"~ CENTRAL PROCUREMENT OFFICE OR COVERED STATE AGENCY EMPLOYEE
ANNUAL ATTESTATIONS

Employee Name: C aro l . __U_L\; te
Employee Phone Number: [, (S 2$3- §F/Y
Employee Email Address: (‘CU’O’. w\'\-'fe a Tn, Sa\/__

CONFLICT OF INTEREST

I, ( :a vol _@h{_‘(‘ & (print name), do hereby attest, certify, warrant and assure
that I will not participate in any portion of a Procurement that involved a potential conflict of
interest, financial or otherwise.

Furthermore,] (avel L‘_)\f}«_d;&  (print name), do hereby attest, certify,
warrant and assure that [ will make disclosures to the Chief Procurement Officer in the following
situations:

- When [ have an Immediate Family or a personal relationship that conflicts with, or
potentially creates a conflict;

- When I have an interest, Inmediate Familial, personal, professional or financial, that
conflicts with the best interests of the State;

- If1 was previously employed by a Respondent involved in the Procurement;

- When 1 am aware of or should be aware of any other facts or circumstances that compromise
my ability to carry out my fiduciary duty to the State and act in a fair and impartial manner
with respect to the State or the public;

- When I have actual knowledge of an Organizational Conflict of Interest involving a
Solicitation, a contract award, or the circumstances giving rise to an Organizational Conflict
of Interest during the term of any contract awarded pursuant to a Sdlicitation.

CONFIDENTIALITY

L C aro ‘ L\_) "\AI.( (print name), do hereby attest, certify, warrant, and assure
that I shall not disclose any Procurement evaluation information related to a Procurement until
the Notice of Intent to Award is communicated in writing or electronic transmission to all
Respondents.

YWt ([ fas]1y

Em ployee’s Signature Date



CENTRAL PROCUREMENT OFFICE OR COVERED STATE AGENCY EMPLOYEE
ANNUAL ATTESTATIONS

Employee Name:: AR ichalla M E wen

Employee Phone Number: _((15) TH[-1702

Employee Email Address: Michelle, McEwen @n. 3 N

CONFLICT OF INTEREST

L, M I\Ch elle. Mckbwen (print name), do hereby attest, certify, warrant and assure
that I will not participate in any portion of a Procurement that involved a potential conflict of

interest, financial or otherwise.

Furthermore, I JM u‘hel 16 NCEM@() (print name), do hereby attest, certify,

warrant and assure that I will make disclosures to the Chief Procurement Officer in the following

situations:

- When I have an Immediate Family or a personal relationship that conflicts with, or
potentially creates a conflict;

- When I have an interest, Immediate Familial, personal, professional or financial, that
conflicts with the best interests of the State;

- IfI was previously employed by a Respondent involved in the Procurement;

- When I am aware of or should be aware of any other facts or circumstances that compromise
my ability to carry out my fiduciary duty to the State and act in a fair and impartial manner
with respect to the State or the public;

- When I have actual knowledge of an Organizational Conflict of Interest involving a
Solicitation, a contract award, or the circumstances giving rise to an Organizational Conflict
of Interest during the term of any contract awarded pursuant to a Slicitation.

CONFIDENTIALITY

| M l (ﬁ(’,[ IQ EM Qé@j’ €N (print name), do hereby attest, certify, warrant, and assure

that I shall not disclose any Procurement evaluation information related to a Procurement until
the Notice of Intent to Award is communicated in writing or electronic transmission to all
Respondents.

ul// Cholle MGW )1-25-14

Employee’s Signature Date




CENTRAL PROCUREMENT OFFICE OR COVERED STATE AGENCY EMPLOYEE
ANNUAL ATTESTATIONS

Employee Name: D] Aane \N \ i NS
Employee Phone Number: Ln | 5 ’) \'l' ’ = (-z ‘S C/ <
Employee Email Address: AA FISES ) ‘L) ” Jane o | }O 9()

CONFLICT OF INTEREST

L V\pAC \/3 \\\ M (print name), do hereby attest, certify, warrant and assure
that I will not participate in any portion of a Procurement that involved a potential conflict of
interest, financial or otherwise.

Furthermore, 1 T l donas (print name), do hereby attest, certify,

warrant and assure that I will make dlSClOSlIl'LS to the Chief Procurement Officer in the following

situations:

- When I have an Immediate Family or a personal relationship that conflicts with, or
potentially creates a conflict;

- When I have an interest, Inmediate Familial, personal, professional or financial, that
conflicts with the best interests of the State;

- If1 was previously employed by a Respondent involved in the Procurement;

- When I am aware of or should be aware of any other facts or circumstances that compromise
my ability to carry out my fiduciary duty to the State and act in a fair and impartial manner
with respect to the State or the public;

- When I have actual knowledge of an Organizational Conflict of Interest involving a
Solicitation, a contract award, or the circumstances giving rise to an Organizational Conflict
of Interest during the term of any contract awarded pursuant to a Sélicitation.

CONFIDENTIALITY

N N Dt \K_) }\\MN‘S (print name), do hereby attest, certify, warrant, and assure

that I shall not disclose any Procurement evaluation information related to a Procurement until
the Notice of Intent to Award is,pommunicated in writing or electronic transmission to all

J]-057 ¢

'Employee s Signature.  / ' Date



CENTRAL PROCUREMENT OFFICE OR COVERED STATE AGENCY EMPLOYEE
ANNUAL ATTESTATIONS

Employee Name: A NNe E . Po :‘).‘_
Employee Phone Number: __ (oS - 7T H| - 63 9(n

Employee Email Address: Ame .B. PQPC @ +n. «3 oV

CONFLICT OF INTEREST

I Ad\v\g B Po Dc. (print name), do hereby attest, certify, warrant and assure
that I will not participate in any portion of a Procurement that involved a potential conflict of
interest, financial or otherwise.

Furthermore, I A nhe B Po {l-e_ (prmt name), do hereby attest, cemfy,

situations:

- When [ have an Immediate Family or a personal relationship that conflicts with, or
potentially creates a conflict;

- When I have an interest, Immediate Familial, personal, professional or financial, that
conflicts with the best interests of the State;

- IfT was previously employed by a Respondent involved in the Procurement;

- When I am aware of or should be aware of any other facts or circumstances that compromise
my ability to carry out my fiduciary duty to the State and act in a fair and impartial manner
with respect to the State or the public;

- When I have actual knowledge of an Organizational Conflict of Interest involving a
Solicitation, a contract award, or the circumstances giving rise to an Organizational Conflict
of Interest during the term of any contract awarded pursuant to a Sdlicitation.

CONFIDENTIALITY

lq nne B PQQQ (print name), do hereby attest, certify, warrant, and assure
that I shall not disclose\ny Procurement evaluation information related to a Procurement until
the Notice of Intent to Award is communicated in writing or electronic transmission to all

Respond ts.
G{A’”‘e 5 @/ 2 [1

Employee’s Signature Date




.CENTRAL PROCUREMENT OFFICE OR COVERED STATE AGENCY EMPLOYEE

ANNUAL ATTESTATIONS
Employee Name: ‘l\\& [ R O..A-iﬁe‘v\]—
Employee Phone Number: '7 L/ ( -0 9 3

Employee Email Address: /'1 a [. f‘\f H a2 @ ’7LN‘ . (;.m/

CONFLICT OF INTEREST

I, Mg/ Z/?LA\-\/ (print name), do hereby attest, certify, warrant and assure

that I will not participate in any portion of a Procurement that involved a potential conflict of
interest, financial pr otherwise.

