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ADDENDUM NO. 2

RFP NUMBER: _ 189199

RFP TITLE: ERP SYSTEM

Question: Will the City allow an extension of the due date?

Answer: The City has extended the due date by addendum. Please find all related
documents, including addenda, at www.chatlanooga.gov , click on Doing Business With
The City, then click on OPEN BIDS. Click on the appropriate solicitation title (RFP ERP
System Part 1 and Part 2) to access documents. Scroll down to see all documents.
Reference Addendum 1 (called “Addition 1) at:
hitp:/lwww.chattanooga.gov/purchasing/bidssolicitations

Question: Will the City sign a Non Disclosure Agreement?

Answer: The City of Chattanooga will not sign a Non Disclosure Agreement. Generally,
all records submitted to the City of Chattanooga are subject to review through the
Tennessee Public Records Act. Any firm (Offeror) submitting a proposal should
assume that all information included in the proposal is subject to the Act, regardless of
submitter designation. The City of Chattanooga assumes no liability for the disclosure of
any information as required by law.

Question: Will bids be accepted for the HR and Payroll component only, i.e., are you
accepting best in breed proposals OR are you only looking at fully integrated ERP
solutions with HR and Payroll included?

Answer: The City prefers fully integrated ERP solutions. However, it is recommended
that vendors complete the capabilities matrix to define the functional solution they are
competent in providing.

Question: Will the organization allow us to bid solely on the Scheduling and Time &
Attendance requirements of this project?



Answer: The City prefers fully integrated ERP solutions. However, it is recommended
that vendors complete the capabilities matrix to define the functional solution they are
competent in providing.

Question: How many employees will need the advanced shift scheduling functionality
described in Appendix K items HR.89 — HR.91, for licensing purposes?

Answer: Approximately 800 to 900.

Question: How many time clock units will be required?

Answer: The City currently has 48 time clock units. This city also utilizes pc-based time
clock login for many employees.

Question: Is the City looking for a SAAS Solution or will the City consider a hosted
solution?

Answer: SAAS

Question: Can the City define what they mean by SAAS?

Answer: The Solution should be cloud based, hosted off premises, fully supported,
patched, managed and maintained by the solution provider.

Question: What applications will the new ERP system need to integrate with? Are
there others besides the ones listed in the RFP?

Answer: Please refer to the RFP document for specifics concerning current application
interfaces. The solution should have the ability to integrate with others as needed;
however the ones listed are currently the priorities of the City. The solution should
provide an API for said integrations.



Question: |s the City considering replacing any of their existing systems and are there
active RFP’s for other applications?

Answer: The focus of this RFP is an ERP solution. The City periodically considers
replacing existing systems and also periodically posts solicitations for other applications.
Active solicitations may be found at:

http://www.chatltanooga.gov/purchasing/bidssolicitations

Question: Of the City’s 3150 employees how many are Full time, how many are part
time, how many are seasonal (full and part time) and does the City have any contingent
employees? How many police and fire personnel does the City have?

Answer: All numbers are variable over time.
2325 Full-Time (407 Fire and 457 Police)
229 Part-Time

340 Temporary (contingent)

Question: Section 2.01 seems to assume the Software system provider and the
implementation provider are the same entity. Will the City consider separate contracts
for a SaaS solution and implementation of the solution?

Answer: The bid response should be all inclusive for one contract.

Question: Will the City consider separate contracts for additional 3™ parties that are
part of the proposed solution?

Answer: The bid response should be all inclusive for one contract.

Question: Section 3.11: Please define what is meant by "commence the work" in this
Section.

Answer: Begin any activity related to the performance of the contract.



Question: Appendix B Data Retention: Please provide City Retention requirements.

Answer: Records Information Management Policy and Records Retention Schedule

Please see printed “Records Retention Schedule” and “Records Information
Management Policy” documents at the end of this Q&A Addendum. Please be mindful
of the following retention information for the following records not explicitly addressed in
the attached retention schedule: General Ledger is a permanent record. Time clock
and and payroll records must also follow US Department of Labor requirements. Bond
covenants usually require all documentation (Proceeds, uses, earnings on idle cash, bid
documents, etc. be retained for 10 years after the maturity which for City is now typically
20 years + the 10 years).

Question: Can support only come from the US?

Answer: There is nothing that prevents a non-domestic entity or an entity with
non-domestic subsidiaries, affiliates, partners, etc. from submitting a proposal. All
contract performance factors influenced by location, such as any required physical
presence or available business hours, should be addressed by the Offeror.

Question: The RFP requests that one copy be supplied in unbound pages and the
other via a USB drive. Can a vendor submit their response in a three-ring binder from
which the page can easily be removed instead of being unbound?

Answer: Yes, a three-ring binder containing unbound pages will be accepted. A plastic
spine binder is not desired due to the difficulty of removing the binding to place the
proposal into a file for record-keeping.

Question: Can the City provide a copy of the RFP and attachments in a word format?

Answer: No, Purchasing doesn’t typically release solicitation documents in Word
format. There is an Excel attachment available for this RFP. To receive the
spreadsheet in MS Excel, please follow the instructions at: www.chattanooga.gov , click
on Doing Business With The City, then click on OPEN BIDS. Click on the appropriate
solicitation title to access documents.

hitp://www.chattanooga.gov/purchasing/bidssolicitations




Question: Does the City currently have a Time and Attendance system in place? If so,
which one?

Answer: Yes, the City currently utilizes the Time Clock Plus solution.

Question: Does the City plan on keeping its current time clocks?

Answer: The City is open to the possibility of replacement with a time clock system that
is embedded or interfaced.

Question: Will the City consider purchasing the solution off a cooperative procurement
agreement such as NASPO?

Answer: The City Council must first approve cooperative purchases before they are
allowed. At this time, NASPO ValuePoint is not an approved cooperative. The City may
consider purchasing the solution from a cooperative agreement of an approved
cooperative.

Question: Does the City have an Enterprise solution for Integration Technologies?

Answer: Not an agnostic one. The current ERP has a gateway which has not been
implemented.

Question: How many references is the City requiring? How many need to be
Government references? How many need to have been live in the past 5 years? How
many need to be live in the last 18 months. In addition to Government references is
their value to the City in having local references?

Answer: On page 20 of the RFP document, three main reference projects are
requested. More than three main references should not be provided. On page 21,
under 5.03 TAB 1, the last bullet point says, “List of clients and references (see Tab
13).” The correct Tab number is 12. On page 25, under 5.14 Tab 12 - References, along
with a client list, three references are requested for the purpose of referrals. These three
may be the same as those given for the three main project references.



State and local (preferable) government references implemented within the past 5 years
and still in use are most beneficial. Local references may add value if site visits are
desired. Local (county or city) governments of comparable size and complexity can
hopefully be provided.

Question: Will this project be funded partially or wholly, if any, by Federal grants?

Answer: No, this project will be funded solely by the City of Chattanooga.

Question: Section 3.11 B: Can the City provide a draft agreement package?

Answer: A draft copy of a software contract is not available. Generally, the terms and
conditions to which a vendor must agree to do business with the City of Chattanooga
are the City’s Standard Purchasing Terms and Conditions, which can be read at:

hitp://www.chattanooga.gov/images/City _of Chattanooga_- Standard Terms_and_Co
nditions_Revised_7.18.2018.pdf

For technology contracts, the Appendix A “Software Standard Requirements” and
Appendix B “Cloud/Hosted Solution Standards” in the main RFP 189199 solicitation
document are also relevant. Where there are business needs requiring special
consideration, the business needs may be considered.

Question: Will the City accept a SAAS solution that is configurable instead of
customizable?

Answer: Yes

Question: When can the vendor community expect to receive the RFP related
spreadsheets as submitted based on the terms of the RFP on page 237

Answer: All vendors who requested the spreadsheet according to the instructions have
been sent the spreadsheet as an attachment. If you have requested the spreadsheet
and have not received it, please first check your JunkMail folder. If you cannot find your
response, please notify rfp@chattanooga.gov. You may provide another email to which
the file will have better likelihood of proper transmission.



