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Bylaws 

Of 
Information Technology Steering Committee 

 

 
 

Article One 

Name and Location 
 

Section 1. Name. The name of the organization shall be Information Technology (IT) Steering 
Committee. 

 
Section 2.  Location. Meetings may be held at such places within Shelby County, Tennessee as 

designated by the Chairperson or for sub-committees, the sub-committee chair. 
 

Article Two 

Purposes and Responsibilities 
 

Section 1.  Purposes. The Shelby County Board of Commissioners by resolution dated July 19, 
2010 created an Information Technologies Steering Committee (Appendix 001). This 
committee is the County’s IT executive oversight body providing IT guidance, 
recommendations, long range vision, policy, project prioritization and review. In addition, this 
Committee provides asset and resource authorization according to known budgetary and 
resource constraints. 

 
The IT Steering Committee will provide a long range vision for the utilization of information 
technology, and will provide for improved coordination between County offices for the 
delivering technology resources to County citizens and employees. 

 

 
 
Section 2. Responsibilities. The Information Technologies Steering Committee responsibilities 

include: 
 

1.  Provide guidance and recommendations to the Mayor and County Commission regarding 
the overall strategic direction and priorities of Shelby County Government’s information 
technologies. 

2.  Review, recommend and prioritize requests for inclusion of information technology projects 
in the Capital Improvement Program. 

3.  With respect to large Information Technology Projects and programs (requiring 
Shelby County Commission approval), the committee shall:: 

a.  Take responsibility for the projects feasibility, business plan and achievement 
outcomes. 

b.  Ensure the project’s scope aligns with the requirements of the stakeholder groups 
and to represent stakeholder interests in project deliberations. 

c.   Provide those directly involved in the project with guidance on business issues, 
especially issues which could compromise the success of the project. 

d.  Ensure effort and expenditures are appropriate to stakeholder expectations. 
e.  Assist in the evaluation of project risks and project risk management approaches 
f. Keep the project scope under control as emergent issues force changes to be 

considered 
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4.  For all other IT projects, the IT Steering Committee will work with Information Technology 

Services and the CIO to provide support, guidance and standards for their development in 
a consistent, repeatable manner. 

5.  Reconcile differences in opinion and approach and resolve disputes arising from them. 
6.  Make recommendations regarding the overall structure of IT in Shelby County 

Government. 
7.  Work toward the consolidation of Shelby County information technology infrastructure and 

develop conditions favorable to that goal. 
8.  Promote the use of  commercial off-the-shelf software whenever possible 

 
Section 3. Rules The IT Steering Committee shall observe the following rules and regulations: 
Shelby County Board of Commission relating to this committee, Robert’s Rules of Order and 
all local, state and federal laws which apply to this committee. 

 

 
 

Article Three 
Membership 

 
Section 1.  Membership.  Members of the IT Steering Committee include: 

 
 Chief Administrative Officer  Criminal Court Clerk 

 Director of each Division of the Mayor’s 

Administration 
 General Sessions Court Clerk 

 Sheriff  Juvenile Court 

 Assessor  Juvenile Court Clerk 

 County Clerk  Probate Court Clerk 

 Register  Commission Chief Administrator 

 Trustee  District Attorney 

 Chancery Court Clerk  Election Commission 

 Circuit Court Clerk  2-4 Private Sector Individuals 
with technology credentials 

 
Section 2. Qualification. Eligible persons with the titles noted in Article Three, Section 1 have 

been appointed as members to the Committee by resolution dated July 19, 2010 created an 
Information Technologies Steering Committee (Resolution #1) by the Board of Commissioners 
with the exception of the private sector individual with technology credentials and Directors. 
The private sector individuals will be appointed by the Mayor and approved by the County 
Commission. The private sector individuals cannot do business with Shelby County 
Government. The mayor may also replace a Director with an Administrator or above from that 
Division. The Sheriff, Assessor, County Clerk, Register, Trustee, each Court Clerk and the 
Juvenile Court representative may be either that official or their Chief Administrator. The Chief 
Information Officer shall serve as an ex officio member. 