Furthermore, 1 4,/ ?x "#‘ /‘L—w—- (print name), do hereby attest, certify,
warrant and assure that I will make disclosures to the Chief Procurement Officer in the following
situations: : -

- When I have an Immediate Family or a personal relationship that conflicts with, or
potentially creates a conflict;

- When I have an interest, Inmediate Familial, personal, professional or financial, that
conflicts with the best interests of the State;

- If1 was previously employed by a Respondent involved in the Procurement;

- When I am aware of or should be aware of any other facts or circumstances that compromise
my ability to carry out my fiduciary duty to the State and act in a fair and impartial manner
with respect to the State or the public;

- When I have actual knowledge of an Organizational Conflict of Interest involving a
Solicitation, a contract award, or the circumstances giving rise to an Organizational Conflict
of Interest during the term of any contract awarded pursuant to a Sdlicitation.

CONFIDENTIALITY

L A)‘g/ E..(/ TZKG)_) (print name), do hereby attest, certify, warrant, and assure

thaf IShall not disclose any Procurement evaluation information related to a Procurement until
the Notice of Intent to Award is communicated in writing or electronic transmission to all
Respondents.

W ”(25(#/

Emélciyee‘s Signature Date




CENTRAL PROCUREMENT OFFICE OR COVERED STATE AGENCY EMPLOYEE
ANNUAL ATTESTATIONS

Employee Name: m [ 'Cl C ‘f\kyh,[/(/td
Employee Phone Number: G [ 5 5- 32~ 700 00
Employee Email Address:  »1 A e.( Z;mbf/r 5 @ 7"“ U4

CONFLICT OF INTEREST

i _
M 1 )/ & 64%’»‘1 A@U (print name), do hereby attest, certify, warrant and assure

that I will not participate in any portion of a Procurement that involved a potential conflict of
interest, financial or otherwise.

Furthermore, 1 m ) /( € éA amg evs (print name), do hereby attest, certify,
warrant and assure that I will make disclosures to the Chief Procurement Officer in the following
situations:

- When I have an Immediate Family or a personal relationship that conflicts with, or
potentially creates a conflict;

- When I have an interest, Inmediate Familial, personal, professional or financial, that
conflicts with the best interests of the State;

- If1 was previously employed by a Respondent involved in the Procurement;

- When I am aware of or should be aware of any other facts or circumstances that compromise
my ability to carry out my fiduciary duty to the State and act in a fair and impartial manner
with respect to the State or the public;

- When I have actual knowledge of an Organizational Conflict of Interest involving a
Solicitation, a contract award, or the circumstances giving rise to an Organizational Conflict
of Interest during the term of any contract awarded pursuant to a Sdlicitation.

CONFIDENTIALITY

M { é < 6/4 = A&Vf (print name), do hereby attest, certify, warrant, and assure
that I shall not disclose any Procurement evaluation information related to a Procurement until
the Notice of Intent to Award is communicated in writing or electronic transmission to all

W 11 /35 /1y

Employee’s Signatdre Date




CENTRAL PROCUREMENT OFFICE OR COVERED STATE AGENCY EMPLOYEE
ANNUAL ATTESTATIONS

Employee Name: S wzanne. LL-_SY\ d/\
Employee Phone Number: (0 1% - 344 -] 203
Employee Email Address: _SW20nwne . U_f_\]"\ ch @ tn.Gov

CONFLICT OF INTEREST

I, S\)?__O\V\V\QM l«v\V\C)J\ (print name), do hereby attest, certify, warrant and assure
that I will not participate in any portion of a Procurement that involved a potential conflict of
interest, financial or otherwise.

Furthermore, I B U Z 00 A Liew QL\ (print name), do hereby attest, certify,
warrant and assure that I will make disclosures to the Chief Procurement Officer in the following
situations:

- When I have an Immediate Family or a personal relationship that conflicts with, or
potentially creates a conflict;

- When I have an interest, Inmediate Familial, personal, professional or financial, that
conflicts with the best interests of the State;

- If1 was previously employed by a Respondent involved in the Procurement;

- When I am aware of or should be aware of any other facts or circumstances that compromise
my ability to carry out my fiduciary duty to the State and act in a fair and impartial manner
with respect to the State or the public;

- When I have actual knowledge of an Organizational Conflict of Interest involving a
Solicitation, a contract award, or the circumstances giving rise to an Organizational Conflict
of Interest during the term of any contract awarded pursuant to a Sdlicitation.

CONFIDENTIALITY

I L\ n2avve L\ cd~  (print name), do hereby attest, certify, warrant, and assure
that I shall not disclose aﬁgr Procurement evaluation information related to a Procurement until
the Notice of Intent to Award is communicated in writing or electronic transmission to all
Respondents.

/e/}/(;_l_lﬂ/\_C/i»\/ ”'25‘[{

Employed’s Sighaturd Date




7-1-11 SIGN

Signature Certification & Authorization

for purposes of professional service contracting documents

Calendar Year of Certification & Authorization(s): 2015

This Signature Certification & Authorization supersedes all prior documents of this purpose for
the agency identified below and shall be effective immediately and remain effective until

superseded by a new document of this purpose properly filed, except it shall NOT be effective
beyond the calendar year specified above.

| hereby declare the following individuals to be authorized signatories permitted to sign ALL
professional service contracts as well as associated procurement documents and
communications on my behalf EXCEPT requests for non-competitive contracts or amendments
which | understand that | must sign personally.

Printed Name & Title Sample Signature with Initials

sample of agency head’s name as it will be signed
& initialed by the authorized individual named

Carol White, Associate Director for

Operations ﬂ/yvvu, B p?')‘ /a'-)

Hal Partlow, Associate Director for Grants ? / #’D
Qmj. M/

NA NA

NA NA

add rows to the schedule as necessary

Further, as the chief executive of the agency identified below, | will sign all professional service

contract documents as well as associated procurement documents and communications in the
following manner:

a
Agency Chief Executive Signature & Date %’LQ g 5/ /2 / g / / 7
&

Printed Name, Title & Agency Anne B. Pope, Executive Director, TN Arts Commission

lof1l




7-1-11 coordinator

Service Contracts Coordinator Designation

Calendar Year of Designation: 2015

This designation (superseding all prior documents of this purpose) shall be effective
immediately and remain so until superseded by a new designation properly filed, except it
shall NOT be effective beyond the calendar year specified above.

| understand the designated Service Contracts Coordinator serves as an agency’s internal
specialist with responsibility for:

— all service procurements and contracting,

— providing service contracting information and training to the agency’s staff as
necessary, and

— serving as the agency’s primary RFP Coordinator or resource for other designated
RFP Coordinators.

| further understand that because limited staffing in the central professional service
procurement oversight function, communications on behalf of my agency with Office of
Contracts Review staff should be limited to those from the designated Service Contracts
Coordinator.

As chief executive of the agency identified below, | hereby designate the following person as
the agency’s Service Contracts Coordinator.

Name: Carol White, Associate Director for Operations

Address: 401 Charlotte Ave, Nashville, TN 37243

Telephone: 615-253-8914

E-Mail: Carol.white@tn.gov

ontese (ot Bboo  12fsthy
[

Printed Name & Title Anne B. Pope, Executive Director

Agency Name TN Arts Commission




TENNESSEE ARTS COMMISSION

CONTRACT MANAGEMENT PLAN

January 1 — December 31, 2015

The mission of the Tennessee Arts Commission is to cultivate the arts for the
benefit of all Tennesseans and their communities.

Through a variety of programs the Commission encourages excellence in artistic

expression through the state’s artists and arts organizations. That commitment
continues to expand through the years. The Commission builds better
communities by investing public dollars in Tennessee’s non profit arts industry;
by providing services to citizens, artists and arts organizations, and by
undertaking initiatives that enhance Tennessee’s cultural life.

The Tennessee Arts Commission typically implements a significant portion of its
activities through the following types of grant and term contracts and is
responsible for contract management of all such Grant and Term contracts,

including:

Arts Categdrical Grants
Student Ticket Subsidy Grants
Arts Build Communities Grants

pON=

Delegated Grant Authority “z” contracts
EG to TN Department of Education
Grants to designated fiscal agents

Fee-for-service contracts and/or authorizations to vendors for less than

$1000 with arts experts, artists, conference presenters and a proprietary
arts grants management system provider.