Question: The City’s website now indicates a bid reply due date of 2/21/2020 at
4:00pm. The related RFP document still references a due date of 2/13/2020 at 4:00PM.
Please offer definitive clarification on the RFP due date.

Answer: The City has extended the due date by addendum. Please find all related
documents, including addenda, at www.challanooga.gov , click on Doing Business With
The City, then click on OPEN BIDS. Click on the appropriate solicitation title (RFP ERP
System Part 1 and Part 2) to access documents. Scroll down to see all documents.

Reference Addendum 1 (called “Addition 17} at:
http:/iwww.chattanooga.gov/purchasing/bidssolicitations

Question: Is it the city’s expectation to replace Time Clocks Plus or to maintain that
solution for vendor integration?

Answer: The City is open to the possibility of replacement with a time clock system
that is embedded or interfaced.

Question: Is it the city’s expectation to replace the current Accounts Receivable and
Cashiering solutions as part of this effort?

Answer: Yes

Question: Is it the expectation of the city that the selected vendor will provide written
procedural based documentation by functional area of the application for leave behind?

Answer: Yes

Question: The city references a desire to convert existing attachments (pdf, word,
excel, notepad etc.). Do these documents maintain any standard methodology related
to meaningful metadata?

Answer: Attachments in the current ERP are attached at the document or transaction
level. Itis unknown to the degree of standardization related to meaningful metadata.



Question: How many different document types are in need of conversion? (Eg.
Benefits enroliment form, Personnel Action form, AP check, Purchase Order etc.)

Answer: The City is looking for a vendor to present a solution that can provide
conversion or streamline process for a local government organization typical of the size
of Chattanooga.

Question: What is the volume(number) of each document type referenced above?

Answer: The City is looking for a vendor to present a solution that can provide
conversion or streamline process for a local government organization typical of the size
of Chattanooga. There is approximately 8Tb of data in the current ERP.

Question: Would the City grant a two week extension for “Deadline for Proposal
Submissions” to Thursday, February 27, 2020 at 4PM EST?

Answer: The City has extended the due date by addendum. Please find all related
documents, including addenda, at www.chattanocoga.gov , click on Doing Business With
The City, then click on OPEN BIDS. Click on the appropriate solicitation title (RFP ERP
System Part 1 and Part 2) to access documents. Scroll down to see all documents.
Reference Addendum 1 (called “Addition 1”) at:
hitp://www.chattanooga.gov/purchasing/bidssolicitations

Question: Would the City allow bidders to leverage their offshore delivery centers?

Answer: There is nothing that prevents a non-domestic entity or an entity with
non-domestic subsidiaries, affiliates, partners, etc. from submitting a proposal. All
performance factors influenced by location, such as any required physical presence or
available business hours, should be addressed by the Offeror.

Question: In the Application Data Section under HR.77 Supports and processes
centralized panels, what does the City mean by panels?

Answer: Dashboard with configurable widgets.



Question: The RFP indicates that SEALED PROPOSALS MUST BE RECEIVED AS
SPECIFIED AND NO LATER THAN 4:00 P.M. E.S.T. ON FEBRUARY 13, 2020. Would
the City consider granting a three (3) week extension to allow vendors to incorporate
fully City responses to vendor questions, which may have an impact to scope, timeline
and costs?

Answer: The City has extended the due date by addendum. Please find all related
documents, including addenda, at www.chattanooga.gov , click on Doing Business With
The City, then click on OPEN BIDS. Click on the appropriate solicitation title (RFP ERP
System Part 1 and Part 2) to access documents. Scroll down to see all documents.
Reference Addendum 1 (called “Addition 1”) at:
http://www.chatlanooga.gov/purchasing/bidssolicitations

Question: Regarding: RFP Part 2 / Appendix K/ GFR 19: Please describe what is
meant by “orphan” files.

Answer: Not attached to a specific system record

Question: How many ledgers are you currently using?

Answer: For General Ledger (GL), we operate daily business in the Modified Accrual
Book (utilizing modified accrual accounting for government entities). Each transaction is
copied to the Full Accrual Book upon posting. The Full Accrual Book contains ledger
entries which are not contained in the Modified Accrual Book and which serve to fulfill
the requirement to report on a full accrual basis of accounting for the entity as a whole
and funds requiring full accrual accounting. The City complies with GAAP and GASB
accounting standards and expects the software to provide statements which will
facilitate a complete Comprehensive Annual Financial Report CAFR which will be
submitted to the Government Finance Officers Association (GFOA) Award for
Excellence in Financial Reporting program. Refer to the RFP for a more complete
discussion.

Question: How many interfaces are there to other applications?

Answer: Application interfaces are provided in Appendix J. Because the City's
software use changes over time, there may be others at implementation or throughout
the lifetime of the contract.
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Question: TOPIC: System Users/Data Ownership

In your estimate of the number of HCM users, you indicate 2,700. What is the estimate

of:

Number of daily HR, Payroll, and Benefit ‘power users’?
Answer:

20 power users in centralized HR, Benefits, and Payroll.

Access and limited Data Entry at the departmental level: approximately 50
users.

Are most of the 2,700 users indicated Self-Service users (both Employee
and Manager Self-Service)?

Answer: Primarily Employee Self-Service.

Can you provide a breakdown of full time, part time, seasonal retirees,
board members etc.?

Answer:

2325 Full-Time
229 Part-Time
340 Temporary (contingent)
~3000 Retirees

Question: TOPIC: Employee Population

1.

Are there any Unions/Bargaining Units? If yes, how many and what are the
negotiation cycles?

Answer: The City does not have any bargaining agreements/units with the
employees representative groups, we operate through Memorandums of
Understanding with the representative groups.

Do you pay employees living outside of the state?
Answer: Yes, while the City Charter imposes a residency requirement,
however, there is a small group of employees who are grandfathered-in.
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3. Do you plan on maintaining non-active employees in the system? (e.g.,
retirees, terminated employees, volunteers).
Answer: Yes.

Question: TOPIC: Conversion

1. Is the expectation to convert employee history vs. current employee
information?

Answer: Yes, both employee history and current employee information
2. Is any employee history contained in non-electronic files?

Answer: Yes.

Question: TOPIC: General Ledger
1. How many GL allocations do you do per month?
Answer: Standard with local government of our size
2. How many manual journals do you do per month?

Answer: Standard with local government of our size

Question: TOPIC: Receivables
1. How many invoices do you generate each month?
Answer: Standard with local government of our size
2. How many invoices are on your aging report (for the current month)?
Answer: Standard with local government of our size
3. How many different invoice formats do you use?
Answer: Standard with local government of our size

4. How many AR users do you have? How many are collectors?

12



Answer: ~60 users, all collectors
5; Do you import credit data from 3™ party credit services?
Answer: Yes

6. Do you integrate with a POS system or Permitting/Licensing system for
invoices / receipts?

Answer: Yes

7. Do you use iReceivables? If so, how many customers have access to it?

Answer: Not currently but would explore if this is a solution for
implementation as a replacement of any of our current systems.

Question: TOPIC: Payables

1. How many invoices do you process per month?
Answer: 4500

2. Do you have any other sources of Payables invoices coming from other
systems?
Answer: Yes

3: Do you have Positive Pay?

Answer: Yes

Question: TOPIC: Fixed Assets

1. How many corporate and tax books do you have?

Answer: 2 (Full accrual and Modified accrual)

2. How many active assets will need to be migrated?

Answer: 28,000. We add about 3,000 per year

3. How many asset categories do you have?
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Answer: 7 major categories encompassing 46 minor categories which
determine the useful life and depreciation

Question: TOPIC: Cash Management

1.

How many bank accounts do you use to process Payables and Receivables?

Answer: In our primary bank there is 1 cash pool account for receipts. There is
a Payables control pay zero balance account from which we issue checks.
There is a Payroll control pay zero balance account from which we issue
checks. There are currently 7 other bank accounts at our primary bank. There
is 1 cash pool account at our secondary bank as well as 12 other accounts
currently. The city maintains a portfolio of approximately 100 investment
instruments (CDs, Savings, Agency Discount Notes, Treasurys, etc.) at various
financial institutions. Some are used to track specific identified money sources
such as from bond issues. A fund within the General Ledger is utilized to track
the city’s cash position in these bank accounts and to track each fund’s claim
on cash.

