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0000 Introduction

The State Administrative Manual (SAM) is a compilation of policy statements concerning the internal
operations of State government. Policies are basedithorizingstatute or other approved regulatipns
although policies may be establishim the absence of specific statutes where particular guidance and
instructions are necessary for agencies to conduct busiffassmanual is published for use as a guide
in conducti ng ,taidendiviltahdemdneentsdoudvisions witkie Executive Branch

of state government may not establish policies that contradict or supersede the State Administrative
Manual, except where expressly outlined in this docunieepartments, divisions, agencies, or other
organizations of state governmetitat require more detailed information should reference the
applicable statutes that are cited following many of the policy statemefésence specific statutes
pertaining to the department, agency or officet contact theBudget Division of the Ga&r nor 0 s
Finance Office

This edition of SAM replaces all previous editions.

Questions or comments regarding SAM should be directed to:

Governorb6s Finance Office

Budget Division

209 E. Musser Street, Room 200

Carson City, NV 89704298

(775) 6840222

Jame R. Wel | s, Director, Governoro6s Finance Offi

0002 Purpose

The State Administrative Manual (SAM) presents to all State agencies a single reference source for
policies, procedures, regulations and information issued blebislature the Board of Examinersthe
Governor 6s F i Depantroeat of\fimiriscaéioand btheecontributing agencies.

0004 Jurisdiction

SAM is an official publication of th&ov er nor 6 s FRmdrsassued underf authocite of the
Governorand theBoard of Examiner{NRS 353.040 The Governorinstructs all State executive
agencies to complwith the provisions of this manual to promote economy and efficiency in the
government of the State of Nevada.

0006 Exceptions

Deviations from this manual are permitted only uppproval of the Board of Examiners tbe agency
requesting the exceptioxceptions approved for one agency may not be used by other agencies
without Board of Examinersd approval

Constitutional agencies with broad powers (e.g.NbBeada System of High&fducatior are expected
to follow these regulations when not in conflict with tbenstitution Nevada Revised StatutesBoard

of Regentstegulations.



http://leg.state.nv.us/
http://budget.nv.gov/Meetings/Board_of_Examiners/2017/BOE_Meetings/
http://admin.nv.gov/
http://gfo.nv.gov/
http://gov.nv.gov/
http://leg.state.nv.us/NRS/NRS-353.html#NRS353Sec040
http://gov.nv.gov/
http://system.nevada.edu/
http://leg.state.nv.us/Const/NVConst.html
http://leg.state.nv.us/NRS/Index.cfm
http://system.nevada.edu/Nshe/index.cfm/administration/board-of-regents/
http://system.nevada.edu/Nshe/index.cfm/administration/board-of-regents/

0100 Board of Exanmners Policies

0102 Placement of Items on the Agenda

Any Board of Examiners (BOE) member is entitled to place items on the agenda; and any Constitutional
Officer of the State of Nevada may request items to be placed on the agenda upon the Clerk of the
Boad 6s determination that the item is | egal and

0104 Agency Attendance and Notification

BOE agenda action item@tems precededby an asteriskon the agendayequire attendance by
appropriate agency staff goresent their itemgNRS 353.03h Agencies must also be prepared to
present information regardirigases, contracts, amMdasterService Agreements, which may be pulled

on a case by case bagky Board memberwho wishes to pull an agenda item for discussion, particularly
items generally taken on a consent basis such as leases, coamdd#asterService Agreements, shall

notify the Clerk of the Board prior to the BOE meeting of the items he/slhesvie be pulled for discussion.

The Clerk of the BOE ohis or herdesignee shall notify the appropriate agency of any agenda item(s) that
has been identified by a member of the Board as an item for discussion. Any agency with an item pulled for
discussia should have the appropriate staff member(s) present at the BOE meeting to respond to Board
Member sé6 questions.

The agency 1 s not required to attend the BOE
contracts MasterService Agreements, or fiormation items and they are not contacted by the Clerk of
the Board or hither designee regarding additional item(s) identified for discussion.

0106 Distribution of Meeting Materials

The Clerk of the Board must disseminate meeting materials to each mafntilbeBoard no less than 5
working days before the meeting unless notified by the Clerk or his designee.

0108 Sole Source Contracts

If a sole source contract is placed on the agenda, the contract materials provided to the Board members
must include thede source or norompetitive procurement approval requestgencies must attach
this in CETS in the tab marked AAddl . I nfoo an
I nfo (Prints on BOE Agenda) o area.

0110Retroactive Contracts

If an agencyhas submitted a retroactive contract for inclusion on the action item agenda, the agency
must attach a memorandum explaining why the contract should be approved retroactively. The
memorandum must be on agency letterhead and must be attached in CEEl@lmtiarked

nAddIl . Infoo and the memo should be attached ir
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0200 Travel

NRS281.160out |l i nes the Stateds statutes regarding t
and commission members, contractors, and employees, hereinafter referred to collectively as
Afempl oyeeso.

0204 Board of Examiners' Travel Policy

In accordance with NRR81.160(7)the Board of Examiners shall establish the rate of reimbursement
employees are entitled teceive while transacting public business. This rate must be the same as the
comparable rate established for employees of the Federal Goverrtoemver, certain State policies

may differ and supersede the established federal guidelines or polict hie Boar d of E x
policy that travel should be by the least expensive method available when such factors as total travel
time, salary ofemployee avaibbility of agency cars or Fleet Services Divisioars, and costs of
transportation are considered

NRS 281.160 (6allows an agency to adopt a rate of reimbursement less than the amounts specified in
NRS 281.160 (1yvhere unusual circumstances make that rate desirable. An agency adopting such rates,
must submit their proposed policy ttee Board of Examiners for approval. The lesser rates may not be
adopted until such approval.

A person employed by an agency that has adopted a lesser reimbursement rate shall be reimbursed il
accordance wpdidest he agency?o6s

Employees are eligibléor per diem, lodging and/or vehicle rental reimbursements only if they are 50
miles or more from their official work station, unless the Board of Examiners has approved a policy for
agiven departmerthat permits travel reimbursements within 50 milethefassigned duty station.

Advanced planning for travel will allow for the purchase of airline tickets at discounted rates.

0206Agency PolicesRegarding Travel

Because of the variety of situations faced by State agencies, it is important forgtatesto adopt
agencyspecific policies. The Board of Examiners instructs all agencies to carefully review travel
requirements and to adopt detailed policies <co
within the legislatively approved tralvbudget authority. These policies shoattiressbutmay not be

limited to, the following situations

=

The hours and conditions during which an employee will be allowed to claim meals;
Overnight lodging, vehicles and per diem allowances within fifty @®@gs principal duty
station, if approved by the Board of Examiners;

Combining State business and personal travel

Outof-State travel requests

Employees traveling as members of rsbate agencies

Use of private aircraft

N

o0k W
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7. The conditions under which ameloyee will be allowed to claim mileage while using the
empl oy e e 6vehiclp;ands o n al

8. If approved by the Board of Examiners, the conditions under which an employee will be allowed
to claim reimbursement for lodging, meals and incidentals while canipsnde or outside of
established campgrounds while on official State business.

0208Agency Accountingfor Travel Expenses

All travel expenses of State employees will be charged to the budget account specifically appropriated
or authorized to provide fohé employees' salary and/or travel expenBes.director of the epartment
paying for the traveinust approve exceptionsthis rule in advance of the travel

0210Travel Status

Employeesn travel status shall receive reimburseminait matcheshe rates established by thé.S.

General Serviceadministration GSA) for thee mp | o prienary destination. Maximum per diem
reimbursement rates for lodging, measd incidental expenses are established by city/county and vary
by season. State employe®s e di rect ed t dittpt/dsaegov&siSA O s hawebs nke i
Rat esder t he -flolwn mene tbazatethe mopt current rates. Employees may receive
reimbursement for breakfasts evdrough continental breakfasts are provided. Emplowed not

claim full meals furnished to them during a confereneeeting or other work functiornon their
reimbursement request

For outof-state travel, employees are required to submit a Travel Refpeapproval prior to making
any travel arrangements.