The Tennessee Arts Commission makes a large number of relatively smali
grants, effectively diversifying its portfolio risk. No grants in FY15 will exceed
$100,000. Many will be less than $5,000. In FY 14, the Commission made 1001
grants totaling $5.1 million with an average grant amount of $5000. Fee-for-
service contracts are also small, none rising above $50,000.

1. Staff and Resources Assigned to Contract Management

The Tennessee Arts Commission is a small agency, with 19 total authorized FTE.

Contract Management Functions

Responsible Staff

Allocating adequate staff & resources
to contract management; evaluating
contract results in terms of the
achievement of organizational
objectives.

Agency executive team, including
Executive Director, Associate Director
for Grants, Associate Director for
Operations

Training and supervision of program
'and contract management staff

Associate Director for Grants,

Associate Director for Operations




Oversee grantee communication and
selection processes to maximize
accountability, results and positive
programmatic impact from contracts

Associate Director for Grants

Oversee vendor communication and
selection processes to maximize
accountability, results and positive
programmatic impact from contracts

Associate Director for Operations

Liaison for use of diverse talents of
F&A and DGS “centralized” units

Associate Director for Operations

Reviewing contract party performance
for progress & compliance;
communication as needed; records
maintenance: Arts Categorical Grants

Director of Grants Management

Reviewing contract party performance
for progress & compliance;
communication as needed; records
maintenance; Arts Student Ticket
Subsidy grants

Dept of Ed — Director of Operations
Subgrants — Arts Education Director
and Project Coordinator; Community
Arts Director; Grants Analyst

Reviewing contract party performance
for progress & compliance: Arts Build
Communities grants

DA grants — Director of Community
Arts & Director of Grants Management
Subgrants — Designated Agencies

Reviewing contract party performance
for progress & compliance: Fee-for-
service vendors

Relevant program officer

Approving payments for acceptable
work: Arts Categorical grants & ABC
community grants

F&A Central Accounts

Director of Grants Management;
Coding by Account Tech;

Approving payments to fee-for-service
vendors and journal vouchers

Relevant program officer

Coding by Account Tech
Associate Director for Operations
F&A Central Accounts

Remitting payments & accounting
records maintenance

F&A Central Accounts

Grants monitoring, including records
maintenance

Grants Analyst supervised by
Associate Director for Operations
Plan approved by CPO

On-going evaluation and improvement

Executive Director, Associate Director
for Grants, Associate Director for
Operations; Audit Committee of the TN
Arts Commission board




2, Organization of Identified Staff and Resources for Contract
Management

The contract management plan provides for segregation of duties among
management, the arts program staff, administrative services staff and centralized
procurement and accounting staff to ensure that appropriate internal control is
exercised and that ethical standards are maintained.

The Arts Program Division management of all grants program led by the
Associate Director for Grants includes 1) the application process; 2) review and
evaluation; 3) funding recommendations to Commission; 4) announcement of
grant awards; 5) subgrantee communication and training; and 6) supervision of
arts program staff related to grant functions.

The Associate Director for Operations is responsible for 1) supporting allocation
of adequate staff and resources to contract management; 2) supporting system
of preparation and review of all contracts; 3) assuring accurate execution of
allocation authorizations; 4) budget management and overall supervision of the
contracts process; and 5) supervision of administrative functions staff.

The Director of Grants Management develops delegated grant contract
documents, which are reviewed by the Associate Director for Operations. The
DGM also pre-audits all delegated grant payments and reviews close-out
documentation.

The Central Accounts division of the Department of Finance & Administration
makes all payments. Regional designated agencies manage the Arts Build
Communities subgrants as delineated in their contracts. The TN Department of
Education makes Arts Student Ticket subgrant payments as specified in their
interdepartmental contract with the Tennessee Arts Commission.

The Grants Analyst conducts grants monitoring on a risk basis per the approved
annual monitoring plan.

3. Standard review and supervision of contract performance,
progress, contract compliance and pricing.

Strong outcomes start with a strong selection process, scope of services and
budget or fee structure. Competitive selection of grantees and vendors along with
staff and arts panel expert knowledge of market costs support cost-effective
pricing.

For arts categorical grants and ABC designated agency grants, the Director of

Grants Management reviews all requests for funds, comparing the list of specific
payments requested for reimbursement and match to the approved budget. She

3



questions and resolves any material deviations. Program directors review the
final program progress report to assure adequate deliverables.

For Arts Student Ticket Subsidy grants, the Grants Analyst reviews the final
reports for performance and payment reconciliation, working with the Arts
Education and Community Arts staff to follow-up with schools as may be
necessary.

For fee-for-service contracts, the appropriate staff person assures the delivery of
products that meet contractual requirements, working with the vendor throughout
the contract period as necessary to assure performance.

The Grants Analyst and appropriate Arts Program Division staff may conduct on-
site monitoring visits to grantees to review records and activities of funded grant.

Any non-compliance activity will be recorded and brought to the attention of the
Executive Director for appropriate action.

APPROVED

(e L8 pg/ 2] 5]1¥

Anne B. Pope, Executive Direttor Date



7-1-11 SIGN

Signature Certification & Authorization

for purposes of professional service contracting documents

Calendar Year of Certification & Authorization(s): 2014

This Signature Certification & Authorization supersedes all prior documents of this purpose for
the agency identified below and shall be effective immediately and remain effective until

superseded by a new document of this purpose properly filed, except it shall NOT be effective
beyond the calendar year specified above.

| hereby declare the following individuals to be authorized signatories permitted to sign ALL
professional service contracts as well as associated procurement documents and

communications on my behalf EXCEPT requests for non-competitive contracts or amendments
which | understand that | must sign personally.

Printed Name & Title Sample Signature with Initials

sample of agency head’s name as it will be signed
& initialed by the authorized individual named

Carol White, Associate Director for

Operations W E Pﬁ'fc /W

Hal Partlow, Associate Director for Grants

add rows to the schedule as necessary

Further, as the chief executive of the agency identified below, | will sign all professional service

contract documents as well as associated procurement documents and communications in the
following manner: 4
&

o, R ,
Agency Chief Executive Signature & Date ( LAk - ‘) 4 (2 // 6 / (3

Printed Name, Title & Agency Anne B. Pope, Executive Director, Tennessee Arts Commission

l1ofl




7-1-11 coordinator

Service Contracts Coordinator Designation

Calendar Year of Designation: 2014

This designation (superseding all prior documents of this purpose) shall be effective
immediately and remain so until superseded by a new designation properly filed, except it
shall NOT be effective beyond the calendar year specified above.

| understand the designated Service Contracts Coordinator serves as an agency’s internal
specialist with responsibility for:

— all service procurements and contracting,

— providing service contracting information and training to the agency’s staff as
necessary, and

— serving as the agency’s primary RFP Coordinator or resource for other designated
RFP Coordinators.

| further understand that because limited staffing in the central professional service
procurement oversight function, communications on behalf of my agency with Office of
Contracts Review staff should be limited to those from the designated Service Contracts
Coordinator.

As chief executive of the agency identified below, | hereby designate the following person as
the agency’s Service Contracts Coordinator.

Name: Carol White, Associate Director for Operations, Tennessee Arts Commission

Address: 401 Charlotte Ave, Nashville, TN 37243

Telephone:  615-253-8914

E-Mail: Carol.white@tn.gov

Agency Chief Executive

j .
Signature & Date L‘t[,.mf (§ {) ("2 / M' /f 2)

o

7
Printed Name & Title Anne B. Pope, Executive Director

Agency Name Tennessee Arts Commission




TENNESSEE ARTS COMMISSION

CONTRACT MANAGEMENT PLAN
January 1 — December 31, 2014

The mission of the Tennessee Arts Commission is that the citizens of Tennessee
have access to and participate in the arts.

Through a variety of programs the Commission encourages excellence in artistic
expression through the state’s artists and arts organizations. That commitment
continues to expand through the years. The Commission builds better
communities by investing public dollars in Tennessee’s non profit arts industry;
by providing services to citizens, artists and arts organizations, and by
undertaking initiatives that enhance Tennessee’s cultural life.