How many bank account transfers do you process per month?

Answer: roughly 10 but can be lower or higher depending on sweeps of
accounts

Question: TOPIC: Grants Management

1.

How many Grants users do you have?

Answer: 40-70

How many departments use the Grants module?

Answer: 11-12

How do you track sub-recipient costs and contracts?

Answer: Costs are tracked thru Oracle. Contracts are kept in a manual file,
on the Centralized Contract file Drive, and in the Google Shared Drive
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Question:

1.

Do you act as grantor to sub-recipients?

Answer: Yes, we have sub-recipients

TOPIC: Projects - Financial

How many users are there for Project Costing & Project Billing?

Answer: Currently we do not have a Project Costing & billing system.

How many active projects at the end of last period?

Answer; 547

Are indirect costs charged to Projects? (Burdening)

Answer: Yes. Indirect costs including contingency, construction
management, Resident Project Representative (RPR), mobilization, and
design are charged to projects.

Is payroll charged directly to Projects?

Answer: As a rule, no. But we seek a system that is flexible enough to
address future needs such as this.

Are actual benefits or an allocated percentage charged directly to Projects?

Answer: As a rule, no. But we seek a system that is flexible enough to
address future needs such as this.

Are there billable projects, and if so, is the billing based on contracts?

Answer: As a rule, no. However, there are exceptions, including projects
that are funded through Federal and State agencies. Additionally we have
local agencies who provide donations. In those cases the billing is based on
contracts.

Do you track milestone payments for projects?
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Answer: The respective departments track milestones as a part of the
project management.

What is the frequency of the billing cycles? (Monthly/quarterly/yearly)

Answer: Most contractors invoice the city on a monthly basis for active
projects

Are there any interfaces to/from external systems and Projects?
Answer: We currently do not use the projects module of our ERP. We are

certainly interested in integrations to include project management software,
performance measurement platform (Socrata), etc.

Question: TOPIC: Procurement

1.

How many active suppliers do you currently have? How many use a vendor
portal?

Answer: Approximately 27,000. The current vendor portal is outside of the
current ERP system. All suppliers must register via vendor portal to receive
e-mail notifications of new solicitations at or above $25,000.00. The vendor
portal is used for vendor registration and for posting of solicitations, mainly
those at or above $25,000.00, and certain related documents. The vendor

portal is not used for compilation or posting of bid tabulations, submittal or

evaluation of proposals, or notifications.

How many punch-outs do you have?
Answer: None

How many requisitions / purchase orders / purchase agreements / sourcing

events do you create annually?
Answer: 01/05/19 - 01/05/20 Requisitions 10,291 - Purchase Orders 993
(including standard PO’s and blanket agreement releases).

Question: TOPIC: Inventory

How many Inventory Organizations do you have?
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Answer: 4. Only 1 is currently in the ERP used for purchasing.

How many active items do you have?
Answer: >1500

Do you create internal requisitions?
Answer: One now. Used for procurement. There is a third party system
doing MRO inventory.

Question: TOPIC: Human Resources

1.

Workflow approval - for determining the complexity of the workflow
approval, on average, how many levels of approval are required for
transactions? Do you have vacation rules if the normal approval is out of
office?

Answer: 4 to 5 levels (possibly more) depending on the transaction type.
Vacation rules are used when the principal approves are away
or on leave.

Recruiting — For the recruiting process, does City of Chattanooga have
civil service requirements?

Answer: Only for “Fire” or “Police” academy. Generally we do not
conduct Civil Service exams.

Human Resources - Do all employees have a position and use Position
Management? Do employees have multiple assignments?

Answer:
All employees have a position; however the positions are shared.

Single assignment

Question: Can the City go into more detail on its time and attendance requirements?
Specifically what are the schedule requirements for Police and Fire and how do
requirements differ from other departments?

Answer: We have several departments throughout the City and they each have a
payclerk that is responsible for making sure all of their employees work
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time and leave requests are approved by their managers. They only have

access to their employees. The difference for FireFighter employees is that they are on
a 27 day schedule. They are paid biweekly an equalized 120 hours every payday. They
will need a scheduler in the timekeeping system. Police is on a biweekly schedule like
everyone else but their overtime is different that they have to code it various ways for
reporting. Weekly payroll is for only a week of hours. A biweekly department in Public
Works runs 24/7 and they are on a different schedule, their work period starts on
Wednesday through Tuesday. Everyone else is on a Friday through Thursday work
period except Fire.

Question: You currently list City Works as an integration for inbound Inventory journal
entries, do you intend to continue using City Works or will it be completely replaced by
another software Inventory module?

Answer: The City expects to continue to use Cityworks at this time.

Question: Please describe your inventory management process(es)? Please include
the number and different types of inventory locations, your inventory replenishment
process, inventory count process/frequency, and volume of inventory transactions.

Answer: The City maintains several inventories. None are currently in the ERP but
they do post Inventory values to the GL. These are MRO and equipment inventories
maintained in third party applications. There is one inventory defined in the ERP for
purchasing purposes. Location types include Bulk, Picking, Liquid, Inbound and
Outbound. Physical Inventories are done annually with cycle counts throughout the
year. Replenishment is done through procurement. Cycle counts are used on larger
inventories.

Question: Do you currently track contingent workers? If not, do you wish to track
them? If so, how many?

Answer: The City would like to be able to track “contingent” workers. Approximately
300 to 400 may be higher in the summer season.

Question: Do you use multiple jobs — as in one employee performs multiple job roles
but is paid concurrently for those roles?

Answer: No. Each employee is assigned one job role.
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Question: You currently list NeoGov in your list of integrations. Do you intend to
replace the NeoGov recruiting process with a new software/module?

Answer: NeoGov is the recruitment and applicant tracking software. The City is open
to the possibility of a replacement software.

Question: You list the need to create Offer Letters, how many Offer Letter Templates
will you need? How many Job Posting templates will you need? Do you utilize high
turnover or perpetually open job requisitions?

Answer:

10 offer letter templates

5 minimum posting templates

Yes, we use continuous recruitment for certain jobs.

Question: How many unions/collective bargaining agreements do you have?

Answer: No agreements, but Memorandum of Understanding for the following:
e Chatt Black Pol Officers

IABPFFB

IAFF Local 820

IBEW Local 175

IBPO Local 673

Oper Engineers

SEIU

Question: Please provide a list of all benefit plans and benefit vendors/carriers
(healthcare, retirement, insurance, and additional benefits plans such as legal or pet
insurance). Please indicate any plans that are specific to groups of grandfathered
workers (if applicable), and include any benefit credits (e.g., wellness credits, etc.) that
may exist.

Answer:
Medical PPO - BlueCross BlueShield of Tn (Two Network options AND Tobacco

surcharge, 4 rate options)
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Medical HDHP - BlueCross BlueShield of Tn (Two Network options AND Tobacco
surcharge, 4 rate options)

Dental PPO - Cigna

Dental HMO - Cigna

Vision - BlueCross BlueShield of Tn
Long Term Disability - The Hartford
Short Term Disability - The Hartford
Leave Management - The Hartford
Group Life - Unum

Supplemental Life - Unum

FSA Admin - TASC

EAP - ComPsych

HSA - Health Equity

General Pension Plan

Deferred Compensation - Mass Mutual, Nationwide, VOYA, ICMA

Retiree Health Plans - Medical PPO - BlueCross BlueShield of Tn (Network P only AND
Tobacco surcharge, 4 rate options); Medical HDHP - BlueCross BlueShield of Tn
(Network P only AND Tobacco surcharge, 4 rate options); Medicare Retirees - Medicare
Advantage, BCBST, 2 options.