Upon approval of theepartmenhead, agencies may make exceptions to the rate of reimbursement for
lodging when the following applies:

1. Lodging is procured at a prearranged place such as awiweet a meeting, conference
or training session is heldr

2. Costs have escalated because of special events; lodging within prescribed allowances
cannot be obtained nearby; and costs to commute to/from the nearby location exceed the
cost savings from occupyy less expensive lodging.

3. If the condition(s) above exist, agencies may apply the following rules to the rate of
reimbursement for

In-State Travel
1. 150% of the standard Continental United States (CONUS) federal peratiem
for nonsurveyed sites, or

Out-of-State Travel
1. 175% of the federal per diem rate for surveyedajtstatesites or
2. 300% of the standard CONUS federal per diem rate for sumveyed oubf-state
sites
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0212Air Transportation between Las Vegas and Reno

State agencies travelly between Reno and Las Vegas are to use the Southwest Airlines corporate
Internet booking toolSWABIZ. State agencies can obtain information about SWABIZ from the State
Purchasing Di atihtypi/purchi@asng.nv.gob/ Duet te the fluid nature of the travel
industry, changes to the Stateds tr avAdAgenoy ogr a
Memoranda, as well as postingsthe State Purchasing Disii on6s websit e.

0214 Bonus Flight Points

Most commercial airlinesnaintain customer loyalty programs whiahow for the accumulation of free
bonus flight points to travelers based on miles flowtheramount of the fargs an inducement to travel

with that airline. Any bonuflight pointsor other rewardseceived by State agencies or State employees
as a result of Stageaid air travel shall, whenever possible, be used by the agency to meet State travel
needs.

0216Use of Rental Cars

The Fleet Service®ivision must be used faall in-statemotor vehicletravelwhen an agency car is not
available.Employeesshould not independently rent vehicles forstate useinstead, theynustutilize

the Fleet Services DivisionWhen tavding outof-state rentd cars are to berented from the State
contracted companies Vi sit the Purchasing Divisionds webs
guidelines on how to access these contracts. When renting from these companies, it is not necessary t
purchase dision damage waivers, as these protections are already included in the negotiated overriding
agreement. Should an employee be required to rent a vehicle outside of these agreements, he/she shoul
if possible, rent the vehicle using the Stsp@nsorecdredit card, which provides coverage for physical
damage to the rented car.

0218Travel Reimbursement

All claims for travel reimbursement to an individual should be filed anTravel Expense
Reimbursement Claim(TE) form, as developed by each departmeRE forms may not contain claims

for expenses associated with travelers other than the traveler indicated on the form, even if the traveler
paid for the ot hAkareadof tleeviE formm mgstbe eompetetisdeng .

start and end timesf journey;
destination

purpose of trip

official station;and
authenticatedignatures

arwnE

If applicable, hotel bills noting the employee name, date(s) of stay, and breakdown of costsaly day
required for all lodging expensed. lodging was paid forthrough a travel website(Expedia,
Travelocity, etc.) the travel website receipt shall accompany the hotel bill.addition to the
reimbursable lodging rates, employees may be reimbursed for lodging taxes and fees. Lodging taxes are

7
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limited to the taxe®sn reimbursable lodging costs. For example, if the maximum lodging rate is $50 per
night, andthe travelerelect to stay at a hotel that costs $100 per nigig, travelercan only claim the

amount of taxes on $50 which is the maximum authorized lodgimgunt. Meals will be reimbursed in
accordance with the meals and incidental expense (M&IE) allowance for the primary destination.
Receipts are not required for the M&IE allowance. Pursuant to SAM, @28&ours and conditions to

which employees are allad to claim mealswustb e i ncl uded within each ag:

Employees mabpe reimbursed for the following:

1. Actual expenses incurred for parking or vehicle storage fees for private automobiles and
commercial transportation costs (i.e., taxittle, etc.). Receipts are required.

2. Other miscellaneous reimbursable business related expecheting use of nternet services
computersand other business machinespnference room rentalsand official telephone
calls/service.Receipts are requd.

3. Laundry <cleaning/ pressing services if the en
(4) consecutive nights or longeReceipts are required.

4. A meal rate approved byé Board of Examiners for employees traveling outside the United
States , commensurate with the U.S. Depart ment
|l isted in the U.S. Depart ment of Stateds pu
Foreign Areas. The current foreign per diem rates can be accessedJUab tHeepartment of
Statebs website

5. Using higherown per sonal vehicl e ,(fabthe stahdard rBileagd e 0 s
reimbursement rate for which a deduction is allowed for travel for federal income tax. The
Governor os F iBundget ®igisionOdhdlliissiee a All Agency Memorandum
periodically reflecting the current rate in effect at that time.

6. Using higherown persoal vehicle forhis/her ownconvenience at oAealf the standard mileage
reimbursement rate.

7. Using his/her own personal vehicle for any miles driven in excess of his/her normal commute
while on official State busi nes sundtripAmileagemp | o
bet ween the employeeds residence and his/ her

8. The standard credit card fee for cash advance transactions is reimbursable by the State to the
employee for every authorized advance obtained through the use of an A&ld.eXpense
should be treated for budgeting purposes as any other travel expense, and should be limited to
one (1) per authorized trip.

9. Additional bank ATM facility charges relating to obtaining an authorized advance from an ATM
are also reimbursable byehState to the employee, and should be limited to one (1) per
authorized trip.

10.Interest charges incurred due to delays beyond the control of the traveler will be travel expenses
rei mbursable by the employeeds agency.

The claimamh s s i g n at u rneattessrio the hoeuradytof tHe @laim. A supervisor, manager, or
designee must sign the TE form approving the appropriateness of the travel. Travelnoleinhe
submitted within one month of completion of travel unless prohibited by exceptional diacimesAn
employee cannot sign as the authorizing signaiarany travel voucher made out in Misrown name
unlessthat employees the head of the agenc.| | TE forms must be retair
agency or fiscal agency if electronic acsimile copies are used for payment purposes pursuant to SAM
2616 (Supporting Documentation for Expenditures).
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Alternate documentation and/or procedures which provide at least the level of control described in this
section are acceptable, but the documentt on must be specified in the
For the purposes of this chapter, a fiscal agency is an organization that performs accounting transactions
and budgeting functions for a given department, division, agency, or office withiexdcutive Branch

of State government.

0220 Reimbursements for Meals Purchased for Firefighters,
Patients, Wards, or Inmates

The Nevada Division of Forestry, when providing firefighters mealsNieE 472.110 may request
reimbursement forrips that are directly related to the provision of fire meals for firefighters when the
cost of the meal in total is less than or equal to the State per diem rate.

State officers or employees whaourphase meals for people in their custody are entitled to
reimbursement for the actual cost of such meals, within the limits established for State employees. A
receipt for each meal purchased must accompany claims for reimbursement. If a State agerazy sends
unchaperoned or unguarded client to an institution for treatment or care by public conveyance, an
employee of the agency may advance an allowance for meals at the same rate allowed State employee:
Reimbursement for such advance shall be made upgukardravel claim, with the receipt waived.

Agencies may, with the approval of the Clerk of the Board of Examiners, which islappe@® the

Board of Examiners, set up petty cash accounts to reimburse employees for meals purchased for
firefighters, patnts, wards or inmateé. receipt for each meal purchased must accompany claims for
reimbursement to the petty cash account.

0222Travel Advances from the Agency Budget Account

In the event an advance is not available through the use of thesBtatsord creditcard, a State
employee may be advanced money to cover anticipated travel expenses from the agency budget accour
at the discretion of the agency or, in the case of a temporary bedgettion, the Budget Director

Only State officers and emplees may receive a travel advance. Independent contractors are not
eligible to receive travel advances. The agency head, firehidesignee, must approve employees'
written requests. The amount advanced must be justified by the circumstances. Traveksadvan
constitute a lien upon the accrued wages of the requesting emplNR2281.172281.173

The procedure for obtaining a travel advance througlagbecy budget is:

1. If the administrative head or Wer designee approves the requésg ageng shall process a
voucher for a cash advance for travel in the approved amount in the same manner as other claims
against the State are processed.