Financial support includes:

Providing funding for non profit organizations and events through various
programs and special projects.

Administering federal dollars awarded to the Commission from the
National Endowment for the Arts through the state partnership agreement and/or
discipline-based grants.

1: Staff and Resources Assigned to Contract Management

Grants and contract responsibilities are coordinated by the Associate Director for
Operations in collaboration with the Associate Director for Grants.

The contract management plan provides for segregation of duties between the
arts program and other administrative services staff to ensure that appropriate
internal control is exercised and that ethical standards are maintained.

The Arts Program Division management of all grants program led by the
Associate Director for Grants includes 1) the application process; 2) review and
evaluation; 3) funding recommendations to Commission; and 4) announcement
of grant awards.

The Associate Director for Operations is responsible for 1) development of
delegated grant authority requests 2) assuring accurate execution of allocation
authorizations by the Commission or appropriate program staff 3) preparation of
fee-for-service contracts and review of all contracts; 4) budget management and
overall supervision of the contracts process.




The Director of Grants Management develops delegated grant contract
documents, which are reviewed by the Associate Director for Operations. The
DGM also pre-audits all delegated grant payments and reviews close-out
documentation.

The Grants Analyst conducts grants monitoring on a risk basis per the approved
annual monitoring plan.

2 Standard review and supervision of contract performance,
progress, and contract compliance.

Arts Program Division staff receives applications through eGRANTS (electronic
application process) or in hard copy format, depending upon grant category
submission. Arts Program Division staff coordinates grant application process
that includes: 1) verify eligibility; 2) check for completeness and correctness; 3)
prepare for peer advisory panel review; 4) coordinate peer advisory panel for
evaluation ratings.

Director of Grants Management and Information Resource System Support
Specialist assist in calculating panel ratings.

Executive Director and Commission Allocations Committee determine funding for
grant categories based on available revenue.

Executive Director works with Associate Directors to provide allocation
recommendations to Commission based on panel evaluation ratings that aligns
with available funding.

At summer quarterly meeting, the Commission considers and approves grant
awards based on Allocation Committee recommendations and available revenue.

The Chair of the Commission announces grant awards on July 1 of each fiscal
year.

The Associate Director for Operations prepares appropriate Direct Grant
Authorities and templates for contracts and summary sheets and other Central
Procurement Office required documents. Each contract is assigned a specific
cost center and checked for compliance against state contracting and accounting
requirements.

The Director of Grants Management and the Grants Analyst work with the
Associate Director for Grants and Arts Program Division staff to ensure that all
required documents are on file before a contract is signed.




The Director of Grants Management reviews all requests for funds, reviews
contracts and budget pages for accuracy, initials agency approval that invoice
should be paid and forwards the request for funds to the Accounting Technician 2
for payment processing.

Accounting Technician 2 verifies contract numbers and enters into the state
accounting system, routmg the requests for payments through the approprlate
executive and fiscal review and approvals.

Working with the Associate Director for Grants and the Arts Program Division
staff, the Grants Analyst establishes a risk level according to the agency’s
Subrecipient Monitoring Plan.

When final payment is requested, grantees submit a final evaluation report that
will be reviewed by the Director of Grants Management, Grants Analyst and
appropriate Arts Program Division staff to determine contract compliance,
reporting of expenditures and adherence to program guidance and policy.

The Grants Analyst and appropriate Arts Program Division staff may conduct on-
site monitoring visits to grantees to review records and activities of funded grant.

Any non-compliance activity will be recorded and brought to the attention of the
Executive Director for appropriate action.

APPROVED 7
& S, > [ {ho- (2[€]12
Anne B. Pope, Executive Director ) Date



7-1-11 SIGN

Signature Certification & Authorization

for purposes of professional service contracting documents

Calendar Year of Certification & Authorization(s): - 2013

This Signature Certification & Authorization supersedes all prior documents of this purpose for
the agency identified below and shall be effective immediately and remain effective until

superseded by a new document of this purpose properly filed, except it shall NOT be effective
beyond the calendar year specified above.

I hereby declare the following individuals to be authorized signatories permitted to sign ALL
professional service contracts as well as associated procurement documents and

communications on my behalf EXCEPT requests for non-competitive contracts or amendments
which | understand that { must sign personally.

Printed Name & Title Sample Signature with Initials
sample of agency heud’s name os it will be signed
& initialed by the guthorized individug! nomed

Rod Reiner, Deputy Director, Tennessee @

Arts Commission CZ/%’?UZ 5 Jl/(;7,{{g’ (

Carol White, Shared Services Salutions

Executive Director & TAC Admin Services QM g P 0JV- / &&)

Director

add rows to the schedule as necessory

Further, as the chief executive of the agency identified below, 1 will sign all professional service

contract documents as well as associated procurement documents and communications in the
following manner:

Agency Chief Executive Signature & Date @/% B { W
[

Printed Name, Title & Agency Anne B. Pope, Executive Director, TN Arts Commission

iof1




7-1-11 coordinator

Service Contracts Coordinator Designation

Calendar Year of Designation: 2013

This designation {superseding all prior documents of this purpose) shall be effective
immediately and remain so until superseded by a new designation properly filed, except it
shall NOT be effective beyond the calendar year specified above.

I understand the designated Service Contracts Coordinator serves as an agency’s internal
specialist with responsibility for:

— all service procurements and contracting,

— providing service contracting information and training to the agency’s staff as
necessary, and

— serving as the agency’s primary RFP Coordinator or resource for other designated
RFP Coordinators.

| further understand that because limited staffing in the central professional service
procurement oversight function, communications on behalf of my agency with Office of

Contracts Review staff should be limited to those from the designated Service Contracts
Coordinator.

As chief executive of the agency identified below, | hereby designate the following person as
the agency’s Service Contracts Coordinator.

Name: Carol White
Address: Shared Services Solutions, TN Tower 26th Fir, 312 Rosa L Parks Ave, Nashville,
TN 37243

Telephone: 615-253-8914

E-Mail: Carol.white@tn.gov

Agency Chief Executive @Uuﬁ/ @ ]D
Signature & Date 9 ’ { & / Jo
1

Printed Name & Title Anne B. Pope, Executive Director

Agency Name Tennessee Arts Commission




TENNESSEE ARTS COMMISSION
CONTRACT MANAGEMENT PLAN

January 1 — December 31, 2013

‘The mission of the Tennessee Arts Commission is that the citizens of Tennessee
have access to and participate in the arts.

Through a variety of programs the Commission encourages excellence in artistic
expression through the state’s artists and arts organizations. That commitment
continues to expand through the years. The Commission builds better
communities by investing public dollars in Tennessee’s non profit arts industry;
by providing services to citizens, artists and arts organizations, and by
undertaking initiatives that enhance Tennessee’s cultural life.

Financial support includes:

Providing funding for non profit organizations and events through various
programs and special projects.

Administering federal dollars awarded to the Commission from the
National Endowment for the Arts through the state partnership agreement and/or
discipline-based grants. v

1. Staff and Resources Assigned to Contract Management

All grants are coordinated and managed through the Deputy Director’s office,
responsible for all grant categories in the Arts Program Division. All fee-for-
service contracts are coordinated through Shared Services Solutions (based on
requests from TAC executive director, deputy director and arts program
directors).

The contract management plan provides for segregation of duties between the
arts program and Shared Services Solutions and other administrative services
staff to ensure that appropriate internal control is exercised and that ethical
standards are maintained.

The Arts Program Division management of all grants program includes 1) the
application process; 2) review and evaluation; 3) funding recommendations to
Commission; 4) announcement of grant awards; 5) contract process; 6)
preparation for payment; and 7) monitoring.

Shared Services Solutions is responsible for 1) development of delegated grant
authority requests 2) assuring accurate execution of allocation authorizations by
the Commission or appropriate program staff 3) preparation of fee-for-service



contracts and review of alf contracts; and 4) budget management; 5) approval
processing of all contract payments; and 6) monitoring of grant awards to assure
appropriate closeout.