Retiree Health Plans - Dental PPO - Cigna, Dental HMO - Cigna

Question: How many compensation plans do you need (i.e., hourly, salary, allowance,
one-time/ad hoc payments, merit, bonus, etc.)? Please provide a list of the different
compensation plans required.

Answer:
e Annual incentive plan
e Discretionary bonus plan
e Spot awards
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Team/small-group incentives
Retention bonus

Project bonus.

Signing Bonus

Merit

Hourly Plan

e Salary Plan

Question: How many active earning and deduction codes do you currently have?
Please provide a list of your earnings and deductions.

Answer: We have several. A list is attached at the end of the document.

Question: How many pay frequencies and pay periods do you have? Please provide a
copy of your current pay calendar. Also, do you pay retirees out of payroll? If so, how
many?

Answer: We have two pay frequencies weekly and biweekly, all paid on Thursday.
Weekly is Friday through Thursday one week behind. One payroll is paid current on
check date nothing held back Friday through Thursday. One group is on a different
work period of Wednesday through Tuesday but paid for the same period biweekly as
the other biweekly. All other biweekly paid are 2 weeks behind Friday through
Thursday. Fire and Police are on the same frequency biweekly 2 weeks behind but
have different work schedules. | have attached our Payroll schedule.

We do not pay retirees out of Payroll.

Question: Please provide a list of your time off and leave plans, including all accruing
and non-accruing plans.

Answer:

[) PTO accrual plans (table next page)
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CITY OF CHATTANOOGA PTO (Paid Time Off) ACCRUAL RATES

0-10 YEARS 11-17 YEARS 18+ YEARS
tEAVE GROUP OF SERVICE OF SERVICE OF SERVICE
Regular 8.31 9.54 10.77
SF24 17.08 19.85 22.15
SFFD 11.08 12.62 13.85%
SPOL 11.08 12.62 13.85
Head Start - element "Per Leave Accrual”

HS2608 831 9.54 10.77
H5260735 7.79 .94 10.1
HS2607 7.27 8.35 9.42
HS2606 6.23 7.16 8.08
HS2408 7.67 8.81 9.94
HS524075 7.18 8.26 9.32
HS2407 6.71 7.7 8.7
HS2406 5.75 6.6 7.46

HS185 - monthly accruals from August thraugh April

HS195 Accrual Series accrues monthly at the end of each month, employees
in this category must wark a minimum of 1/2 of month to accrue.
Head Start - element "HS Per Leave Accrual”

HS1958 831 9.54 10.77
HS19575 7.79 8.94 10.1
HS1957 1.27 8.35 9.42
HS5195€ 6.23 7.16 8.08
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City recognized and observed holidays:

___________ _ PAIDHOLIDAYSCHEDULE

1 | New Year's Day January 1

2 | Martin Luther King’s Birthday Third Monday in January

3 | Good Friday Friday preceding Easter Sunday
4 | Memorial Day «Last Monday in May

5 | Independence Day july 4

6 | Labor Day | First Monday in September

7 | Veteran’s Day November 11

8 | Thanksgiving Day Fourth Thursday in November
9 | Friday After Thanksgiving Friday after Thanksgiving
10 | Christmas Eve December 24
11 | Christmas Day December 25

Injury on Duty Leave (City’s Worker's Compensation Program)

Leave

of Absence:

FMLA

Extended Personal Medical Leave
Military Leave

Administrative Leave
Bereavement Leave

Question: How many different review types (performance reviews, Performance
Improvement Plans (PIPs), disciplinary action plans, development plans) will you use in
the new system? How many different review templates will be required for each review
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type? If possible, please provide a list of the required review templates for each review
type.

Answer: To be developed. However, at a minimum will need performance reviews,
improvement plans, disciplinary action plans, career/development plans, succession
planning, etc.

Question: Are you currently using a Learning Management system? If so, will historical
enrollment records be loaded into a new software? If so, how many years? Are you
using any third-party content providers, and do you want to link or integrate to those
providers? What is the number of courses in the media catalog? Do you need to report
training results (completions, scores, etc.) to a regulatory body?

Answer: Yes, we have a current LMS. Historical records will need to be loaded into
the new software. 3 years.

Question: You mention integrations to Bank of America and SunTrust, how many bank
accounts do you have with each financial institution? Do you have relationships with
other banks (financial institutions)? If so, which bank(s) and how many bank accounts?
Which accounts will generate electronic payments? Which accounts will require
auto-reconciliation? If possible, please provide a list of banks and accounts.

Answer:
In our primary bank there is 1 cash pool account for receipts. There is a
Payables control pay zero balance account from which we issue checks. There
is a Payroll control pay zero balance account from which we issue checks.
There are currently 7 other bank accounts at our primary bank. There is 1 cash
pool account at our secondary bank as well as 12 other accounts currently.
The City maintains a portfolio of approximately 100 investment instruments
(CDs, Savings, Agency Discount Notes, Treasurys, etc.) at various financial
institutions. Some are used to track specific identified money sources such as
from bond issues. A fund within the General Ledger is utilized to track the
City’s cash position in these bank accounts and to track each fund’s claim on
cash.

Question: Are you using Travel/Expense cards? If so, please explain the process.

Answer: No. We use Procurement Cards. From the bank, we get a file every night to
upload approved P-Card expenses into the General Ledger.
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Question: Please describe the process you follow to create a capital project. What is
the total number of Projects and the average amount added per year?

Answer: Capital projects are predominantly created on an annual basis after adoption
of the annual capital budget by the City Council. The City currently has 547 active
capital projects (defined as individual cost centers with a balance greater than zero)
across the general fund and three enterprise funds. Multiple capital projects may be
executed out of a single cost center (for example, Facilities Maintenance may have
several dozen projects from a single cost center per year); those are not included in the
total. A capital project may also be funded from multiple cost centers. We add an
average of 60 new projects per year; in FY20, 136 projects received funding; and, 76 of
the 136 were new.

Question: How many current and active Grants exist, and what is the typical volume of
Grants established per year?

Answer: There are approximately 100-115 grants for fiscal year 2020 that are funded
at the amount of $25,000 or more or use City funds as matching dollars. This number
does not include grants funded at $24,999 or below. The number of smaller grants is
currently unknown. These grants are normally absorbed directly within operational
budgets.

The majority of state and federal grants are maintained year to year if the funding is
available. The typical volume of Grants established per year is approximately 100-150.

Question: What is the number of current and active funds?

Answer: There are 550 funds in the chart of accounts. 125 are in use currently.

Question: Who within the organization is accountable for the success of this project?

Answer: The solicitation is a team effort for which the team is responsible.

Question: How many internal, dedicated change management, communications and
training resources will be provided for the new system implementation?
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Answer: This would be dependent on the selected vendor’s implementation plan for a
successful deployment of the solution. The City is dedicated to making this project a
success and is therefore open to suggestions from the selected vendor.

Question: Briefly describe your organization’s culture and estimated level of resistance
to change/adoption of technology.

Answer: The City of Chattanooga has a culture of service and dedication to its citizens
and is open to improving its ability to deliver services, including improvement through
better technology.

Question: Have you conducted any stakeholder or readiness assessments related to
this initiative? If so, what were the results? If not, what is the assumed level of
readiness for the organization?

Answer: There is no knowledge of this type of assessment having been done. It is safe
to assume that only a basic level of readiness will exist at project initiation. There are
some employees who experienced the prior ERP system implementation and who may
be better prepared as a result of their experience.

Question: What are the anticipated areas of resistance related to this initiative?

Answer: There are no anticipated areas of resistance.

Question: Briefly describe the leadership style of your organization.

Answer: The City's leadership style is best not labelled but described as strong and
-effective with its focus on making Chattanooga streets safer, families stronger, growing
middle class jobs, and using taxpayer dollars efficiently.

Question: Describe current challenges you have with communications, engagement,
and training for change initiatives, if any.

Answer: The City has typical challenges for a large, diverse organization in these
areas. For example, not all employees regularly use a computer or e-mail. Also, some
employees seldom use the ERP system, and there is some employee turn-over,
resulting in the need for ongoing communication, engagement, and training. There are
no currently identified unique challenges.
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Question: Have you previously engaged end-users in a Change Champion network?