2. Unless approved by the Budget Division in advance, all cash advances for travel issued by the
administrativehead or his designee must be charged to the budget account to which money was
appropriated or authorized for expenditure for the travel.
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3. If the administrative head or Werdesignee cannot process a cash advance for travel because of
a temporary budgetestriction, the administrative head may, with the approval of the Budget
Division, forward a copy of the request and approval to the State Treasurer.

4. The administrative head or Hierdesignee must reconcile cash advances to actual travel taken.

0224 State Sponsored Credit Cards for Official Travel Only

The State Department of Administration has contracted with a provider of credit card services for travel
related expense3he State sponsored credit card is for official State travel ditig. credit ceds are for
official use only, and they should only be used to pay for travel related expEnggleyees must contact

their agencyb6s designated Travel Card Administra
card bill is the responsibilitgf the individual to whom the card is issued and payment in full is due monthly.
It is the State agencybés responsibility to moni

Information regarding the State sponsored credit card program canrbelfouon t he Pur chasi
website under thg @dit Card Prograngd i nk wi t hin the fiState Contract ¢

0226Claims and PaymentsWhen Credit Cards Have Been Used

When an employee who has useStatesponsored crediard for State travel expenses submits a claim

for reimbursable expenses, all agenciasst process the clainimely to preclude the employee from
incurring an interest charge on tbeeditcard accont. Claimsmustbe filed by the traveler within five
days after returning from travel status. The e
days to process the claim.

Whenever an employee usesState sponsoredredit card br authorizedcashadvancesandbr travel
expenses and the receipt of/hex travel reimbursement may be delayed more than five working days
after the date of the initial submission of the travel reimbursement claim, the administrative head or
his’herdesigneemayissue tathe employee, for payment to the issuer at tmedit card, a cash advance

in the amount of the total travel expenses charged oBttiesponsored creddard.

Payment of the credit card bill is the responsibility of the employee to whom the aetlihas been
issued and payment is due in full monthly. If a State sponsored credit card bill is not paidNiR@ly,
281.174%authorizes the State to withhold from anempléyse paycheck t he amount
delinquent balance.

0228 Disposition of State Sponsored Credit Cards upon
Employeed s Change of Empl oyment St a

When an employee who has been issued a credit card for official State travel expenses tramsfers to
different agency orleaves Stat s er vi c e, t h eTraeehQald Admaist@atsshalisgspend y

the card withinb daysand cancel the card after the current statement.cytke employee is moving

to a new agency, rather than leaving Stateise altogetherti i s at the discretion
agency to determine if a travel card will be required in their new position.
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0230Travel & Moving Expenses on Transfer or Hir e of Employee

NRS 281.16def i nes the Stateds minimum requirements
moving expensewith regard to thdransfer or hie of State employees. All gaests for payment of

travel expenses, subsistence allowances and moving expenses must be submitted to the Clerk of the
Board of Examiners before obligations are incurred. An estimate of costs to be incurred must be
provided with the request and include flollowing, at aninimum:

1. Alisting of the individuals) being considered for reimbursement
2. An explanation oflte purpose of the reimbursement including
i. For new hires:
1. An explanation detailing the position's critical need and why this need
cannot ¢herwise be filled.
ii. For transfers, one of two criteria must be met:
1. An explanation of how the transfer is for the convenience of the State and
not for he convenience of the employee; or
2. An explanation of the critical need being met by the transfer, imguah
explanation of why this need cannot otherwise be filled.
3. The dates the obligations will be incurred
4. A detailed estimate of the total expenses including an itemization of travel costs, per diem rates
and moving expenses.

Upon approval by the Clerk the Board, claims are submitted for payment in the same manner as other
travel claims against the State from the agency's funds and must include a copy of the approved request
Receipts must support all moving expense reimbursements. Agencies must teasuitends are
available within their existing budgets.

0232Reimbursement Eligibility
To be eligible for reimbursement, the following conditions must be met:

1. The transferring or hiring agency head must approve moving reimbursementhe case of a
permanent employee who is transferring between State agencies, the head of the agency, boarc
or commission accepting the employee.

2. The payment of moving expenses must be justifient. transfers,timust be less expensive for
the agency to pay moving expessthan to pay the employee per diem and travel expenses for
new duty station assignments of short duration.

3. The relocation must occur within six months of transfer or appointment.

4. Except for people newly hired due to critical need, the employee musabarwed permanent
status within the agengcthus being permanent to the agency rather than permanent in position
classification.

5. Where citing ficonvenience of the Stateo as |
0238, the agency must sholat he transfeiis for the convenience of the State and not for the
convenience of the individual.

6. The move must be for more than fif$0) miles between duty station or home address,
whichever is less.

11
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7. Subject to all other conditions of eligibility, tifétate may, on behalf of those current State
employees with demonstrated financial hardship, pay a vendor directly for moving expenses
incurred. For example, the State may pay the common carrier directly for moving of household
goods in lieu of reimburseant to the employee. All requests for a direct payment to a vendor
shall be submitted as part of the request for payment to the Clerk of the Board of Examiners
before obligations are incurred.

8. Departments must have policies related to allowances for gdvnosehold goods by common
carrier, rental truck or trailer, and mobile home.

9. An agency may, with the approval of the Board of Examiners, establish a rate of reimbursement
less than the amounts specifiad248 and 0250 for per diem and mileage for mgvi

0234Per Diem and Subsistence Allowances for Moving

Allowable per diem and subsistence allowances:

1. Per Diem will be paid for the actual days in transit not to exceg@ptays. The employee may
elect to utilize a portion of the total day allocatitmnlocate suitable housing before the move,
with prior approval from the agency head.

Per Diem and mileage rates allowable for location of housing will only apply to the employee
and spouse and will be reimbursed at the establish8thie rates.

2. Allowable per diem shall be equal to regular travel status for the employee and family members.
3. Allowable lodging will be approved as follows:

a. For the employee: Established$tate rateper the GSA schedule.

b. For the spouse: Thrdeurths(3/4) of the amount &wed the employee up to the actual.

c. For each additional member of the family: Age twelve or over, three fo(8thsd the
employee allowance up to the actual; under age twelvehalhél/2) of the employee
allowance up to the actual.

4. Receipts are regred for lodging if the family accompanies the employee.

0236Mileage Allowancefor Moving

In addition to the allowances for moving household goods, an agency may pagypersonal vehicle
mileage from the old to the new place of residence for a mamiofuwo personal vehicles. The actual
miles travelled are reimbursable at the rate
convenience

0238Interview Expenses

NRS 281.16%llows an agency to pay for the travel and per diem expenses of the three most highly
rated applicants, for a permanent position with that agency, incurred while those applicants ifberview
that position. All requests for travel and per diem expenses must be submitted to the Clerk of the Board
of Examiners before obligations are incurred. An estimate of the costs to be incurred must be included
with the request and include:

12
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1. Alist of theindividual(s) being considered for reimbursement;
2. The purpose of the reimbursement;
3. The dates the obligations will be incurred; and
4. A detailed estimate of the total expenses including an itemization of travel costs and per diem
rates.
Upon Board of Examimes 6 approval, claims are submitted f

travel claims and must include a copy of the approved request. Agenciegmsustthat funds are
available within their existingudgets

No reimbursement may be made to an agapit who has been offered the position and declined

13



0300 Cooperative Agreements and Contracts

0302 Cooperative Agreements/Interlocal Contracts

Cooperative Agreements and Interlocal Contracts are conbreivteen public agencies to pide
services ordcilities to one another or to the public in accordance with the "Interlocal Cooperation Act."
(NRS 277.080 to 277.180

0304 Definitions of Public Agency

Public Agencymeans:

1. Any political subdivision of this State, including without limitation, counties, incorporated cities
and towns including Carson City, unincorporated towns, school districts and other districts.