2. Standard review and supervision of contract performance,
progress, and contract compliance.

Arts Program Division staff receives applications through eGRANTS (electronic
application process) or in hard copy format, depending upon grant category
submission. Arts Program Division staff coordinates grant application process
that includes: 1) verify eligibility; 2) check for completeness and correctness:; 3)
prepare for peer advisory panel review; 4) coordinate peer advisory panel for
evaluation ratings.

Director of Grants Management and Information Resource System Support
Specialist assist in calculating panel ratings.

Executive Director and Commission Allocations Committee determine funding for
grant categories based on available revenue.

Executive Director works with Arts Program Division staff to provide allocation
recommendations to Commission based on panel evaluation ratings.

Shared Services Solutions assures that staff recommendations align with
available funding.

At summer quarterly meeting, the Commission considers and approves grant
awards based on Allocation Committee recommendations and available revenue.

The Chair of the Commission announces grant awards on July 1 of each fiscal
year.

Shared Services Solutions works with the Executive Director and the Office of
Contracts Review to establish appropriate Direct Grant Authorities and templates
for contracts and summary sheets and other Finance and Administration required
documents. Each contract is assigned a specific cost center and checked for
compliance against state contracting and accounting requirements.

The Director of Grants Management and the Grants Analyst work with the
Deputy Director and Arts Program Division staff to ensure that all required
documents are on file before a contract is signed.

The Director of Grants Management reviews all requests for funds, reviews
contracts and budget pages for accuracy, initials agency approval that invoice
should be paid and forwards the request for funds to the Accounting Technician 2
for payment processing.



Accounting Technician 2 verifies contract numbers and enters into the state
accounting system, routing the requests for payments through the appropriate
executive and fiscal review and approvals.

Working with the Deputy Director and the Arts Program Division staff, the Grants
Analyst establishes a risk level according to the agency's Policy 22 Subrecipient
Monitoring Plan.

When final payment is requested, grantees submit a final evaluation report that
will be reviewed by the Director of Grants Management, Grants Analyst and
appropriate Arts Program Division staff to determine contract compliance,
reporting of expenditures and adherence to program guidance and policy.
Shared Services Solutions conducts a final closeout review to confirm overall
compliance and completeness of the file.

The Grants Analyst and appropriate Arts Program Division staff may conduct on-
site monitoring visits to grantees to review records and activities of funded grant.

Any non-compliance activity will be recorded and brought to the attention of the
Executive Director for appropriate action.

APPRQVED

é)\ Piﬁ/t/" i/l

Anne B. Pope, Executive Director Date



7-1-11 SIGN

Signature Certification & Authorization

for purposes of professional service contracting documents

Calendar Year of Certification & Authorization(s): 2012

This Signature Certification & Authorization supersedes all prior documents of this purpose for
the agency identified below and shall be effective immediately and remain effective until
superseded by a new document of this purpose properly filed, except it shall NOT be effective

beyond the calendar year specified above.

| hereby declare the following individuals to be authorized signatories permitted to sign ALL
professional service contracts as well as associated procurement documents and
communications on my behalf EXCEPT requests for non-competitive contracts or amendments

which | understand that | must sign personally.

Printed Name & Title

Sample Signature with Initials
sample of agency head’s name as it will be signed
& initialed by the guthgrized individual named

Carol White, Shared Services Solutions
Executive Director & TAC Admin Services
Director

R ed Roman [ LD

1. Allen Staley, Shared Services Solutions
Operations Director & TAC Fiscal Director

f{&yf; “;@%?@,@/i%

add rows to the schedule as necessory

Further, as the chief executive of the agency identified below, | will sign all professional service
contract documents as well as associated procurement documents and communications in the

following manner:

Agency Chief Executive Signature & Date /4%’%

7
i i

# %
f, et ;igi;f:’i.

Printed Name, Title & Agency Rod Reiner, Interim Executive Director, TN Arts Commission

lof1l




7-1-11 coordinator

Service Contracts Coordinator Designation

Calendar Year of Designation: 2012

This designation (superseding all prior documents of this purpose) shall be effective
immediately and remain so until superseded by a new designation properly filed, except it
shall NOT be effective beyond the calendar year specified above.

| understand the designated Service Contracts Coordinator serves as an agency’s internal
specialist with responsibility for:

— all service procurements and contracting,

— providing service contracting information and training to the agency’s staff as
necessary, and

— serving as the agency’s primary RFP Coordinator or resource for other designated
RFP Coordinators.

| further understand that because limited staffing in the central professional service
procurement oversight function, communications on behalf of my agency with Office of

Contracts Review staff should be limited to those from the designated Service Contracts
Coordinator. ‘

As chief executive of the agency identified below, | hereby designate the following person as
the agency’s Service Contracts Coordinator.

Name: Carol White
Address: Shared Services Solutions, TN Tower 21 Fir, 312 Rosa L Parks Ave, Nashville, TN
37243

Telephone: 615-253-8914

E-Mail: Carol.white@tn.gov
3
A ch' fE t' /"/fﬂ} f/ }?f N
gency Chief Executive 7/ 4 Ly ; "
signature &Date /7 YA [/ Lo sl 2l ; 7.

pPrinted Name & Title Rod Reiner, Interim Executive Director

Agency Name Tennessee Arts Commission




TENNESSEE ARTS COMMISSION

CONTRACT MANAGEMENT PLAN
February 1 — December 31, 2012

The mission of the Tennessee Arts Commission is that the citizens of Tennessee
have access to and participate in the arts.

Through a variety of programs the Commission encourages excellence in artistic
expression through the state’s artists and arts organizations. That commitment
continues to expand through the years. The Commission builds better
communities by investing public dollars in Tennessee’s non profit arts industry;
by providing services to citizens, artists and arts organizations, and by
undertaking initiatives that enhance Tennessee’s cultural life.

Financial support includes:

Providing funding for non profit organizations and events through various
programs and special projects.

Administering federal dollars awarded to the Commission from the
National Endowment for the Arts through the state partnership agreement and/or
discipline-based grants.

1. Staff and Resources Assigned to Contract Management

All grants are coordinated and managed through the Deputy Director’s office,
responsible for all grant categories in the Arts Program Division. All fee-for-
service contracts are coordinated through Shared Services Solutions (based on
requests from TAC executive director, deputy director and arts program
directors).

The contract management plan provides for segregation of duties between the
arts program and Shared Services Solutions and other administrative services
staff to ensure that appropriate internal control is exercised and that ethical
standards are maintained.

The Arts Program Division management of all grants program includes 1) the
application process; 2) review and evaluation; 3) funding recommendations to
Commission; 4) announcement of grant awards; 5) contract process; 6)
preparation for payment; and 7) monitoring.

Shared Services Solutions is responsible for 1) development of delegated grant
authority requests 2) assuring accurate execution of allocation authorizations by
the Commission or appropriate program staff 3) preparation of fee-for-service



contracts and review of all contracts; and 4) budget management; 5) approval
processing of all contract payments; and 6) monitoring of grant awards to assure
appropriate closeout.

2. Standard review and supervision of contract performance,
progress, and contract compliance.

Arts Program Division staff receives applications through eGRANTS (electronic
application process) or in hard copy format, depending upon grant category
submission. Arts Program Division staff coordinates grant application process
that includes: 1) verify eligibility; 2) check for completeness and correctness; 3)
prepare for peer advisory panel review; 4) coordinate peer advisory panel for
evaluation ratings.

Director of Grants Management and Information Resource System Support
Specialist assist in calculating panel ratings.

Executive Director and Commission Allocations Committee determine funding for
grant categories based on available revenue.

Executive Director works with Arts Program Division staff to provide allocation
recommendations to Commission based on panel evaluation ratings.

Shared Services Solutions assures that staff recommendations align with
available funding.

At summer quarterly meeting, the Commission considers and approves grant
awards based on Allocation Committee recommendations and available revenue.