Answer: Not to our knowledge, and we do not foresee the need for this.

Question: Will development of training materials (job aids, web-based training videos,
PPTs, etc.) be created internally or by your partner?

Answer: The training materials are expected to be created and provided by the Offeror.

Question: Do you have an internal training team that would be leveraged for a
Train-the-Trainer approach?

Answer: There is no such team in place at this time. If an Offeror proposes this, and if
the City accepts, then a team will be put into place.

Question: How would you describe the success or failure of other/similar change
initiatives in your organization? What worked and what were your pain points?

Answer: It has been over 10 years since a similar initiative took place. It was our first
undertaking with workflow and complex ERP solutions. Overall it was a success and
provides a solid foundation for moving forward.

Question: What are the big changes you expect from your new software
implementation? Please summarize how the day-to-day experience of employees,
managers, and HR will change as a result of this initiative.

Answer: The biggest changes expected are improvements in productivity and
efficiency and a reduction of manual processes. The day-to-day experience is expected
to be easier and with a better outcome.

Question: Do you anticipate any major reorganizations or reductions in force as a
result of this initiative?

Answer: No, neither is anticipated at this time.

Question: Has a budget been finalized for this project?
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Answer: The City has approved an estimated cost of the project. A final budget will be
determined pending results of the RFP process.

Question: What is the City’'s preference for pricing, Fixed Cost or Time and Material?

Answer: Fixed Cost.

Question: The RFP instructs us to use Attachment E for the 3 corporate references but
also refers to using Attachment E for Project Manager References. Are we to duplicate
this form for the 2 separate reference types?

Answer: Yes, please use the form for both responses.

Question: What is the name/company address that should be listed for the additional
insured?

Answer: City of Chattanooga, 101 E. 11th Street, Chattanooga, TN, 37402

Question: Would the City be willing to extend the RFP due date for an additional two
weeks?

Answer: The City has extended the due date by addendum. Please find all related
documents, including addenda, at www.chattanooga.gov , click on Doing Business With
The City, then click on OPEN BIDS. Click on the appropriate solicitation title (RFP ERP
System Part 1 and Part 2) to access documents. Scroll down to see all documents.
Reference Addendum 1 (called “Addition 1") at:
http://www.chattanooga.gov/purchasing/bidssolicitations

Question: Has the City seen ERP software demonstrations prior to the release of this
RFP? If so, who were the vendors?

Answer: To our knowledge in the Purchasing Department, there have been the
following related software demo’s given recently:
e budgeting tool for Oracle
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e budgeting tool for OpenGov
e for separately solicited software under individual RFP’s, see the current and
expired solicitations at: http://www.chattanooga.gov/purchasinag/bidssolicitations

Question: Is the City replacing the current Oracle solution? |s moving to a cloud
solution an option?

Answer: By putting a Request For Proposals out, the City is entertaining the possibility

of replacing its current system, Oracle EBS 12.1.3, but the City is not obligated to make
any purchase. A cloud solution is preferred.

Question: How many EBS instances are currently in Production?

Answer: We have 1 Production instance. We have TEST, DEV and DR instances as
well.

Question: Can you please provide the number of Ledgers and Business Units
(equivalent to an Operating Unit in EBS) being implemented?

Answer: We have 2 General Ledgers (Madified and Full Accrual) and 1 Business Unit.

Question: Are you currently running any Oracle EPM products (i.e. Hyperion
Planning)?

Answer: No.

Question: Can you share the list of Oracle EBS applications that are currently
deployed?

Answer: General Ledger, AP (Payables), Payroll, HR, Purchasing, Advanced Benefits,
iProcurement, Fixed Assets, Cash Management, Inventory, Cost Management, and
Employee Self Service.

Question: Do you plan to implement any self-service application such as self-service
procurement or expense reporting?
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Answer: Yes.

Question: Can you provide a list of CEMLIs (customizations) that exist today in EBS?

Answer: 300+

Question: Do you have a list of data conversions including Master Data (i.e.
customers, suppliers), Open Transactions (i.e. AP invoices, AR invoice, purchase
orders), and subledger history?

Answer: Yes, the City can provide the vendors selected for the solution with a list of
customers and suppliers during the implementation project.

Question: Do you have a preferred implementation methodology (i.e. Waterfall, Agile)?

Answer: No, this would be at the discretion of the vendor and should be based on best
practices.

Question: Can you detail your organization of support staff (i.e. business analysts and
developers) that would be available to support the implementation and transition to
Cloud ERP roles?

Answer: The support staff will be the subject matter experts within the departments.
The City will provide some oversight and coordination through the designated project
manager.

Question: Are procurement applications being used for indirect spend only and not to
manage on-hand inventory?

Answer: Yes, Though there is an inventory site used for procurement we do not track
QOH. There are several MRO inventories City Works, RTA(Fleet) Fire has one tracked
by third party applications.
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Question: What are you using to generate and publish financial statement reporting
(i.e. FSGs, EPM)?

Answer: Oracle Financial Statement Generator (FSG), EiS GL Connect (an Excel
add-on), Oracle baseline reports, XXEIS express reports, data extraction to Excel.

Question: What applications or tools are you currently using for reporting (i.e. GL
Wand, Bl Publisher, BI)?

Answer: A combination of Oracle, EiS, and Adobe Indesign.

Question: Are there any sales and/or use tax requirements that will require an
automated tax platform?

Answer: The City of Chattanooga does not pay sales or use tax. However, the City
does collect sales tax in retail settings (i.e. Golf courses, events, OC programs).

Question: Are you currently using any document scanning (OCR) applications for
functions like AP invoice scanning?

Answer: No, but we would like to. See RFP.

Question: How many years of Human Resource Data will be converted? (Historical
Data Conversion)
e i.e. Active Users only? or All Historical Employees? How many years?

Answer: From 2008 to present. All history captured in Oracle.

Question: How many Business Units are there within the City’s Operations?

Answer: The City is comprised of multiple departments and divisions.

Question: How many Legal Entities?

Answer: One.
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Question: How many Employee Positions?

Answer: 538 jobs/positions (2375 authorized headcounts full-time general funds).

Question: How many Employees are there currently?

Answer: 2325 Full-Time (407 Fire and 457 Police)
229 Part-Time
340 Temporary (contingent)

Employee numbers vary over time.

Question: Are Labor Union pay considerations in scope? If so, which Labor Unions?
How many?

Answer: No.

Question: Are Pension Payments in Scope? If so, how many Pension recipients are
there? Number of different pension programs?

Answer: No. Pension payments are issued by external fund managers. 2 pension
programs; General Pension Plan, Fire & Police Pension Fund.

Question: How many different Benefits Programs are there?

Answer: There are two main types: Active and Retirees. A list was provided to answer
another question. See page 20.

Question: Please describe the integrations affecting the Human Capital subject area?
(list).

Answer: Neogov and Benefits vendors. A list was provided to answer another
question. See listing above.
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Question: Please describe the future-state list of integrations affecting the Human
Capital subject area (list).

Answer: Everything above plus: Neogov, LMS, or Performance Mgmt Systems

Question: What Time Clock Software is currently used? Future?

Answer: Currently TimeClock Plus is used. The future software depends on
integration.

Question: How many Pay Frequencies?
1. Example: Biweekly?

Answer: There are 5 biweekly payrolls and 1 weekly payroll. Work periods include a
40 hour work period (7 day) for non-sworn employees (i.e., civilian employees); a
14-day 80 hour work period for sworn police employees (under the FLSA 7(k)
exemption, modified to 80 hours); and a 27-day work period for sworn fire employees
(under the FLSA 7(k) exemption). Certain Human Services employees are paid on an
equalized pay basis similar to what you would find in a school system.

Question: In sections that point to an appendix, do you prefer the associated content
be listed in both sections or just the appendix?
o Example: Tab 4 requires the Experience Reference Forms as a bullet
point of needed content in the section, but directs to Appendix E. Do you
prefer the content be listed in Tab 4 or in the Appendix... or both?