2. Any agency othis State or of the United States.

3. Any political subdivision of another State.

4. Any Indian tribe, group of tribes, organized segment of a tribe or any organization representing
two or more such entities.

Stateincludes any of the United States and theriisof Columbia.

0306 Cooperative Agreements

A cooperative agreement is an agreement between two or more public agencies for the "joint exercise of
powers, privileges and authority," including, but not limited to law enforcenf¢RS (277.080 to
277.170Q

0308 Contentsof Agreements

1. Any agreement made pursuaniNBS 277.11@hat establishes a separate legal or administrative
entity to conduct the joint or cooperative undertaking shall specify:

a. The precise organization, composition and nature df satty and the powers delegated
thereto.
The duration of the agreement.
The purpose of the agreement.
The manner of financing such undertaking and of establishing and maintaining a budget.
The method or methods to be employed in accomplishing the martamplete
termination of the agreement and for disposing of property upon such partial or complete
termination.

f. Any other necessary or proper matters.
2. Any agreement so made which does not establish such an entity shall contain:

a. The provisions enumeraten paragraphs B to F, inclusive, of subsection 1.

cooo
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b. Provision for an administrator or joint board responsible for administering the
undertaking. In the case of a joint board, public agencies that are parties to the agreement
shall be represented.

c. The manneof acquiring, holding and disposing of real and personal property used in
such undertaking. Any agreement must be in writing.

0310 Approval of Cooperative Agreements

1. Cooperative agreements become effective only upon:

a. Ratification by appropriate officiaction of the governing body of each party to the
contract as a condition precedent to its entry into force. Cooperative agreements ranging
in cost from zero to $1,999 require approval of the agency head; cooperative agreements
ranging in cost from $2,@0to $19,999 require the approval of the Clerk of the Board of
Examiners, or designee, on behalf of the Board of Examiners; and cooperative
agreements totalingg®,000 or more require the approval of the Board of Examiners; and

b. Ratification by appropriaterdinance, resolution or otherwise by law on the part of the
governing bodies of the participating public agencies.

2. Cooperative agreements shall be submitted to the Attorney General before becoming effective
for determination of proper form and compatigilvith the laws of this State. If the Attorney
General does not disapprove an agreement within 30 days after its submission, the failure to
disapprove constitutes approval.

3. Cooperative agreements must be recorded with the county recorder of each cadnith ia
participating political subdivision of this State is located, and filed with the Secretary of State.

4. Cooperative agreements dealing in whole or in part with services or facilities over which an
officer or agency of this State has control mustuimstted to that State officer or agency for
approval or disapproval as to all matters within his/her or its jurisdiction before the agreement's
entry into force. This requirement is in addition to the requirement of submission and approval
by the AttorneyGeneral.

A Contract Summary Form must accompany all cooperative agreements submitted for review and
approval.

0312 Administrative Support of Cooperative Agreements

Any public agency that has entered into a cooperative agreement may support the ative fistria
board or other legal or administrative entity created pursudR® 277.080 to 277.1740 any one or
more of thefollowing ways:

1. By appropriating funds;
2. By selling, leasing, giving or otherwise supplying property; or
3. By providing such personnel or services as may be within its legal power to furnish.
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0314 Interlocal Contracts

Any one or more public agencies maytract with any one or more other public agencies to perform
any governmental service, activity or undertaking which any of its public agencies is authorized by law

to perform. NRS 277.18D

Interlocal contracts are distinguished from cooperative agreements in that cooperative agreements are
for the "joint exercise of powers, privileges and authority" by public agencies arlddateontracts
are agreements by public agencies to "obtain a service" from another public agency.

Agencies are advised to work closely with the Attorney General to ensure compliance with the statutes
governing any cooperative agreement or interlocalraohentered into pursuanttRS 277.080
through 277.180

0316 Approval of Interlocal Contracts

If an agency of this State & party to the interlocal contract, the interlocal contract must be approved by
the Attorney General as to form and compliance with law.

Interlocal contracts must be ratified by appropriate official action of the governing body of each party to
the contact as a condition precedent to its entry into force. Interlocal contracts ranging in cost from zero
to $1,999 require approval of the agency head; interlocal contracts ranging in cost from $2,000 to
$49,999 require the approval of the Clerk of the BodrExaminers, or designee, on behalf of the

Board of Examiners; interlocal contracts totaliri® ®00 or more require the approval of the Board of
Examiners.

A Contract Summary Form must accompany all interlocal contracts submitted for review and approval.

0318 Board of Examinerso Requir

All State agencies are required to file one copy of any approved cooperative agreement or interlocal
contract with the Clerk of the Board of Examiners.

The approval of the Board of Examiners and the Office of themaioGeneral is required on
cooperative agreements and interlocal contracts pursuant to SAM s@&idrend0316

0320 Independent Contractors

1. The determination as to whether an individual performing services for the State should be treated
as an indep&lent contractor or as a State employee is an important one. That determination can
affect the individual's status in several regards, including:

a. His/Her treatment by the Internal Revenue Service for tax and Social Security
withholding purposes;

b. His/Her reatment by the U.S. Department of Labor for purposes of overtime calculation
under the Fair Labor Standards Act;
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2.

4.

5.

c. Hi s/ Her treatment by the insurance compan
coverage relative to coverage forthre-job injury; however, ithe contractor qualifies as
a sole proprietor as defined MRS Chapter 616A.31@&nd has elected not to purchase
industrial insurance for himself/herself, the sole proprietor must submit to the contracting
State agency a signed and notarized affidavit so stating.

d. His/Her treatment by the Employment Security Department in the determination of
unemployment benefits; and

e. His/Her treatment by the courts in determining possible liability to the State of Nevada
for his actions.

The following is the definition o&n independent contractor

"An independent contractor is a natural person, firm or corporation who agrees to perform
savices for a fixed price according to his/her or its own methods and without subjection to the
supervision or control of the other contracting party, except as to the results of the work, and not
as to the means by which the services are accomplished."

There are several additional factors that should be balanced to determine whether the State, as an
employer, has such control over the worker so as to render the relationship one of employment
rather than that of independent contract.
a. The following factorsndicate the creation of an employ@nployee relationship rather
than that of an independent contractor:
I.  The lack of any completion date, time limit or unit of work designation;
ii.  The employer's right to hire and fire the person holding the contract;
iii.  The pgment of a regular salary;
iv.  The delegation to the contractor of administrative powers over employees; and/or
v. The level of control over the means and manner of accomplishment of the work.
b. A person is not an independent contractor simply because theregseamant
designating him/her as such or because the employer permits him/her considerable
discretion and freedom of action. If a person performs services subject to the will and
control of the employer, that person is an employee and his/her salary mesfrom
the salary category.
Agencies unsure whether or not an emplegew®wloyer relationship exists in a potential contract
should request the assigned Deputy Attorney General to review the contract for compliance with
the provisions oNRS. An independet contractor is not provided the following:
a. Withholding of income taxes or Social Security by the State;
b. Participation in group insurance plans which may be available to employees of the State;
c. Participation or contributions by either the independentraotor or the State to the
PublicEmployee' Retirement System;
d. Accumulation of vacation or sick leave; or
e. Coverage for unemployment compensation provided by the State.
Agencies contemplating the use of State employees as independent contractors maugt adhe
the following conditions:
a. Contracts with State employees must meet the criteria for independent contractors
outlined above.
b. All State permanent employees must devote full time attention and effort to State
employment during official duty hours andtrio contractual obligationSNAC 284.766
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c. A State employee shall not enter into a contract with the State in any capatityaly be
construed as an extension of his/her assigned duties or responsibilities to thd/State (
284.754.

d. Contracts withpublic officers or employees are prohibited in instances in which the
officer or employee "has a pecuniary interetiRE 281227)

e. A member of any board, commission or similar body engaged in the profession
occupation or business regulated by such board or commission and faculty members of
the Nevada System of Higher Education, may bid on or enter into a contract with any
govenmental agency if he is not part of the development of contract plans or
specifications, and if he/she is not personally involved in opening, considering or
accepting offers.NRS 28)

f. A public officer or employee may bid or enter into a contract with any governmental
agency if the contracting process is governed by rules of open competitive bidding, the
sources of supply are limited, and if he/she is notguet$y involved in opening,
considering or accepting offer&lRS 281

g. An employee may be disciplined for a violationNoAC 284.738 "Conflicting
Activities." An appointing authority has the power under the regulations to define which
activities are in conflict with functions of agency. NAC 284.650

h. State employees employed by one agency may lawfully work on contract for another
State agency while cemnual leave from the first agency.

