or indifference in anticipating normal needs does
NOT constitute as an emergency. A complete requisition & Emergency Purchase
Justification Form (See Appendix (a) (8)) from the Department Head justifying the
purchase must be turned in to the Purchasing Department before the close of the next
business day following the date of such purchase. Failure to follow this procedure will
place the entire responsibility for the purchase on the Department Head. Funds to cover
these type purchases will be pulled from the Department’s Line Item Budget
Appropriations.
4. For All County, State, and/or Federal Disaster Declarations or Emergency/Exigency
Situations, the County Purchasing Agent may waive competitive solicitation and
advertising requirements. This procedure only applies during the time when immediate
needs & immediate actions are required to address a public exigency or emergency
situation and cannot be delayed by a competitive solicitation. But all means shall be
taken to ensure the best value is received for the tax payer, whenever possible.
5. Use of any non-department specific line item appropriations during exigency or
emergency situations must be approved by the County Mayor and the Director of
Accounts & Budgets prior to issuance of the Purchase Order.
6. Federal Procurement Standards found in 2 C.F.R. Part 200 etc. should be reviewed and
used to aid in procurement efforts when there is potential for a Federal Disaster
Declaration or Public Assistance Funding.
7. Puchases must follow normal procurement methods and purchasing thresholds after the
actual exigency threat or actual emergency circumstances have passed.
8. Non-essential procurements, both formal or informal, may be delayed during a declared
State of Emergency. The County Purchasing Agent will make the determination as to
what is considered essential or non-essential purchases, and may delay the procurement
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of any non-essential item(s) or project(s) during a County, State, or Federally declared
State of Emergency. Both essential and non-essential procurements must follow normal
procurement methods if they do not directly relate to the actual immediate exigency
threat or actual immediate emergency circumstances.
9. For Further Details See Appendix (a) (8).
(i) Fuel Purchases
Fuel and fuel products may be purchased in the open market without public advertisement,
but shall whenever possible be based on at least three (3) competitive quotes. Fuel and fuel
products may also be purchased from the State Department of General Services contracts
where available.
(j) Perishable Commodities
The county legislative body, adpoted by resolution in November 2014, Minute Book JJ; Pg.
319, may exempt perishable commodities from sealed or competitive bidding requirements
when they are purchased in the open market. (See Appendix (a) (4))
(k) Bid Bonds/Performance Bonds
These types of bonds shall be included within the specifications of the ITB, RFP, or RFQ,
when deemed necessary or required by any other statute, law, resolution, or provision.
(l) Vendor Debarment
The Purchasing Department shall review, from time to time, listings of State & Federal
Debarment Lists. Any new or current vendor found to be listed as a debarred vendor will
not be allowed to do business with any department of Johnson County. Any appeals from
the vendor will be reviewed by the Purchasing Agent. In all cases, the decision of the
purchasing agent shall be the final decision.
(m) Title VI Requirements
Johnson County, TN, as a recipient of any Federal financial assistance, has agreed to and is
obligated to comply with Title VI of the Civil Rights Act of 1964 et seq. No person in the
United States shall, on the grounds of race, color, sex, or national origin, be excluded from
participation in, be denied the benefits of, or be otherwise subjected to discrimination under
any program or activity promoted by the County, whether the program or activity is funded
with federal funds or non-federal funds. (See Appendix (a) (5))
(n) Advertising & Solicitation Requirements
Sealed bids shall be solicited by public notice inserted at least once in a newspaper of countywide circulation, 14 days prior to the date of public opening of bids. Notice will also be
posted on the County Notice bulletin board located in the County Courthouse.
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The Purchasing Agent will send bid packets to known vendors in the county’s trade area of
which may be interested in submitting a bid to supply the material or service.
(o) Purchasing at Public Auctions
T.C.A. 12-2-421 shall be followed when making purchases at public auctions.
Also, any department wishing to attend an advertised auction shall notify the purchasing
agent no later than 2 weeks in advance of the auction. This will allow for enough time to
complete all documentation & funding reviews required prior to making purchases at public
auctions. No purchase shall be made until the “Request for Purchase at Public Auction”
form is completed and signed by the purchasing agent. (See Appendix (a) (6))

IV.

Surplus Property
(a) Declaration of Surplus Property
For items totaling a value less than $1,000.00, the purchasing agent shall be allowed to
declare items as surplus allowing for disposal by appropriate method. The county
legislative body adpoted this amendment to the County Purchasing Law of 1957 by
resolution in November 2014, Minute Book JJ; Pg. 188. (See Appendix (a) (7))
For items totaling a value greater than $1,000.00 & all vehicles, the county legislative
body must declare such items as surplus. Items will then be disposed of by the
appropriate method.
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V.

Appendix
(a) Miscellaneous County Resolutions/Policy Updates
1.) County Ethics Policy – Adopted May 17, 2007 & Policy Update regarding Gifts Approved (1/19/2017)
2.) County Commission Purchase Order Ruling – Feb. 1997, Minute Book FF; Pg. 129
3.) County Resolution to Increase Bid Threshold to $25,000.00 – July 2015, Minute
Book JJ; Pg. 416
4.) County Perishable Commodities Resolution – Nov. 2014, Minute Book JJ; Pg. 319
5.) Title VI Compliance POC Sheet
6.) Request for Purchase at Public Auction Form
7.) County Resolution on Purchasing Agent Surplus Declaration – Feb. 2014, Minute
Book JJ; Pg. 188.
8.) Emergency/Exigency Policy Updates April 2020.
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Appendix (a) (1)

County Government Employees Purchasing or Receiving Tangible Gifts of
Significant Value, Monetary Gifts, or Gift Cards from anyone other than as
authorized by the County Commission.
Review Section 4 "Acceptance of gifts and other things of value" of the Code of Ethics for an explanation
of what is and is not acceptable regarding acceptance of gifts by County Government Employees.
Any purchase requisitions made by County Government Employees for any County Department shall be
made following all ethical standards and abide by all Federal, State, & Local laws, policies, and
procedures.
Any non-disclosure to the purchasing agent that any of the listed items on a requisition will be used as
gifts, and not for County Government use, shall be construed as circumvention of purchasing policies, a
possible ethical standards violation, and possible theft if County funds are used in the purchase.
The purchasing agent shall have the initial authority to determine if an item to be purchased will violate
this policy. If the department disputes the purchasing agent, the County Commission shall make the final
determination.
No Purchase Order will be issued, or the Purchase Order voided if one already exists, if the Purchasing
Agent determines that items will be used in an unauthorized manner.
Any founding of purchases of un-disclosed gifts will be written into a formal letter and given to the
County Ethics Committee & County Attorney for their review.
Exceptions to this purchasing policy shall include:
•
•
•
•
•

Any plaques, trophy's, awards, or like items recognizing an employee for an accomplishment not
to exceed $100.00 per each unique award.
Food stuffs for scheduled training or meetings.
As per policy, any items such as flowers, fruit baskets, etc. when given to an employee for
bereavement purposes.
Items costing less than $50.00 each of which would be considered insignificant, such as
calendars, planners, promotional items, custom pens, etc.
Any item as otherwise approved by the County commission.
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