Answer: Tab 4.

Question: Topic: Budgeting & Forecasting: Approximately how many capital projects
are planned for on an annual basis?

Answer: 60 is the typical number of new projects added per year. More than twice that

number typically receive new funding each year. There are currently 547 active capital
projects.
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Question: Topic: Budgeting & Forecasting: What level of detail is planned at the
project level? How many line items are typically associated with a capital project?
What depreciation or amortization methods are used?

Answer: From a budget standpoint, most projects are budgeted with funds in a single
cost center. The number of line items is variable, as most of the project budgeting is
done outside of the existing ERP system. Integrating more detailed project budgeting
within the ERP is a desired capability. Land and construction in progress are not
depreciated. The other property, plant, equipment and infrastructure of the primary
government are depreciated using the straight-line half year method.

Question: Topic: Budgeting & Forecasting: Is there a labor component planned for
projects? If so, at what level of detail?

Answer: Our project cost estimating practices vary. Standardization is preferable. Itis
desirable to be able to plan for a labor component for projects, at least at the cost center
level.

Question: Topic: Budgeting & Forecasting: Is there a materials detail planned for
projects? If so, at what level of detail?

Answer: Our project cost estimating practices vary. Standardization is preferable. It is
desirable to be able to plan for a materials component for projects, at least at the cost
center level.

Question: Topic: Budgeting & Forecasting: Please describe the classifications of
capital projects, i.e. Fixed Contract, Cost Plus, etc.

Answer: Fixed Contract price inclusive of a contingency amount for a total award not to
exceed.

Question: Topic: Budgeting & Forecasting: Are soft costs allocated to projects? If so,
what are the allocation methods used?
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Answer: We currently do not have a uniform method for allocating soft costs. Our
most typical costs are contingency, Resident Project Representative (RPR), and
construction administration. These are typically estimated as a percentage of total
project cost, which varies by the type of project.

Question: Topic: Budgeting & Forecasting: How many approval levels are there in the
capital plan approval process?

Answer: In regard to approval of the CIP, our approval levels are as follows:
e Departmental submission

CIP Committee Review

Budget Leadership Team (COO, CFO, Chief of Staff) Review

Mayoral Review

City Council Review

The Office of Strategic Capital Planning and the Budget Office collaborate on the
specifics of the capital budget and funding levels for projects.

Question: Topic: Budgeting & Forecasting: At what level is revenue budgeting? — how
many line items or categories? Are these driver based? What are the drivers?

Answer: For the General Fund, as well as almost all of the funds, we budget down to
the account number. (Fund, Department, Cost Center, Account). Budgetary control is
desired at various levels depending on operational needs. For example, the legal level
of budgetary control for the General Fund is at the fund level (hard stop on spending
with the capability to override the control), with a possible desire to warn of spending
above budget at a department level and/or at an account summary level. It may be the
desire of the City for budgetary control at the cost center and/or project level for capital
funds. There could be additional control levels in the form of warning or hard stops with
the capability for management override of spending limits.

Examples of revenue categories (but not limited to) are Property Taxes, Other Local
Taxes, Licenses, Fees & Permits, Intergovernmental Revenue, Charge for Service,
Fines & Forfeitures, Revenue from Use of Money or Property, Miscellaneous Revenue,
Customer Charges, Settlements, Department Billings.

In the capital budget, specific external revenue sources are identified, i.e. state, federal,
specific non-profit partners, donations, etc. Other funding sources are transfers from
other city funds and bond proceeds.
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See chart of accounts.
Question: Topic: Budgeting & Forecasting: How many scenarios are used?

Answer: This varies from year to year. It could be as few as 1 or as many as 5 (in
some prior years).

Question: Topic: Budgeting & Forecasting: How many levels of approval are there
during budget reviews?

Answer:
e Departmentlevel -3to 4
e Finance level - 2
e Administration level - 2 to 3
e City Council level - 1 (The budget ordinance requires 2 readings with passage by
a majority to be approved)
e Level should be flexible dependent on desires of the administration

Question: Topic: Budgeting & Forecasting: Please describe the publishing of draft
Ordinances in real time.

Answer: The “budget book” presented to the Mayor, Administration and ultimately the
City Council for review/action/approval is a combination of documents (and types)
printed in a 3-ring binder with covers and tabs. The documents are assembled from
various sources in a pdf file for printing. This printing is done in-house. Currently itis a
manual process, time consuming and subject to error. If last minute changes are
requested, we make the change in the respective document, re-pdf and reprint,
replacing the specific page in the binder. We are investigating ways to make this more
real time.

Question: Topic: Budgeting & Forecasting: How many departments are involved in the
budgeting process? How many different budget contributors?

Answer: Currently there are 9-10 functional departments submitting budget requests at
various operating levels plus many non profit agencies. The non profit requests could
be as many as 75 or more. Some departments submit for multiple operations and
capital funds.
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Question: How many contributors?

Answer: Per our security list for read/write access to the budget preparation files, we
have a minimum of 155 potential internal users or contributors to the operating budget
process. Approximately another 30 additional potential contributors to the capital
budget process.

Question: Topic: Budgeting & Forecasting: At what level are departmental
expenditures planned? How many line items? How many are driver based? What are

the drivers?

Answer: The chart of accounts currently has eight account segments, two of which are
not currently used. Accounts include balance sheet, revenues, expenditures, transfers,
other sources and uses. Budgeting is typically planned at the Fund, Department, Cost
Center, Account level with an option to also utilize an activity code or work location as
needed. However, we typically do not budget to this level, except for tracking bond
proceeds, FEMA/TEMA tracking, or other special situations or circumstances. It is the
desire to have functionality to add project and grant tracking as needed.

Question: Topic: Budgeting & Forecasting: At what level is compensation planning
performed? By named employee? By Position? How many employees or positions are
planned for?

Answer: We plan based on the total authorized full-time positions as approved in the
annual budget ordinance. However, going forward we would like to include both regular
full-time and part-time positions.

Question: Topic: Budgeting & Forecasting: How many line items are planned for payroll
& related expenses? Are these driver based? What are the drivers?

Answer: Currently there are 52 Salary and Benefit related accounts; however, we
desire the flexibility to add more as needed to track cost appropriately. See chart of
accounts. Contributing drivers can, be but not limited, to Health insurance rates,
pension rates, annual debt service requirements,
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Examples of revenue categories (but not limited to) are Property Taxes, Other Local
Taxes, Licenses, Fees & Permits, Intergovernmental Revenue, Charge for Service,
Fines & Forfeitures, Revenue from Use of Money or Property, Miscellaneous Revenue,
Customer Charges, Settlements, Department Billings.

In the capital budget, specific external revenue sources are identified, i.e. state, federal,
specific non-profit partners, donations, etc. Other funding sources are transfers from
other city funds and bond proceeds. See chart of accounts.

Question: Topic: Budgeting & Forecasting: Describe external budget users.

Answer: External budget users include: Citizens, Rating Agencies, Financial Advisor,
Bond Counsel, Consultants, other Municipalities, and possibly others.

Question: Topic: Budgeting & Forecasting: Is there a quarterly forecast? How does the
quarterly forecast differ in level of detail from the budget?

Answer: Currently there is not a quarterly forecast. However, we do monthly revenue
and expenditure projections on major funds utilizing an in-house expenditure projection
program. At this time, this is reviewed and prepared at the fund, department, cost
center, and account number level, based on certain predetermined formulas. We had
hoped to add the cost center to the available options.

ATTACHMENTS:

e Records Retention Schedule

Records Information Management Policy
List of Earnings and Deductions

Payroll Schedule (separate addendum)
Chart of Accounts (separate addendum)
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CITY OF CHATTANOOGA

RECORD AND INFORMATION
MANAGEMENT POLICY

EFFECTIVE DATE December 1, 2015



This Policy and Schedule have been reviewed by the Office of the City Attorney, Department
Administrators, and the Record and Information Management Team.

The City of Chattanooga acknowledges its use of Records Management for Municipal
Governments created by the Municipal Technical Advisory Service (MTAS) as the foundation
for this Guide with additions as necessary to better address the specific business needs of the
City of Chattanooga.