I.  Agencies contracting with State employees must provide a written justification as
to why this individual was selected and a written description of the proposed work
and the employee's normal job duties so the Boardnede a determination as to
whether or not the contract can be construed "as an extension of assigned job
duties."” The Board's favorable consideration of such requests would be assisted if
the contract service and regular employment of the contractor béififefient
agencies, or will be under the supervision of different individuals.

. Travel expenses, per diem and other expenses may be paid to an independent contractor if

provided for in the contract and must conform to the procedures and rates alloG&tdor

officers and employees. It is the policy of the Board of Examiners to restrict contractors to the

same rates and procedures allowed State employees.

. While proposed independent contracts are reviewed by the Attorney General as to form under

NRSthatreview is only as to the terms of the relationship that appear in the writing presented for

review. If the actual relationship between the worker and the State later changes and does not

comport with that writing, such as if the State subsequently progfties space, secretarial

help or requires the worker to report to a supervisor, the nature of the agreement may well

become one of employment and not contract. For this reason, it is important for agency heads to

monitor the actual work relationships adrpons hired pursuant MRS to ensure that an

independent contract relationship is truly present under the above refeseanudards. If there is

some doubt as to that relationship, consult your assigned deputy attorney general.

If the services of an independent contractor are contracted to represent an agency of the State in

any proceeding in any court, the contract mustiregbe independent contractor to identify in

all pleadings the specific State agency that he/she is representing.

. Any person, firm or corporation who performs work under any contract with the State must

furnish the State agency with a certificate of tigurer or other evidence certifying that the

contractor has complied with the provisions of law regarding providing workers compensation

coverage. NRS Chapte8d 6Ato 616D, inclusive. 616B, 6160
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0321 Warranties for All Contracts

It is the Board of Examiners recommendation that, in the negotiations of all contracts, warranties as set
forth in the model cont form approved by the Attorney General, remain as stipulated unless
negotiated with the assistance of and approved by thevaggy 6 s Deputy Attorney G

0322 Independent Contract Review

1. Contracts must be ratified by appropriate official action ofginerning body of each party to
the contract as a condition precedent to its entry into force. Contradxs $2,000equire the
approval of the agency head or designee; contracts ranging in cost from $2)866rt850,000
require the approval of thel€®k of the Board of Examiners (BOE), or designee, on behalf of the
BOE; and contracts totalind®,000 or more require the approval of the Board of Examiners. All
revenuegenerating contracts require approval limits consistent with the dollar thresbdds a
forth herein. All contracts and amendments with current or former employees require BOE
approval regardless of the contract amount. A current employee is a person who is an employee
of an agency of the State; and a former employee is an employeg aj@ncy of the State at
any time within 24 months preceding the commencement date of the proposed contract. See
SAM 0323 for requirements related to contracts with current or former employees.

No department, division or agency of the State shall erteraimy contract with a person to provide
services without ensuring that the person is in active and good standing with the Secretary of State.

1. The Board of Examiners shall review each contract submitted for approval and consider whether
sufficient authotty exists to expend the money required by the contract and whether the services
that are the subject of the contract could be provided by a State agency in a more cost effective
manner.

2. State agencies shall identify an internal, professional level positimmction as a contract
manager Thi s position would be responsi bl e for
complex agency solicitations or, in the event of decentralized agency purchasing procedures, the
review and approval of agency solicitatsoand the resulting contracts for compliance WIRS
Chapter 333NAC Chapter 333andSAM Chapter 0300Agency contract managers must
become certified through the State Purchasin
managers will be responsible for completing a comprehensive training couradltbaver all
aspects of the RFP process, informal solicitation process, law pertaining to the State Purchasing
Act, contract negotiations, interlocal contracts and cooperative agreements and other topics
relevant to State contracting and reducing the & s e x p oQGontracemahager r i s k .
certification classes are available in NEATS

3. All contracts submitted to the Board of Examiners which are less 880, and those
contracts entered into by the State Gaming Control Board for the purposesstifyatugg an
applicant for or holder of a gaming license MAY be approved on behalf of the Board by the
Clerk of the Board of Examiners or hisdesignedne c|l er k6s deni al toof a
the Board of Examiner3he appeal must be made in tivrg to the Clerk and include a full
explanation and justification for the appeal. The appeal will be placed on subsequent Board of
Examinerds Agenda subject to the sanBuchdeadl i
contracts are not effective ulrgigned by the Clerk.
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4. All services provided to an agency by persons and/or firms falling under the definition of an
independent contractor as enumerate8AM 0320must be supplied under a contract executed
by the agency receiving the services. Exampfesich services include, but are not limited to:

a. Medical services (does not include employee physicals).

b. Consultants.

c. Training.

d. Telephone answering services.

e. Repair, replacement or installation of parts for automobiles and light trucks more than
$5,000and heavy equipment more than $15,000.

Clipping services.

Data Processing Services, including hardware maintenance (must be reviewed and

approved by the Department of Information Technology before submittal to the Board of

Examiners).

h. Alarm System Monitong (fire, burglar, etc.).

5. Whenever possible, agencies should anticipate and negotiate contracts for preventive services to
eliminate the need for emergency services at some future date. Such contracts may include minor
remodeling, repair or preventive megnance work. The following rules must be considered in
the preparation of such contracts.

a. All such contracts are subject to the requiremengAd.

b. All such contracts must conform to thielding requirements iSAM 0338and theminor
remodeling, repair and maintenance requiremen8Aid 0338

c. Funding must be available for payments against the contract.

«Q

032371 Contracts with State Employees, Former State Employees
and Secondary Employment

This section relates to current or former@oyees who contract with the State to provide services, and
certain contracts with business entities who employ current or former state employees. Additionally, this
section addresses the responsibilities of current employees who hold outside employment.

The contracting process for a department, division or agency Stale that intends to contract with a
current or former State employee is a step process. The proposed relationship between the State
and a current or former employee must be doctedensing the forms prescribed in this section and
submitted to BOE for consideration. Subject to approval of the relationship by the BOE, the agency
may then execute the contract and in accordance with current contract policy submit it to the BOE.

Definitions of Employee For purposes of this section:
1. Current employee is a person who is an employee of an agency of the State;
2. Former employee is a person who was an employee of any agency of the State at lasg time

than 2 yearpreceding the commencemerattel of the proposed contract.

Note: Employees of the Nevada System of Higher Education (NSHE), Boards and Commissions are
considered State employees.

BOE Pre-Approval Required
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Before any department, division or agency of the State may execute a comtsacviimes with a current
employee, a former employee, or a person employed by the Nevada Department of Transportation
(NDOQOT) for transportation projects that are entirely funded by federal money and the term of the
contract exceeds 4 years, the Boardxdriners (BOE) must give piagproval for entering into a
contract with that person. (As noted in section 5 below, contracts executed by NSHE, Boards and
Commissions and certain other contracts do not require BO&pmreval) This prapproval does not
constitute approval of the contract terms, but only approval to contract with the particular current
employee or former employee.

The authorization form and contract to initiate the employment of the person must be submitted for
review in accordance with SARIB24. The authorization form and contract may be considered at the
same BOE meeting; however they will be agendized as separate items. In the exaqutdlyenent of

the person is not approved by the BOE, the contract cannot be considered by the BOQEband w
withdrawn from the agenda.