 

 
 

Article Four 

Executives and Sub-Committee Chairs 
 

The IT Steering Committee shall select a Chairman and Secretary to serve a term of one year 
and no member can serve more than one term in a four year period. 



Shelby County IT Bylaws and Policies for Governance 

Page 4 of 21 
21 

 

 

 

 
Section 1. Qualification.  Any member in good standing is eligible to serve as a Chairperson, 

Secretary or Sub-Committee Chair. 
 
Section 2.  Powers. The Chairperson shall lead the IT Steering Committee which shall be the 

governing body of the organization and shall manage, control, and direct the affairs of the 
organization. 

 
Section 3.  Compensation.  No member shall receive compensation for any service he or she 

may render to the organization.  Members may be reimbursed for actual expenses incurred in 
the performance of their duties. 

 
Section 4. Officers. Officers shall be elected at the last general business meeting at the end of 

each calendar year and will take office at the beginning of the first of the new year.  The 
nominating committee will name a slate of officers and the floor will also be open for 
nominations. The officers will be elected by simple majority of the membership present. The 
officers and their respective duties are as follows: 

 
1)  The Chairperson shall: 

a)  Preside at the IT Steering Committee meetings and  Executive Committee meetings of 
the organization; 

b)  Resolve problems in the membership; 
c)  Perform any other specific duties as outlined in the bylaws of the organization. 
d)  Report, quarterly, to the Board of Commissioners identifying SLA achievement and cost 

reductions 
 
2)  The Vice-Chairperson shall: 

a)  Preside the IT Steering Committee meetings and Executive Committee meetings in the 
absence or inability of the Chairperson to serve; 

b)  Perform administrative functions delegated by the Chairperson; 
c)  Perform other specific duties as outlined in the bylaws of the organization. 

 
3)  The Secretary shall: 

a)  Report on any recommendations made by the IT Steering Committee 
b)  Maintain the records of the minutes, approved bylaws and any standing committee rules, 

current membership and committee listing; 
c)  Record all business transacted at each meeting of the association as well as meetings of 

any Executive Committee meetings in a prescribed format; 
d)  Maintain records of attendance of each member; 
e)  Conduct and report on all correspondence on behalf of the organization; 
f) Other specific duties as outlined in the bylaws of the organization. 

 
4)  A Sub-Committee Chair shall: 

a)  Preside at IT Sub-Committee meetings of the organization; 
b)  Resolve problems in the Sub-Committee membership; 
c)  Perform any other specific duties as outlined in the bylaws of the organization. 

 
5)  A Sub-Committee Secretary shall: 

a)  Report on any recommendations made by the Sub-Committee; 
b)  Maintain the records of the Sub-Committee minutes, current membership and sub- 

committee listing; 
c)  Record all business transacted at each meeting of the sub-committee; 
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d)  Maintain records of attendance of each sub-committee member; 
e)  Conduct and report on all correspondence on behalf of the sub-committee; 
f) Other specific duties as outlined in the bylaws of the organization. 

 
6)  The Chief Information Officer shall: 

a)  Act in an advisory, non-voting capacity to the IT Steering Committee; 
b)  Report, quarterly, to the Board of Commissioners identifying SLA achievement and cost 

reductions; 
c)  Provide guidance to the IT Steering Committee regarding IT best practices; 
d)  Assist the IT Steering Committee to align individual objectives and programs to 

enterprise objectives and strategies; 
e)  Assist in developing IT policies, standards and procedures for the Shelby County 

enterprise; 
f) Assist the IT Steering Committee to unite IT processes across the Shelby County 

enterprise. 

 
Section 5. Term.  Each elected officer shall serve a term of one (1) year or until a successor 

has been duly elected or appointed. Term shall be the calendar year – beginning January 1st 
and ending December 31st. No member can serve more than one term in a four year period. 

 
Section 6.  Meetings. The Chairperson shall provide for by resolution the time and place for the 

holding of at least one annual meeting of the IT Steering Committee, and of the additional 
regular meetings of the IT Steering Committee, without other notice than such resolution. 