Office of the City Attorney
100 East 11" Street, Suite 200
Chattanooga, Tennessee 37302
(423) 643-8250

www.chattanooga.gov/attorney-office
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SECTION 1: Purpose

Tennessee law authorizes the Municipal Technical Advisory Service (MTAS) to compile and print
records retention manuals to be used as guides by municipal officials in establishing record
retention schedules for all records created by municipal governments in Tennessee. T.C.A. § 10-7-
702. Tennessee law also permits a municipality to adopt reasonable rules and policies relative to
the making, filing, storing, exhibiting, copying and disposal of municipal records. T.C.A. 10-7-702(b).
In 2012, the City of Chattanooga adopted the MTAS Guidelines as the City’s Record Retention
Schedule.

While still utilizing MTAS as a guide for record retention, the City has updated its Record and
Information Management Policy (“Policy”) and its Records Retention Schedule in an effort to better
address the ever-growing record and information management needs of the City.

The purpose of the Policy is to provide adequate and proper controls over the City of Chattanooga’s
records in order to meet legal, business and individual needs. The Policy will be administered by the
Records and Information Management Team (“RIMT”). In coordination with the Office of the City
Attorney, the RIMT will be responsible for developing the supporting procedures and guidelines to
ensure compliance with the Policy and for updating and maintaining the Policy and Records
Retention Schedule, attached hereto as Appendix A.

By facilitating the strategic management of the City of Chattanooga’s information, the Policy will:

(1) Protect the integrity and availability of business critical information;

(2) Facilitate access to necessary information;

(3) Leverage information capital to enhance decision-making;

(4) Reduce risk and potential exposure during litigation, investigations or audits;
(5) Reduce operating and storage costs;

(6) Improve efficiency and productivity;

(7) Preserve the City memory; and

(8) Comply with applicable legal retention obligations.

In addition, by authorizing the creation and enforcement of the Records Retention Schedule, the
Policy facilitates City of Chattanooga’s compliance with retention obligations arising out of existing
or reasonably anticipated audits, investigations or litigation, which may be broader and more
extensive than statutory and regulatory obligations.

SECTION 2: Scope

This Policy governs the management of records and information across all Departments of the City
of Chattanooga. This Policy is applicable to all City of Chattanooga employees and third parties,
who interact with City of Chattanooga information in any way. This Policy is applicable to
information in all formats, regardless of storage medium.



This Policy is to be construed in conjunction with other City of Chattanooga policies addressing
litigation holds, security, privacy, and appropriate use of technology and electronic
communications.

SECTION 3: Definitions

City Departments: The Departments, divisions or functional areas within the City of Chattanooga.

City Information: Content created, used or stored by any City of Chattanooga employee or third
party, to satisfy a legal requirement or to transact City of Chattanooga business. City of
Chattanooga owns all information created for and received by the City. Employees have no
property interest in such information.

Disposition: The final decision pertaining to a record, not necessarily destruction. RIMT shall
conduct a round of disposition twice a year. To be eligible for disposition, a record or non-record
must meet the following criteria: (1) It is past its calculated disposition date; (2) the retention
schedule for that series or file plan has been approved by RIMT; and (3) no Holds have been
assigned to that record or non-record.

Hold: A request may be made to retain a particular record series beyond its scheduled disposition
due to a Hold Order issued by the Office of the City Attorney to respond to investigations, current
court orders or reasonably anticipated litigation, audit, or pending project. The record series can be
placed on temporary hold only for valid, specific administrative reasons. The status of the material
will be reviewed again at the next disposition round. If a specific reason cannot be found for
continuing the Hold, it may indicate a need to review the retention schedule to re-assess the
retention period.

Non-Records: Non-records are information retained for convenience, reference, or research, and is
not subject to the retention requirements specified in the Records Retention Schedule. Examples
of non-records include, but are not limited to, emails sent and received unrelated to business
transacted on behalf of the City (e.g. personal appointments, lunch schedules, emails exchanges
unrelated to work, text messages unrelated to work responsibilities, IM/Chat unrelated to work
responsibilities).

Non-Records that are covered by a Hold Order must be retained until the termination of that Order.
Examples of such include reference materials such as copies of original documents—e.g. magazine
articles, copies of memos, forms, external professional development materials and letterhead and
printed legal research. Alterations or annotations of copies may, under some circumstances, make a
copy an original Retention Required Record.

Permanent Records: Permanent Records are records of such value that they must always be
retained. An example of a permanent record is a Deed. [t continues to have legal significance
forever.

Record Retention Schedule: The record retention schedule dictates what City information should be
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kept, for how long, and in what form it should be kept, if a specific form or storage medium is
required. The Records Retention Schedule assigns a Record Custodian for each record category,
provides a description of the records contained in that category, sets forth a retention period, and
explains the reason for retaining the record for that time period.

The RIMT is authorized to amend the Records Retention Schedule from time to time as it coincides
with the disposition review meeting. Such amendments shall be submitted to the Mayor and City
Council for informative purposes only. The Schedule and changes to it shall be posted on the City
website to inform the public.

A retention period may be extended due to an active Hold Order.

Records: Records are City information created or received by City of Chattanooga in connection
with the transaction of City of Chattanooga business that is preserved or is appropriate for
preservation by City of Chattanooga. These records may offer evidence of City of Chattanooga’s
departments, functions, policies, decisions, procedures, operations, or other business matters, or
they may have value because of data in them. Records subject to retention include, but are not
limited to, books, papers, maps, photographs, machine readable materials or other documentary
materials, regardless of physical form or storage medium. These records are described in the City of
Chattanooga Records Retention Schedule as having a specified period of time for retention based
upon provisions of law, judicial decisions, standards of practice, or specified business need.
Records may be designated as confidential under federal, state and local law, court rules and
common law. Any records designated as confidential must be retained, and when appropriate
destroyed, in a manner such that the record cannot be read, interpreted or reconstructed by
someone who is not the record custodian.

Retention Trigger: The activity that causes the retention period to begin.

Temporary Records: Temporary Records are Records that are not kept permanently. These records
often must be kept for a specific period of time to comply with federal statutes and regulations and
potentially in the case of an audit. Once a Temporary Record is retained for the period defined in
the Records Retention Schedule, it may be disposed of consistent with an approved disposition

policy as part of the review and approval of the RIMT.

Third Party: Absent specific written agreement to the contrary, Third Parties referred to in this
Policy are business entities or individuals with a contractual relationship with City of Chattanooga
that have access to City information to conduct City activities with City of Chattanooga or to provide
services to City of Chattanooga.

Working Paper: Working Papers are informal records created to accomplish a particular purpose
that become obsolete after use. Examples may include rough drafts of documents and reports or
notes from a meeting. Destruction of working papers does not require the approval of the RIMT
and may be destroyed without retaining the originals.



SECTION 4: Requirements

All City of Chattanooga information will be retained and destroyed in accordance with this Policy, its
supporting procedures, the Records Retention Schedule, and the advice and recommendations of a
Certified Record Management professional as set forth in the supporting procedures, to comply
with applicable legal, regulatory and business requirements.

Retention of non-Records: Non-Records generally have personal value and not business value. If a
non-record is determined to possess business value, then consistent with the appropriate
procedure, it should be included as a record and subject to retention. Otherwise, non-records are
not subject to the retention requirements set forth in the City Record Retention Schedule and do
not require RIMT approval prior to destruction, unless it has been determined they are subject to a
Hold Order.

Record Preservation and Storage: For all Records, preservation and storage practices shall be
documented in supporting procedures to assure authenticity, reliability, integrity and usability. The
retention and storage practices shall provide for efficient data retrieval and assembly to meet
appropriately identified business and legal discovery timeframes, and shall include provisions
concerning records located in any disaster recovery, backup or third party systems, as well as in
archival systems.