A limited exception exists for contracts less than four months determined by the department, division or
agency to constitute an emergency situation necessitating a contract with a current or former employee.

A departmentdivision or agency of the State may seek blanketpprovals from BOE for former
employees who work in seasonal, intermittent or other temporary capacities if the person will be
performing or producing services for which the business or entity is eathl&pr example, five

seasonal snow plow drivers terminate their employment at the end of winter. The drivers are later hired
by construction companies to drive trucks as part of contracts the companies have with a State agency;
in this instance, BOE prapproval for entering into each contract is required unless the State agency has
a blanket preapproval for the former employees.

Standards for Pre-Approval of Contracts with Temporary Employment Services and Current or
Former Employees

If an agency will baising a temporary worker to be supplied through a contract with a temporary
employment service, and that person is a current or former state employee, the Board of Examiners shall
not approve the use of the temporary worker unless the Board of Exanmetersides that:
1. The person provides services not provided by any other employee of the agency or for which a
critical labor shortage exists; or
2. A shortterm need or unusual economic circumstance exists.

The Board of Examiners will apply these standardsltproposed contracts for services involving
current employees or former employees.

Contracts Potentially Requiring BOE Pre-Approval

Contracts affecting current or former employees and requiring Board of Examinaygopoyal may
take the form of:
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A direct contract between a department, division or agency of the State and a current employee
or former employee.

A contract with a business or any other entity that employs a current or former employee who
will be performing or producing the contracted segsic

A contract with a temporary employment service that provides a former state employee to the
State to perform services as a temporary worker.

A person who is a current or former employee may not evade the intent of this section by performing
contract wok for the State through creation of a corporation or other business entity.

Exemptions

The requirements for BOE pegpproval of contracts with current employees or former employees do not
apply to the following contracts:

1.

6.

A contract with a current employee former employee for 4 months or less, where the

executive head of the department/division/agency determines an emergency exists that
necessitates the contract. (Note: a copy of the contract and a description of the emergency must
be submitted to the BOE shall review the contract and the description of the emergency

and notify the department, division or agency utilizing this emergency exception whether the
BOE would have approved the contract).

. Contracts with Professional engineers employed byp#martment of Transportation for a

transportation project entirely funded by federal funds.
Contracts with Nevada System of Higher Education, or a board or commission of the State
Contracts with a person employed by an entity, which is a provider of sgfeicMedicaid, and
which provides services on a fee for service basis or through managed care.
Contracts for $1 million or more entered into:

a. Pursuant to the State Plan for Medicaid established pursuant to NRS 422.271

b. For financial services

c. Pursuant tohe Public Employees' Benefits Program
Contracting Agency Requirements

Complete Contract AuthorizatidnThe agency must complete an Authorization form (available on the
Purchasing Division's website) requesting authorization to contract with a currenner Employee

and receive approval from the BOE before entering into a contract for services with a current employee
or former employee, or with an entity that will be having a current employee or former employee
perform the contracted services.
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Contrat¢ Approval Processlf the contract is going to be with a:

1 Current employee

1 Former employee

1 Person who is employed by the Department of Transportation for a transportation project, which
is entirely federally funded, and the term of the contract is oyeass

1 Business employing a current or former employee who will be performing or producing the
contracted services

The following flowchart summarizes steps to be performed
Flow Chart

7. Additional Requirements For Current Employees
a. Time Keeping

I.  State time tracking Current employees, during the pay period they perform
contract or provider agreement work with the State, must include in their time
sheet otes for each day, the specific times they used flex, sick, compensatory
time, annual leave, etc. If contract work is performed during their standard shift,
the employee must document the specific times in the notes and explain how this
was performed durgpflex time, compensatory leave, annual leave, orsiate
paid time.

ii.  Contract time tracking The contracted employee must document all time (date
and time of day) spent working on the contract and include it in the invoice.
Additionally, the employee natl provide a supervisor approved copy of their
State time sheet with their invoice.

b. Contractor Oversight

i.  Current employee's supervisor's responsibilti€se employee's supervisor must
compare the employee's NEATS time sheet to the times per the contcaoe
to ensure contract work was not done during state time. The supervisor must sign
the time sheet and the invoice certifying that contract work was performed during
flex time, compensatory leave, annual leave, orstate paid time.

ii.  Contracting agecy's responsibilities The Contract Monitor must reconcile the
current employee's approved NEATS time sheets to the times noted on the
invoices to ensure contract work was performed during flex time, compensatory
leave, annual leave, or natate paid the.

c. Secondary Employment

i.  Any employee with secondary employment must complete a Secondary
Employment Disclosure form (available on the Purchasing Division's website)
and submit it for approval by the agency head. When an employee obtains or has
a change itheir secondary employment, they must submit a Secondary
Employment Disclosure form within 30 days of acceptance and must renew the
Disclosure by July 1st of each year. The agency head must review the form for
conflicts with State employment. Approvedrws should be filed in the
employee's personnel file.
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ii.  Secondary employment includes but not limited to contracts with the State, work
with temporary employment agencies, and provider agreements.

0324 Independent Contract Review Procedure

The following procdures should be adhered to when submitting a contract for review:

1.

2.

Contracts should be submitted to the Clerk of the Board of Examiners by the deadline

established by the Clerk and disseminated to State agencies via agency memorandums.

Each contract must @ude a clause that specifically states that the State is not obligated under

the agreement before approval by the Board of Examiners.

The contract should consist of the Attorney

contractor si,citthaet iSotnataendds tshodd successful vend

clarifications should be reduced to writing and incorporated into the contract document as a

separate attachment. It is important, when listing the order of the attachments withiraetco

to give consideration to the order of precedence to prevent potential conflict in the terms.

Three copies of the contract must be submitted; each copyimolustesignatures of the

Attorney General or representative, the responsible agency nefatése=and the contractorhe

signature requirement may be met in counterparts and with facsimile and/or electronically scanned

copies of the signature pag€ontract distribution is as follows: one copy for the Fiscal Analysis

Division of the Legislatte Counsel Bureau; one copy to be returned to the agency; and one copy

for the independent contractor. Access to all submitted proposals shall be made available by the

soliciting agency and will be retained for the life of the contract or six (6) yeéds, @period

of time as determined by the soliciting agen

The Board of Examiners requests agencies to substantiate all contracts entered into with former

employees who would perform work similar to th&tate employment.

Bidding requirements for contracts are outlinetlRS Chapter 333NVAC Chapter 333and

SAM 0338

Board of Examiners' policy is to review and approve contracts prior to the services being

rendered. Agencies are to present contracts in a timely manner and prior to the obligation of

State fundsContracts with a retroactive effective date, e.g., work commenced prior to the Board

of Examinersd approval date, must be accompa

circumstances.

All contracts involving information systems must be reviewed apdaved by the Department

of Informational Services prior to submittal to the Board of Examiners.

All applicable contracts placed on the agenda for Board approval or the Clerk of the Board

approval must provide satisfactory proof from the Secretary g @ttt Of f i ce ( S0 S)

contractors have a current Nevada State Business License (SBL), and if they are a Nevada

corporation, LLC, LP, LLP, or LLLP, or neprofit corporation, that their corporation is active

and in good standing. Satisfactory proof nragtude one of the following: from the contractor; a

copy of the certificate of good standing or of an unexpired business license or@upfiom

the SoS free Business Entity Search showing active status. Additionally, if they are a

corporation, LLC, IP, LLP, or LLLP, or norprofit corporation based out of state, they must be

registered as a foreign equivalent in Nevada, in active status and in good standing. Any business,

except norprofit organizations organized pursuant to NRS Chapters 82 Non oofibrations

and Chapter 84 Corporations Sole that qualifies for an exemption from the business license

reqguirement must file a notice of exemption
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0325 State Agencies, Boards, and Commissions with Indepentlen
Contracts for Outside Legal or Professional Services

Professional services shall include consultatio
of educational expertise performed by licensed practitioners as defiN&SrChapter 439Aattorneys,
accountants, engineers, architects, or experts (by education or experience) for judicial or administrative
proceedings. It is the policy of théa®e of Nevada to limit and monitor costs associated with the hiring

of professional and expert services, including private attorneys who provide services to the State as
independent contractors. Accordingly, all such contracts including those enteredtimen the State,

its agencies, boards and commissions, must include the following contract terms. Further, no such
contract may extend beyond a twear term without review and approval of the Board of Examiners.