The Chair of the Commission announces grant awards on July 1 of each fiscal
year.

Shared Services Solutions works with the Executive Director and the Office of
Contracts Review to establish appropriate Direct Grant Authorities and templates
for contracts and summary sheets and other Finance and Administration required
documents. Each contract is assigned a specific cost center and checked for
compliance against state contracting and accounting requirements.

The Director of Grants Management and the Grants Analyst work with the
Deputy Director and Arts Program Division staff to ensure that all required
documents are on file before a contract is signed.

The Director of Grants Management reviews all requests for funds, reviews
contracts and budget pages for accuracy, initials agency approval that invoice
should be paid and forwards the request for funds to the Accounting Technician 2
for payment processing.



Accounting Technician 2 verifies contract numbers and enters into the state
accounting system, routing the requests for payments through the appropriate
executive and fiscal review and approvals.

Working with the Deputy Director and the Arts Program Division staff, the Grants
Analyst establishes a risk level according to the agency’s Policy 22 Subrecipient
Monitoring Plan.

When final payment is requested, grantees submit a final evaluation report that
will be reviewed by the Director of Grants Management, Grants Analyst and
appropriate Arts Program Division staff to determine contract compliance,
reporting of expenditures and adherence to program guidance and policy.
Shared Services Solutions conducts a final closeout review to confirm overall
compliance and completeness of the file.

The Grants Analyst and appropriate Arts Program Division staff may conduct on-
site monitoring visits to grantees to review records and activities of funded grant.

Any non-compliance activity will be recorded and brought to the attention of the
Executive Director for appropriate action.

APPROVED
) 7.4 A ;
(Ko 7 Veene 2/1] 12

Rod Reiner, Interim Executive Director Date



STATE OF TENNESSEE
TENNESSEE ARTS COMMISSION

401 Charlotte Avenue
Nashville, Tennessee 37243-0780

hitn//www.arts state.tn.ug
(615) 741-1701 TDD (615)532-5940 FAX (615)741-8559

January 17, 2012

Rebecca R. Hunter, Commissioner
Department of Human Resources
1* Floor, James K. Polk Building
Nashville, TN 37243-0635

RE:  Appointment of Rod Reiner as Interim Executive Director
Dear Commissioner Hunter:

Per TCA 4-20-103, I am pleased to notify you that the Tennessee Arts Commission voted
on January 17, 2012 to appoint current Deputy Director Rod Reiner as Interim Executive
Director of the Commission. This appointment will be effective February 1, 2012, with
the retirement of long-time Executive Director Rich Boyd and will continue until the
search and appointment process for a new permanent Executive Director is complete.

If additional information is needed, please contact Lori Bell at 615-532-2438 or

lon.belli@tn.gov .

Sincerely,

CG//L////?@/

Ellen M. Hays, Chair ¢

EMH/rwt 5.




7-1-11 SIGN

Signature Certification & Authorization

for purposes of professional service contracting documents

Calendar Year of Certification & Authorization(s):

2012

This Signature Certification & Authorization supersedes all prior documents of this purpose for
the agency identified below and shall be effective immediately and remain effective until
superseded by a new document of this purpose properly filed, except it shall NOT be effective

beyond the calendar year specified above.

I hereby declare the following individuals to be authorized signatories permitted to sign ALL
professional service contracts as well as associated procurement documents and

communications on my behalf EXCEPT requests for non-competitive contracts or amendments
which I understand that | must sign personally.

Printed Name & Title

Sample Signature with Initials
sample of agency head’s name as it will be signed
& initialed by the guthorized individual named

Rod Reiner, Deputy Director

), g \) P A7 , é 7 :’fj
S SN eV W 'C )
( e [ e

/
, »

b

Carol White, Shared Services Solutions
Executive Director & TAC Admin Services
Director .

L

25 . ”{ ;;:} / 1’;
g’?;/{ M g@?ﬁj{;{j
o

J. Allen Staley, Shared Services Solutions
Operations Director & TAC Fiscal Director

o WA i / w (P
/Q{»g/{L %{j%/?g"ijj\/

odd rows to the schedule as necessary

Further, as the chief executive of the agency identified below, I will sign all professional service
contract documents as well as associated procurement documents and communications in the

following manner:

Agency Chief Executive Signature & Da;

J /Q/ 12-7-1]

Printed Name, Title & Agency Ric} Boyd, Executive Director, TN Arts Commission

lof1




7-1-11 coordinator

Service Contracts Coordinator Designation

Calendar Year of Designation: 2012

This designation (superseding all prior documents of this purpose) shall be effective
immediately and remain so until superseded by a new designation properly filed, except it
shall NOT be effective beyond the calendar year specified above.

I understand the designated Service Contracts Coordinator serves as an agency’s internal
specialist with responsibility for:

— all service procurements and contracting,

— providing service contracting information and training to the agency’s staff as
necessary, and

— serving as the agency’s primary RFP Coordinator or resource for other designated
RFP Coordinators.

I further understand that because limited staffing in the central professional service
procurement oversight function, communications on behalf of my agency with Office of

Contracts Review staff should be limited to those from the designated Service Contracts
Coordinator.

As chief executive of the agency identified below, | hereby designate the following person as
the agency’s Service Contracts Coordinator.

Name: Carol White
Address: Shared Services Solutions, TN Tower 21% Flr, 312 Rosa L Parks Ave, Nashville, TN
37243

Telephone: 615-253-8914

E-Mail: Carol.white@tn.gov

Agency Chief Executiv -
Signature & Date 42 Q/ /Z . 7.., / )
! N /

Printed Name & Title Rich Boyd, Executive Director

Agency Name Tennessee Arts Commission




TENNESSEE ARTS COMMISSION

CONTRACT MANAGEMENT PLAN
January 1 — December 31, 2012

The mission of the Tennessee Arts Commission is that the citizens of Tennessee
have access to and participate in the arts.

Through a variety of programs the Commission encourages excellence in artistic
expression through the state’s artists and arts organizations. That commitment
continues to expand through the years. The Commission builds better
communities by investing public dollars in Tennessee’s non profit arts industry;
by providing services to citizens, artists and arts organizations, and by
undertaking initiatives that enhance Tennessee’s cultural life.

Financial support includes:

Providing funding for non profit organizations and events through various
programs and special projects.

Administering federal dollars awarded to the Commission from the
National Endowment for the Arts through the state partnership agreement and/or
discipline-based grants.

1. Staff and Resources Assigned to Contract Management

All grants are coordinated and managed through the Deputy Director’s office,
responsible for all grant categories in the Arts Program Division. All fee-for-
service contracts are coordinated through Shared Services Solutions (based on
requests from TAC executive director, deputy director and arts program
directors).

The contract management plan provides for segregation of duties between the
arts program and Shared Services Solutions and other administrative services
staff to ensure that appropriate internal control is exercised and that ethical
standards are maintained.

The Arts Program Division management of all grants program inciudes 1) the
application process; 2) review and evaluation; 3) funding recommendations to
Commission; 4) announcement of grant awards; 5) contract process; 6)
preparation for payment; and 7) monitoring.

Shared Services Solutions is responsible for 1) development of delegated grant
authority requests 2) assuring accurate execution of allocation authorizations by
the Commission or appropriate program staff 3) preparation of fee-for-service



contracts and review of all contracts; and 4) budget management; 5) approval
processing of all contract payments; and 6) monitoring of grant awards to assure
appropriate closeout.

2. Standard review and supervision of contract performance,
progress, and contract compliance.

Arts Program Division staff receives applications through eGRANTS (electronic
application process) or in hard copy format, depending upon grant category
submission. Arts Program Division staff coordinates grant application process
that includes: 1) verify eligibility; 2) check for completeness and correctness; 3)
prepare for peer advisory panel review; 4) coordinate peer advisory panel for
evaluation ratings.

Director of Grants Management and Information Resource System Support
Specialist assist in calculating panel ratings.