 
Section 7.  Notice.  Notice of any special meeting of the IT Steering Committee shall be given at 

least two days previously thereto by oral or written notice delivered personally or sent by email 
to each member at his or her business address. Any member may waive notice of any 
meeting, and the attendance of a member at any meeting shall constitute a waiver or notice of 
such meeting. Generally, meetings will be posted on the Shelby County’s Web site on the IT 
Steering Committee’s web page. 

 
Section 8. Quorum.  A majority of the IT Steering Committee present at a meeting shall 

constitute a quorum for the transaction of business. The Steering Committee may vote to 
adjourn a meeting without transacting business, if it is determined that a vote would not 
represent the majority of members of the committee. The act of the majority of the members 
present at a meeting shall be the act of the IT Steering Committee. 

 
Section 9.  Voting.  Each member, as described in Article Three, Sections 1 and 2 of these 

Bylaws, shall have the right to cast one vote at any matter at any particular meeting. The 
decision of a majority of the voting members present at a meeting at which a quorum is 
established will be binding on the organization, unless provisions of these Bylaws require 
greater vote. 

 
Section 10.  Proxy.  No voting by proxy will be allowed. 

 

Section 11. Removal of an Officer  If an officer does not fulfill duties required as described in 
this Article, that officer will be notified in writing of the meeting at which removal from office will 
be discussed and voted upon. At that meeting, the officer may present statements to the 
Steering Committee in an effort to retain the position. Removal will occur if so voted by 
majority of the Committee members present at the meeting. 
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Section 12. Special Elections  If an officer is either required to step down or has resigned, the 
Nominating Committee shall follow the process described in Article Six, Section 1. The elected 
officer shall serve out the term of the original officer. If the newly elected officer has filled a 
position for less than one half of the original officer’s term then that officer will continue to be 
eligible to serve an additional full term. 

 
Article Five 

General Provisions 
 

Section 1.  Fiscal Year. The fiscal year of this organization shall follow the fiscal year of Shelby 
County Government. 

 
Section 2. Participation. All County divisions and Elected Officials shall participate on the IT 

Steering Committee and significant initiatives shall be reviewed in light of the 
recommendations made by the Sparks Bureau of Business and Economic Research and 
endorsed by the Board of Commissioners (Appendices 002 and 003) by using the following 
priorities: 

 
 Mandated requirements 

 Enhance Security 

 Improve internal controls, operational standards and organization accountability 
 Reduce costs and/or enhance revenue when applicable 

 Improve service quality and efficiency 
 Ensure a current and supportable application and technology infrastructure 

 
Section 3. Use of Information Technology Services. The consolidation of IT led by a CIO, key IT 

leaders and a stronger relationship model with elected officials and administration was the first 
recommendation of Sparks Bureau of Business and Economic Research. Based on the 
resolution passed by the Board of Commission (Appendix 004), all areas under the Mayor’s 
Administration will consolidate under Information Technology Services. All County elected 
officials who chose to may also use Information Technology Services. 

 
Article Six 

Sub-Committees 
 
Section 1.  Nominating Sub-Committee.  Meet to receive nominations for the elected offices of 

the organization and to prepare a slate of nominees and a ballot for the election of officers. 
The committee shall be made up of the Chairperson, Vice-Chairperson and one at-large 
person nominated and elected by the IT Steering Committee. 

 
Section 2.  Executive Sub-Committee.  Meet to review projects on behalf of the IT Steering 

committee on issues when timing is critical to the continuance of a project. The committee is 
composed of the Chairman, Vice-Chairman, Immediate Past Chairman, Secretary and CIO. 
This committee shall provide ideas, guidance and leadership to the organization. The 
committee may approve O & M expenses not in the CIP budget that must be submitted to the 
Shelby County Commission for approval when timing is critical to the continuance of the 
project. All other projects will be referred to the Project Approval Committee.  The “Guideline 
for Overall Project Approval and Implementation” (Guideline 001) will be used to evaluate all 
projects requiring Shelby County Commission approval. 
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The Executive Sub-Committee is responsible for: 

 Keeping the IT Steering Committee informed of current best practices in IT governance 

 Reviewing IT governance trends for their applicability to the IT Steering Committee 

 Updating the IT Steering Committee's IT Governance policies and procedures. 