1. Notification of Attorney General's Offec Contractor shall notify and consult with the Attorney
General's Office promptly regarding all significant developments in regard to any potential legal
matters or legal services provided under this contract. Should litigation involving potential
liability for the State commence or significantly change during the term of this contract, the
Attorney General's Office shall be immediately informed in writing. Contractor shall promptly
advise the Risk Management Division of the Department of Administragarding changes in
the status of litigation that may have a fiscal impact on the State.

2. Copies of Work Products Provided to Attorney General's Off@entractor shall promptly
provide the Attorney General's Office, 100 N. Carson Street, Carson Cit§9ROA4717, with
copies of final versions of the written work product relevant to any legal matter, including
correspondence and executed counterparts of any original pleadings or other matters of
importance. Contractor shall also provide to the Attornegiggal's Office written, quarterly
reports summarizing significant developments in regard to the subject matter of the contract and
significant services performed under the contract.

3. Work Product the Property of the Statll work products of the Contcdor resulting from this
contract are the exclusive property of the State. If any work remains in progress at the
termination of this agreement, the Contractor shall surrender originals of all documents, objects
or other tangible items related to the wawkhe Attorney General's Office.

4. Conflicts of Interest Contractor shall not accept other representation or work known to be in
direct conflict with the subject matter of the contract without prior written approval of the
Attorney General's Office andl @ttorneys will consult with the Attorney General's Office
regarding potential conflicts of interest, at all times acting in accordance with the Nevada Rules
of Professional ConducBupreme Court Rules 15759

5. Copies of professional liability insurance will be attached to tmract with proof of policy of
professional liability insurance for errors and omissions that is issued by aneadmstirance
company authorized to transact insurance in the State of Nevada or by an insurance company
authorized to transact surplus lines in the State of Nevada in an amount not less than $1 million,
or as otherwise determined or waived by the DivigibRisk Management, Department of
Administration, 201 S. Roop Street, Suite #201, Carson City, NV 89701.

6. Billing - In the absence of an agreed upon flat rate or per diem, contractor shall submit monthly
billings for work performed, billing only for actuime spent performing a task, and not for unit
charge (e.g., no automatic billing of etlerd hour for a phone call that may take only five
minutes). In every case all billings shall describe all work performed with particularity and by

25


http://leg.state.nv.us/NRS/NRS-439A.html
http://www.leg.state.nv.us/courtrules/RPC.html

whom it was perfomed. Billings shall be attached to payment vouchers and processed, as are
other claims against the State. Such billings are subject to the following guidelines:

a. Unless otherwise agreed in advance, it is expected that only one professional from
contractols organization will attend meetings, depositions and arguments and other
necessary events, although a second person may be needed for trials and major hearings
or meetings;

b. Charges for professional time during travel will not normally be reimbursablssuthie
time is actually used performing professional services or as otherwise arranged in
advance.

In addition, the State will not pay:

c. Fees for the training of personnel incurred as a result of staffing changes or increases
during the term of the contract
d. Fees for time spent educating junior professionals or associates;
e. Fees for more than ten hours of work per day for any individual, except during trial or
another extraordinary event.
7. Expense Statementdf the contract provides for specific reimburseitniem expenses,
contractor shall submit monthly statements to the Contracting Agency itemizing all expenses for
which reimbursement is claimed. Certain disbursements will not be paid unless agreed to in
advance. These include:
Secretarial or word procesgi services (normal, temporary, or overtime);
Photocopy expenses of more than 15 cents per page;
Photocopy costs in excess of $2,000 for a single job;
Any other staff charges, such as meals, filing, proofreading, regardless of when incurred;
Computer timgother than computer legal research specifically authorized in advance).

"0 T

The State will not reimburse expenses for the following:

a. Local telephone expenses or office supply costs;
b. The costs of firstlass travel (travel arrangements should be made in egltanake
advantage of costffective discounts or special rates).

8. Disputes- In the event that a civil action is instituted to collect any payment due under this
contract or to obtain performance under this contract, the State as a prevailinpalarty s
recover, as the court deems appropriate, reasonable attorneys' fees and all costs and
disbursements incurred in such action.

0326 I ndependent Contracts Not
Review
The following types of contracts need not be filed wittapproved by the Board of Examiners:

1. Contractseexecuted by the Department of Transportation for any construction or reconstruction of
highways.
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2. Contracts executed by the State Public W@kasion or any other department or agency for
any constructionomajor repairs, which includes without limitation anticipatory repairs such as
remodelingor maintenance, of State buildings, or State improvements (i.e., dams, boat ramps,
camp grounds), including its leaseholds, if the contracting process was coriiyditedrules of
open competitive biddingSAM 0338and1908

3. Contractsexecuted by the Housing Division of the Department of Business & Industry.

4. Contracts executed with business entities for any work or maintenance or repair of office
machines and equinent. (Does not include computer hardware, computer hardware
maintenance and computer software, or items list&A section 0330

5. Contractentered into by the Nevada System of Higher Education.

6. Contractdor similar services provided by the same cacitor within the same fiscal year which
if combined would not exceed $1,999.

7. Repair, replacement and installation of parts on automobiles andrligks,including aircraft,
heating and air conditioning refer 8AM 1552

8. Computersoftware maintenancedhconsists of the following: license agreements, right to
download updates remotely and/or off site technical support.

0328 Lease Contracts

State Offices The Administrator of the State Public Worksvision has the authority to lease and
equip officespaceoutside of State buildings whenever sufficieffice space cannot be provided within
State buildings. No suatffice spacdease may extend beyond the term of one (1) year unless it is
reviewed and approved by the Board of Examinegardless of #htotal cost(NRS 331.110 The
exception is leased space used strictly for storage. In this instance, agencies maydget#ie their own
leases and they are subject to the same approval thresholds as operatind leagdtorney General shall
approve each lease entered into pursuant to this section as to form and compliance with law.

Land- The Division of State Liads acquires and holds all lands and interests in land owned or required
by the State except:

1. Lands or interests used or acquired for highway purposes;

2. Lands or interests the title to which is vested in the Board of Regents of the Nevada System of
HigherEducation.

3. Office buildings leased by thedministrator of the State Public Works Divisjaor

4. Lands used or acquired for the Legislature or its staff.

Equipment The Purchasing Administrator has sole authority to contract for equipment unless otherwise
specifically provided by lawNRS 333.15Q)Agencies requiring equipment lease contracts should
corntact the Purchasing Divisiqi®AM 1500).

NRS 353.500 to NRS 353.630 outline provisions of law related to the purchase of real or personal
property via installment purchase agreements or{pasghase agreements. These agreements
contemplate the State taking ownership of the ptg@rthe end of the agreement term. Lease
purchase agreements are also referred to as capital |&#38s353.58@&xempts these types of
agreements from Board of Examineppeoval.
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Conversely, an operating lease agreement is an agreement where ownership of the property does not
transfer to the State at the end of the agreement term. Operating leases are not exempt from Board of
Examiners approval.

Lease contracts must batified by appropriate official action of the governing body of each party to the
contract as a condition precedent to its entry into f@gerating leases ranging in cost from zero to
$1,999 require approval of the agency head; operating leasesyangost from $2,000 to $49,999

require the approval of the Clerk of the Board of Examiners, or designee, on behalf of the Board of
Examiners; operating leases totaling $50,000 or more require the approval of the Board of Examiners.

If a lease containsneoption to take ownership of the property at some later date but the decision to take
ownership has not been made, the lease should be treated as an operating lease and forwarded to the
Board of Examiners for approval in accordance with the thresholdaiced in this section.