Executive Director and Commission Allocations Committee determine funding for
grant categories based on available revenue.

Executive Director works with Arts Program Division staff to provide allocation
recommendations to Commission based on panel evaluation ratings.

Shared Services Solutions assures that staff recommendations align with
available funding.

At summer quarterly meeting, the Commission considers and approves grant
awards based on Allocation Committee recommendations and available revenue.

The Chair of the Commission announces grant awards on July 1 of each fiscal
year.

Shared Services Solutions works with the Executive Director and the Office of
Contracts Review to establish appropriate Direct Grant Authorities and templates
for contracts and summary sheets and other Finance and Administration required
documents. Each contract is assigned a specific cost center and checked for
compliance against state contracting and accounting requirements.

The Director of Grants Management and the Grants Analyst work with the
Deputy Director and Arts Program Division staff to ensure that all required
documents are on file before a contract is signed.

The Director of Grants Management reviews all requests for funds, reviews
contracts and budget pages for accuracy, initials agency approval that invoice
should be paid and forwards the request for funds to the Accounting Technician 2
for payment processing.



Accounting Technician 2 verifies contract numbers and enters into the state
accounting system, routing the requests for payments through the appropriate
executive and fiscal review and approvals.

Working with the Deputy Director and the Arts Program Division staff, the Grants
Analyst establishes a risk level according to the agency’s Policy 22 Subrecipient
Monitoring Plan.

When final payment is requested, grantees submit a final evaluation report that
will be reviewed by the Director of Grants Management, Grants Analyst and
appropriate Arts Program Division staff to determine contract compliance,
reporting of expenditures and adherence to program guidance and policy.
Shared Services Solutions conducts a final closeout review to confirm overall
compliance and completeness of the file.

The Grants Analyst and appropriate Arts Program Division staff may conduct on-
site monitoring visits to grantees to review records and activities of funded grant.

Any non-compliance activity will be recorded and brought to the attention of the
Executive Director for appropriate action.

APPROVED

R%ML 12-7-))

ich Boyd, Exegltive Director Date



8-16-10

Signature Certification & Authorization

for purposes of professional service contract & supporting documents

Calendar Year of Certification & Authorization(s) 2011

This Signature Certification & Authorization supersedes all prior documents of this purpose for
the agency identified below and shall be effective immediately and remain effective until

superseded by a new document of this purpose properly filed, except it shall NOT be effective
beyond the calendar year specified above.

I'hereby declare the following individuals to be authorized signatories permitted to sign ALL
professional service contracts as well as associated procurement documents and

communications on my behalf EXCEPT requests for non-competitive contracts or amendments
which | understand that | must sign personally.

Printed Name & Title Sample Signature with Initials

sample of agency head’s name as it will be signed
& initialed by the guthorized individual named

Rod Reiner, Deputy Director % g% @

Carol White, Shared Services Solutions

E)fecutive Director & TAC Admin Services ek e %}0} / )
Director

J. Allen Staley, Shared Services Solutions

Operations Director & TAC Fiscal Director M sz%/

odd rows to the schedule as necessary

Further, as the chief executive of the agency identified below, 1 will sign all professional service

contract documents as well as associated procurement documents and communications in the
following manner:

1
Agency Chief Executive -
Signature & Da <

Printed Name & Title Rich Boy)i, Executive Director

Agency Name Tennessee Arts Commission




TENNESSEE ARTS COMMISSION

CONTRACT MANAGEMENT PLAN
January 1 — December 31, 2011

The mission of the Tennessee Arts Commission is that the citizens of Tennessee
have access to and participate in the arts.

Through a variety of programs the Commission encourages excellence in artistic
expression through the state’s artists and arts organizations. That commitment
continues to expand through the years. The Commission builds better
communities by investing public dollars in Tennessee’s non profit arts industry;
by providing services to citizens, artists and arts organizations, and by
undertaking initiatives that enhance Tennessee’s cultural life.

Financial support includes:

Providing funding for non profit organizations and events through various
programs and special projects.

Administering federal dollars awarded to the Commission from the
National Endowment for the Arts through the state partnership agreement and/or
discipline-based grants.

1. Staff and Resources Assigned to Contract Management

Ali grants are coordinated and managed through the Deputy Director’s office,
responsible for all grant categories in the Arts Program Division. All fee-for-
service contracts are coordinated through Shared Services Solutions.

The contract management plan provides for segregation of duties between the
arts program and Shared Services Solutions and other administrative services
staff to ensure that appropriate internal control is exercised and that ethical
standards are maintained.

The Executive Director must approve all professional services contracts prior to
submission to the Office of Contracts Review.

The Arts Program Division management of all grants program includes 1) the
application process; 2) review and evaluation; 3) funding recommendations to
Commission; 4) announcement of grant awards; 5) contract process; 6)
preparation for payment; and 7) monitoring.

Shared Services Solutions is responsible for 1) development of delegated grant..———
authority requests 2) assuring accurate execution of allocation authorizations by~




the Commission or appropriate program staff 3) preparation of fee-for-service
contracts and review of all contracts; and 4) budget management; 5) approval
processing of all contract payments; and 6) monitoring of grant awards to assure
appropriate closeout.

2. Standard review and supervision of contract performance,
progress, and contract compliance.

Arts Program Division staff receives applications through eGRANTS (electronic
application process) or in hard copy format, depending upon grant category
submission. Arts Program Division staff coordinates grant application process
that includes: 1) verify eligibility; 2) check for compieteness and correctness; 3)
prepare for peer advisory panel review; 4) coordinate peer advisory panel for
evaluation ratings.

Director of Grants Management and Information Resource System Support
Specialist assist in calculating panel ratings.

Executive Director and Commission Allocations Committee determine funding for
grant categories based on available revenue.

Executive Director works with Arts Program Division staff to provide allocation
recommendations to Commission based on panel evaluation ratings.

Shared Services Solutions assures that staff recommendations align with
available funding.

At summer quarterly meeting, the Commission considers and approves grant
awards based on Allocation Committee recommendations and available revenue.

The Chair of the Commission announces grant awards on July 1 of each fiscal
year.

Shared Services Solutions works with the Executive Director and the Office of
Contracts Review to establish appropriate Direct Grant Authorities and templates
for contracts and summary sheets and other Finance and Administration required
documents. Each contract is assigned a specific cost center and checked for
compliance against state contracting and accounting requirements.

The Director of Grants Management and the Grants Analyst work with the
Deputy Director and Arts Program Division staff to ensure that all required
documents are on file before a contract is signed.

The Director of Grants Management reviews all requests for funds, reviews
contracts and budget pages for accuracy, initials agency approval that invoice



should be paid and forwards the request for funds to the Accounting Technician 2
for payment processing.

Accounting Technician 2 verifies contract numbers and enters into the state
accounting system, routing the requests for payments through the appropriate
executive and fiscal review and approvals.

Working with the Deputy Director and the Arts Program Division staff, the Grants
Analyst establishes a risk level according to the agency’s Policy 22 Subrecipient
Monitoring Plan.

When final payment is requested, grantees submit a final evaluation report that
will be reviewed by the Director of Grants Management, Grants Analyst and
appropriate Arts Program Division staff to determine contract compliance,
reporting of expenditures and adherence to program guidance and policy.
Shared Services Solutions conducts a final closeout review to confirm overall
compliance and completeness of the file.

The Grants Analyst and appropriate Arts Program Division staff may conduct on-
site monitoring visits to grantees to review records and activities of funded grant.

Any non-compliance activity will be recorded and brought to the attention of the
Executive Director for appropriate action.

OVED
ﬁw&%mﬂ_ [-23-19

ich Bb}d, Exgcutive Digector Date




8-16-10

Service Contracts Coordinator Designation

Calendar Year of Designation: 2011

This designation (superseding all prior documents of this purpose) shall be effective
immediately and remain so until superseded by a new designation properly filed, except it
shall NOT be effective beyond the calendar year specified above.