Storage Medium: The timelines set forth in this schedule apply to any medium used to collect and
share information. This includes, but is not limited to, email, social media, online forums, text

messaging, instant messaging and chat. To remain consistent with the retention requirements set
forth in the Records Retention Schedule, records that exist in a temporary medium such as email,
chat or text may need to be moved to a different storage medium to ensure ongoing compliance

with the retention timeline.

Alternative Formats & Electronic Records: Any records required to be kept by a government official
in Tennessee may be maintained on a computer or removable computer storage media, instead of
bound books or as paper records provided certain standards are met. T.C.A. § 10-7-702. However,
destruction of original physical records or transition to an electronic format and the resulting
destruction of the original, physical record must first be approved by the RIMT to ensure
compliance with federal law, any funding requires, as well as to ensure the record is maintained in

an appropriate archival format, where necessary.

Email: It is the City’s policy to generally retain emails for five(5) years. Chat messaging is generally
retained for sixty (60) days. However, retention is based on the subject matter of the email or chat.
The appropriate retention period for the specific record type should be applied and the email or
chat communication stored in a manner that ensures it is retained for the duration of the retention
period or any applicable hold.



Personnel and Finance records: All records pertaining to Personnel and Finance, including contract
documents, must be retained consistent with the appropriate records category as identified in the
Human Resources and/or Finance Record Series. Please refer to these record series to identify the

appropriate category and adhere to the appropriate retention period.

Format for Permanent Records: Supporting procedures will properly outline the steps that must be
taken to ensure that Permanent Records exist in the proper format.

The City Information Technology Department is responsible for ensuring proper backup and data
recovery for all electronically stored records on City maintained systems or City records stored in a
manner whereby the storage medium or system is maintained by a third party on behalf of the City.
The City Information Technology Department must ensure that electronic records are maintained in
a media or transferred to an appropriate media to protect them from obsolescence. Where
necessary, the Information Technology Department must perform data migration to ensure that
records outlined in this schedule are being retained as required under the law. Moreover, the
storage medium utilized must allow for full compliance with all public records laws.

Records Administration: Processes and procedures will be implemented to classify and manage all
Records. The following capabilities will be included:

J Capture of data concerning each Record, including, at a minimum: storage
location, record type, retention period, and retention trigger;

J Capture of appropriate additional data concerning each Record to facilitate
search, retrieval, and disposition scheduling;

J View and report capabilities concerning the data associated with Record
Categories;

J Capture of data concerning dispositions of records to allow for posting on the
open data portal and City Website;

J Capture of appropriate data concerning all Hold Orders applicable to City of
Chattanooga information in a manner that they can be related to a specific
record category;

. A demonstrably reliable process to ensure that City of Chattanooga
information subject to Hold Order is not altered or destroyed.

Disposition: After a determination that no Hold Order applies, City information that has reached the
end of the retention period, as set forth in the Records Retention Schedule, will be disposed.
Records eligible for destruction shall be disposed of in a manner that precludes the record from
being reassembled or recognized and protects any private or confidential information.

A, All disposition of records, in any format regardless of storage medium, must first be
approved by the RIM Team, consistent with the following guidelines:

1. Physical records shall be destroyed by a trusted vendor as approved by City
6



Purchasing rules and regulations.

Unless specified otherwise, or otherwise required by law, records may be imaged,
microfilmed or electronically reproduced and the paper copy destroyed upon
verification of an archival quality reproduction.

Records may be disposed of by a method approved by the RIMT, which includes, but
is not limited to, the following methods:

a. Discard/Recycle: This is the standard, non-confidential destruction method.
Information scheduled under this method may be purged of reusable stock (such as
binders or folders) and then sent for recycling.

b. Shred: Information under this method is processed under strict security. For paper
records, destruction is accomplished by a trusted vendor as approved by the RIMT.
Non-record material may also be shredded. For electronic records, they are deleted
using secure technology that ensures they cannot be recovered.

c. Archives: Information that is permanently stored is archived in a location,
physically or electronically, that has been approved by the RIMT.

d. Imaging: Physical records falling under this designation will be converted to digital
images, after which, the original paper documents will be destroyed. The digital
images shall then receive a new classification, which includes a new record retention
schedule. The IRMT will conduct a careful review and approval to ensure that they
physical record is not required for auditing or legal reasons.

e. Partial Destruction: This is a special designation that includes records which need
to be purged before destruction. Usually this means removing material based on
specified criteria. The remaining material is then re-cataloged under a separate
record classification with an appropriate retention schedule.

Where permissible under the law and standards set for maintaining records of
historical value, physical records required to be retained permanently may be
destroyed after verification of an archival quality electronic reproduction.

Actions by the RIMT shall be communicated to all Records Liaisons. Records Liaisons,
under the oversight of their Department Administrators, have the authority and
responsibility to prepare the appropriate records for disposition review by the RIMT
in accordance with approved records disposition processes and procedures.

a. Prior to the destruction of any records, the Liaison must determine if the
action should be delayed due to audit or litigation requirements as
communicated by the City Attorney’s Office. That determination is then
reviewed by the RIMT.



b. After RIMT approval, these specific records can be retained in a suspense file,
while all other records not under pending investigation should be disposed of
in accordance with established disposition procedures. If there is a partial
destruction, the remaining records shall be reclassified with the appropriate
retention period assigned.

6. The public shall be notified of all record disposition decisions through the local
media.
B. The RIMT will authorize the utilization of a Certificate of Destruction form in order to track

the volume of records destroyed and to insure that records have met the criteria necessary
for destruction.

SECTION 5: Training

City of Chattanooga Employees: Training shall be developed and delivered to all employees of
City of Chattanooga and its subsidiaries concerning this Policy, the Records Retention Schedule,
and any supporting procedures.

Compliance with this Policy, the Records Retention Schedule, and the supporting procedures shall
be a condition of employment for all employees and a contractual requirement for all Third Parties.
Compliance will be monitored and enforced. Failure to comply with this Policy, the supporting
procedures and the City of Chattanooga Records Retention Schedule shall result in appropriate
disciplinary action and/or sanctions.

SECTION 6: Responsibilities

City of Chattanooga Employees: All City of Chattanooga employees are expected to read,
understand and adhere to this Policy, the supporting procedures and the City of Chattanooga
Records Retention Schedule. Department Heads shall appoint a record liaison who shall represent
that Department. The liaison shall certify annually that he/she is familiar with the provisions of this

Policy.

City of Chattanooga Administrators: Administrators responsible for management of City of
Chattanooga departments have ultimate responsibility to monitor the business activities under
their control and the information and records-related activities of those City of Chattanooga
employees and Third Parties under their supervision and will enforce the provisions of this Policy,
the supporting procedures and the City of Chattanooga Records Retention Schedule.

City of Chattanooga Employees with Management or Supervisory Duties: All managers and
supervisors will monitor the information and records-related activities of those City of Chattanooga
employees and Third Parties under their supervision and will enforce the provisions of this Policy,
the supporting procedures and the Records Retention Schedule.




The City of Chattanooga Records and Information Management Team: The Office of the City
Attorney in concert with the RIM Team will oversee the City of Chattanooga Records and
Information Management Program and ensure that all appropriate interests and organizational
needs are recognized. The Committee will meet at minimum annually, and at appropriate intervals,
to approve records for disposition, approve any changes to the records retention schedule and
assess the current state of the Program.

SECTION 7: Administrative Provisions

Approval: Adoption of this policy or changes to this policy must be approved by the RIM Team and
the City Attorney or designee.

Effective Date: December 1, 2015.

Policy and Schedule Maintenance (review cycle): Reviews and changes to this Policy and Schedule,
with the appropriate due diligence performed on all laws and regulations affecting this Policy, as
determined by the City Attorney or designee and RIMT, will occur at minimum (1) annually,
commencing December 1, 2015, and/or (2) upon the passage of new legislation or guidance
impacting Information retention. The City Attorney or designee shall be responsible for approving
changes to the Policy and Schedule, with changes reported to the City Council and Mayor.

Exceptions: Exceptions to the provisions of this Policy may be issued by the City Attorney, for a
specific period of time. Exceptions will be documented.

Revised with RIM Team approval on February 19, 2016.
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