 
Section 3.  Project Review Sub-Committee.  Meet to review IT oriented expenses requiring 

Shelby County Commission approval, both Capital Improvement Projects (CIP) and any other 
project that must be submitted to the Shelby County Commission. This committee will 
determine project feasibility and make recommendations regarding the viability of a project 
and the priorities of projects to the IT Steering Committee for its approval.  The committee is 
to be made up of Chairman and a Secretary. No Sub-committee member shall have a request 
for a CIP in that year. If the Chairman has a CIP to be reviewed, he or she cannot evaluate 
the requests but can still preside over the meetings. Projects may be requested to be 
reviewed throughout the year as determined by the Sub-Committee Chair. When timing is 
critical, the chair will determine the feasibility of calling an evaluation meeting or, with the 
concurrence of the CIO, will refer the project to the Executive Committee for evaluation. 

 
Section 4. Judicial Technology Subcommittee. The goal of this subcommittee is to provide 

guidance, share knowledge and resources to facilitate IT coordination among the Courts 
of Shelby County Government. The committee is composed of a Chairperson and a 
Secretary and all members and nonmembers of the IT Steering Committee who have an 
interest in the Courts and who are willing and able to contribute to the subcommittee’s 
mission. 

 
Section 5. PCI Compliance Sub-Committee. The goal of this subcommittee is to provide 
guidance, share knowledge and resources to facilitate and maintain PCI compliance in Shelby 
County Government. The committee is composed of a Chairperson and a Secretary and all 
members and nonmembers of the IT Steering Committee who are impacted by PCI compliance 
and who are willing and able to contribute to the committee’s mission. 

 

 
 
Section 6. GIS Sub-Committee. The GIS Subcommittee is responsible for coordinating the efforts 

of all Committee members in the development and distribution of GIS related data and 
applications as defined by the needs of Shelby County Government. In addition, the Sub- 
Committee will provide recommendations to representatives of ReGIS regarding County and 
region wide GIS standards, data use policies, and shared applications. The committee is to be 

made up of Chairman, and a Secretary and all members and nonmembers of the IT Steering 
Committee who are willing and able to contribute to Shelby County’s GIS goals. In addition, 
the Director of ReGIS shall be present at the meeting to act as an advisor. 

 
Section 7. Temporary Sub-Committees. As the need arises, temporary sub-committees may be 

created at the will of the IT Steering Committee. These committees will serve a specific 
purpose and will last until the purpose has been completed. Makeup of these committees will 
be decided by the IT Steering Committee majority and will be determined by the requirements 
of the task. 
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Article Seven 

Amendments 
 

Section 1.  Amendments to Bylaws.  These Bylaws may be altered, amended, or repealed and 
new Bylaws may be adopted by a majority of the IT Steering Committee, provided that such 
alterations, amendments, or proposed substitute Bylaws have been read or distributed to all 
members present at the previous regular meeting or such action may be made at a special 
meeting held at least ten days after the regular meeting at which the reading or distribution 
was made. 

 
Section 2. Guidelines and Amendments to Guidelines.  Guidelines to govern specific 

procedures or processes of the IT Steering Committee or its Sub-Committees may be added 
as Guidelines to this document. These Guidelines may be altered, amended, or repealed and 
new Guidelines may be adopted by a majority of the IT Steering Committee, provided that 
such alterations, amendments, or proposed substitute Guidelines have been read or 
distributed to all members present at the previous regular meeting or such action may be 
made at a special meeting held at least ten days after the regular meeting at which the 
reading or distribution was made. Guidelines will be added and numbered in the order they 
were first submitted, even if changes are introduced later. 

 
Section 3.  Reference documents.  Reference documents that note how and why the Bylaws, 

Amendments or Guidelines have been created by the IT Steering Committee or its Sub- 
Committees may be added as Appendices to this document. These documents may be altered, 
amended, or repealed as new documents are adopted by a majority of the IT Steering 
Committee, provided that such alterations, amendments, or proposed substitute documents 
have been read or distributed to all members present at the previous regular meeting or such 
action may be made at a special meeting held at least ten days after the regular meeting at 
which the reading or distribution was made. Appendices will be added and numbered in the 
order they were first submitted, even if changes are introduced later. 
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