Iunderstand the designated Service Contracts Coordinator serves as an agency’s internal
specialist with responsibility for:

— all service procurements and contracting,

— providing service contracting information and training to the agency’s staff as
necessary, and

— serving as the agency’s primary RFP Coordinator or resource for other designated
RFP Coordinators.

I further understand that because limited staffing in the central professional service
procurement oversight function, communications on behalf of my agency with Office of

Contracts Review staff should be limited to those from the designated Service Contracts
Coordinator.

As chief executive of the agency identified below, | hereby designate the following person as
the agency’s Service Contracts Coordinator.

Name: Carol White

Address: Shared Services Solutions, Tennessee Tower 21* Fr, 312 Rosa L. Parks Ave,
Nashville, TN 37243

Telephone: 615-253-8914

E-Mail: Carol.white@tn.gov

Agency Chief Executive -~

Signature M Q .
/

v/
Printed Name & Title Rich Boyd, Executive Director

Agency Name Tennessee Arts Commission




4-2209

SIGNATURE CERTIFICATION &

CALENDAR YEAR OF CERTIFICATION/AUTHORIZATION:

NOTICE TO COMMISSIONER OF FINANCE & ADMINIS ) H———————
This Signature Certification & Authorization (superseding all prior documents of this purpose) shall be effective
immediately and remain so until superseded by a new designation properly filed, except it shall NOT be effective
beyond the calendar year specified above.

| hereby declare the following individuals to be authorized signatories permitted to sign ALL service contracts and
associated service procurement documents and communications on my behalt EXCEPT requests for non-
competitive contracts or amendments which | understand that | must sign personally. :

SAMPLE SIGNATURE WITH INITIALS

NAME AND TITLE (sample of agency head’s name as it will be signed & initialed
by the authorized individual named)
Rod Reiner, Deputy Director W M /ﬂ(
Carol White, Shared Services Solutions Executive .
Director @49\ 8 Q*&d / aJ

J. Allen Staley, Shared Services Solutions Operations ’
Director & TAC Fiscal Director M W

I WILL SIGN ALL SERVICE CONTRACT DOCUMENTS AND RELATED COMMUNICATIONS IN THE
FOLLOWING MANNER:

AGENCY HEAD SIGNATURE & DA Q >y 2 )04
PRINTED NAME & TITLE: Rich Boyd, Ex Director boe
DEPARTMENT OR AGENCY NAME: Tennessee Arts Commission OCR

DEC 28 2003
RECEIVED _|




SERVICE CONTRACTS COORDINATOR DESIGNATION

CALENDAR YEAR OF DESIGNATION: 2010

NOTICE TO COMMISSIONER OF FINANCE & ADMINISTRATION:

This designation (superseding all prior documents of this purpose) shall be effective immediately and remain so
until superseded by a new designation properly filed, except it shall NOT be effective beyond the calendar year
specified above.

| understand the designated Service Contracts Coordinator serves as an agency’s internal specialist with
responsibility for:

— all service procurements and contracting,
— providing service contracting information and training to the agency’s staff as necessary, and
— serving as the agency's primary RFP Coordinator or resource for other designated RFP Coordinators.

| further understand that because limited staffing in the F&A Office of Contracts Review (OCR), communications
'cén behalf of my agency with OCR staff should be limited to those from the designated Service Contracts
oordinator.

| hereby designate the following person as the Service Contracts Coordinator for my agency.

NAME: Carol White

ADDRESS: Shared Services Solutions, TN Tower 21* Fir, 312 Rosa L. Parks Ave, Nashville, TN 37243

TELEPHONE: 615-253-8914

EMAIL:

AGENCY HEAD SIGNATURE & DATE: | / ”q
4

PRINTED NAME & TITLE: Rich Boyd, Executive Director

DEPARTMENT OR AGENCY NAME: Tennessee Arts Commission




TENNESSEE ARTS COMMISSION
CONTRACT MANAGEMENT PLAN

January 1 - December 31, 2010

The mission of the Tennessee Arls Commission is that the citizens of Tennessee
have access to and participate in the arts.

Through a variety of programs the Commission encourages excellence in artistic
expression through the state’s artists and arts organizations. That commitment
continues to expand through the years. The Commission builds better
communities by investing public dollars in Tennessee’s non profit arts industry;
by providing services to citizens, artists and arts organizations, and by
undertaking initiatives that enhance Tennessee’s cultural life.

Financial supportc includes:

Providing funding for non profit organizations and events through various
programs and special projects.

Administering federal dollars awarded to the Commission from the
National Endowment for the Arts through the state partnership agreement and/or
discipline-based grants.

1. Staff and Resources Assigned to Contract Management

All grants are coordinated and managed through the Deputy Director’s office,
responsible for all grant categories in the Arts Program Division. All fee-for-
service contracts are coordinated through Shared Services Solutions.

The contract management plan provides for segregation of duties between the
arts program and Shared Services Solutions and other administrative services
staff to ensure that appropriate internal control is exercised and that ethical
standards are maintained.

The Executive Director must approve all professional services contracts prior to
submission to the Office of Contracts Review.

The Arts Program Division management of all grants program includes 1) the
application process; 2) review and evaluation; 3) funding recommendations to
Commission; 4) announcement of grant awards; 5) contract process; 6)
preparation for payment; and 7) monitoring.

Shared Services Solutions is responsible for 1) development of delegated grant
authority requests 2) assuring accurate execution of allocation authorizations by



the Commission or appropriate program staff 3) preparation of fee-for-service
contracts and review of all contracts; and 4) budget management; 5) approval
processing of all contract payments; and 6) monitoring of grant awards to assure -
appropriate closeout.

2. Standard review and supervision of contract performance,
progress, and contract compllance.

Arts Program Division staff receives applications through eGRANTS (electronic
application process) or in hard copy format, depending upon grant category
submission. Arts Program Division staff coordinates grant application process
that includes: 1) verify eligibility; 2) check for completeness and correctness; 3)
prepare for peer advisory panel review; 4) coordinate peer advisory panel for
evaluation ratings.

Director of Grants Management and Information Resource System Support
Specialist assist in calculating panel ratings.

Executive Director and Commission Allocations Committee determine funding for
grant categories based on available revenue.

Executive Director works with Arts Program Division staff to provide allocation
recommendations to Commission based on panel evaluation ratings.

Shared Services Solutions assures that staff recomniendations align with
available funding.

At summer quarterly meeting, the Commission considers and approves grant
awards based on Allocation Committee recommendations and available revenue.

The Chair of the Commission announces grant awards on July 1 of each fiscal
year.

Shared Services Solutions works with the Executive Director and the Office of
Contracts Review to establish appropriate Direct Grant Authorities and templates
for contracts and summary sheets and other Finance and Administration required
documents. Each contract is assigned a specific cost center and checked for
compliance against state contracting and accounting requirements.

The Director of Grants Management and the Grants Analyst work with the
Deputy Director and Arts Program Division staff to ensure that all required
documents are on file before a contract is signed.

The Director of Grants Management reviews all requests for funds, reviews
contracts and budget pages for accuracy, initials agency approval that invoice



should be paid and forwards the request for funds to the Accounting Technician 2
for payment processing.

Accounting Technician 2 verifies contract numbers and enters into the state
accounting system, routing the requests for payments through the appropriate
executive and fiscal review and approvals.

Working with the Deputy Director and the Arts Program Division staff, the Grants
Analyst establishes a risk level according to the agency’s Policy 22 Subrecipient
Monitoring Plan.

When final payment is requested, grantees submit a final evaluation report that
will be reviewed by the Director of Grants Management, Grants Analyst and
appropriate Arts Program Division staff to determine contract compliance,
reporting of expenditures and adherence to program guidance and policy.
Shared Services Solutions conducts a final closeout review to confirm overall
compliance and completeness of the file.

The Grants Analyst and appropriate Arts Program Division staff may conduct on-
site monitoring visits to grantees to review records and activities of funded grant.

Any non-compliance activity will be recorded and brought to the attention of the
Executive Director for appropriate action.
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