A Contract Summary Form must accompany all operating leases submitted for review and approval

0330 Minor Remodeling, Repair, and Maintenance Contracts

Contracts are required for all minor remodeling, repair and maintenance warkuahtle submitted to
and approved by the Board of Examiners unless exemp&&Nh0326

Contractors, as defined INRS 624 must be licensed before theyncaubmit a bid or proposal on any
minor remodeling, repair and maintenance work, pursuadRi® 624.70@Qnless specifically>@mpt
underNRS 624.031

All buildings requiring minor nosstructural remodeling, repair and maintenance work requiring the us
of outside labor and having an estimated cost of less than $5,000 that will NOT be executed by the
Public WorksDivision may be negotiated by the agency controlling the build®gM 1908 Where

the building is under control of th&uildings and GroundSection of the State Public Works Divisjon
seeSAM 1004

All non-structural repairs costing more than $5,000 and less than $25,000 must have at least three bids
or proof that the bids have been requested from at least three firms. All project requranaent
specifications must be submitted in writing to all prospective bidders.

Exception: On jobs the agency estimates to cost between $5,000 and $25,000, the agency may
negotiate work on a time and material basis if it submits statements by at leaspiable
firms licensed to perform the work that the job cannot be bid.

Non-structural remodeling, repair and maintenance work is defined as work estimated to cost less than
$25,000 for which an agency has budgeted funds, and which does not affecttthefshéebuilding

and does not change, in any manner, its structural elements. If an agency has questions, it should contac
the Public Work®ivision.

Examples of jobs that may be included under this section, and requiring contracts, are as follows:

1. Asphalt repair
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Electrical repairs

Floor refinishing/repair

Landscape services

Painting of buildings/rooms

Plumbing repairs

Repair of heat plant boilers over $15,000.00
Repair of refrigerators/freezers
Repair/replacement of air conditioners over $15,000.00
10 Remir/replacement of bathroom tiles
11.Replacement of broken windows

12. Exterminator services

13.Maintenance and/or repair of elevators

©CoNoOrwWN

Solicitation Requirements: Refer SAM 0338

0332 Recording Construction Contracts

State construction contracts must be in writisigned by the contracting parties and delivered to the
Secretary of State. The Secretary of State files and records the contracts in the State's agreement and
contract book. This does not apply to contracts for maintenance or with independent contractors

0333 State Building Vending Machine Contracts

Any future contract, renewal of a contract, or amendment of a contract with a vendor who supplies to a
State building a vending machine that dispenses soft drinks in aluminum cans must include:

A provision hat requires the vendor to provide a bin or other suitable receptacle for the collection of
empty cans; and

A provision that requires the vendor to periodically collect the empty cans for delivery to an appropriate
recycling center or nonprofit organizatithat collects cans.

0334 Volunteers in State Service

Volunteers in State service should be treated like contract employees and a contract should be processec
If the volunteer is treated like an independent contractor, theBAde0320 If there is a gestion as to

whether or not the volunteer is or should be treated like an independent contractor, contact the Risk
Management Division or your Deputy Attorney General.

If the volunteer is not an independent contractor consider the following legal rdimifscaf using
volunteers in programs directed by public agencies:
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Most persons who volunteer their services and participate in a program sponsored by the State of
Nevada are not automatically covered by worker's compensation coverage. Certain types of
"volunteers" are specifically defined by law to be "employees" and must be cqi&R&].
616A.160Volunteer Peace Officers)
2. Volunteers MAY be covered by Workmen's Compensation uN&s 616A.130
a. "The process of discretionary coverage uridieS 656.067is a twostep process by
design. Initially, an insurer must make a determination that such volunteers are to be
060deemed6é employees, and secondly, ande e mj
comply with the provisions of Chapter 616 of NR&GO 80-15) Applications for
volunteer overage can be obtained by calling Risk Management.
3. When a volunteer is covered under workers' compensato8ttte "is relieved from other
liability for recovery of damages or other compensation for those personal injury, unless
otherwise provided by thterms of Chapters 616A to 616D, inclusive, of Nevada Revised
Statutes otherwise providedNRS 616B.612)
4. The State mape liable for the negligent acts of its volunteers who injure third parties.
5. The Attorney General may be responsible for defending a volunteer who is sued in civil
proceedings relating to that person's voluntary service.
6. In most cases, the State will hadle and the volunteer will be entitled to a defense if the alleged
wrongful act of the volunteer was done under the direction and control of the State, in good faith,
in furtherance of the State's business and within the course and scope of the pubbsuuned
by the volunteer.

0336 Amendments to Contracts

All contracts requiring Board of Examiners' review may be amended if such an amendment is deemed to
be in the best interest of the State. Amendments include, but are not limited to, additionabnioney
required to complete the scope of work of the of the contract, any change in the basis of payment for the
contract or any substantive change to the scope of work which would affect the anticipated results of the
contract.

Except for those contractvaived undeSAM 0326 all amendments to contracts require Board review
and approval. Such review may determine thigtii the best interest of the State to have a new contract
with another contractor rather than amend the contract with the current contractor. The Clerk or his
designee may, on behalf of the Board, approve amendments that which extend the time afattte cont
with no additional money and amendments that increase the contract by less0t680.$Amendments
increasing the total amount of the contract ab®@®@O0 will need to be submitted to the Board of
Examiners. The Clerk may also approve contract aments that change the scope of work if such a
change is deemed to not adversely affect the State's interest.

All amendments must include language that clearly identifies the applicable change/revision; i.e.,
amount of monetary increase and new maximumuati@hange of effective/termination date from
00/00/00 to 00/00/00, etc.

Amendments should be submitted in the following format: one copy of the amendment with a copy of
the original contract, complete with any prior amendments to the contract andcihants (e.g. the
Statebds solicitation, contractords response, et
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amendment should be submitted with a copy of the original contract and any prior amendments attached
as Exhibit A.

Three copiesofthe me nd ment must be submitted for Board o
includesignatures of the Attorney General or representative, the responsible agency representative and
the contractorThe signature requirement may be met in counterparts ahdagsimile and/or

electronically scanned copies of the signature p&gmtract distribution is as follows: One copy for the

Fiscal Analysis Division of the Legislative Counsel Bureau; one copy to be returned to the agency; and
one copy for the indeperdt contractor.

A Contract Summary Form must accompaagh copy of theontract amendments submitted for
review and approval.

0338 Solicitation Requirements

Proposals and Bids

Particular attention should be given to proposals and bids. Except as priovstddection (3), an
agency shall, whenever possible, solicit and review at least three bids or proposals for each contract.

Because the State Purchasing ARS Chapter 33% applicable to dprocurements within the scope
publishedRequest for Proposal (RFP) (or authorized alternative publication) shall be the required form

of agencydirect solicitation for contracts of $25,000 per fiscal year or rpdrearily for services

(materials, supplies, or equipment provided as an integral part of a RFP for services need not be solicited
separately by the Purchasing Division). An agen
Risk Management Divisioand should consult with the Purchasing Division, or if structural the Public
WorksDivision, in constructing a solicitation document for services. An agency using the RFP process
must request a query of the Pur cradimgilishfgrth®i vi si on
solicitation. An agency may request posting of
website ahttp://purchasing.state.nv.us

Pursuantd NRS 333.165, except as otherwise provided by statute, the Purchasing Administrator shall
contract for services whose estimated value is $100,000 or more, and may authorize an agency to
contract for such services if he determines that to do so wouldthe lest interest of the State.

Prior to releasing any solicitation, an agency should define its needs, giving consideration to the
development of the Scope of Work, identifying deliverables and deadlines.

The Request for Proposal process:

This processs applicable to solicitations of service or service with goods whose estimated contract

value is $25,000 per fiscal year or more. Agencies must use the approved RFP template, which may be
obtained at the Stat e Rip/fperdhasisg.statg.nvDRriortosn RFIA O0s web
being released, the evaluation criteria must be determined and listed in the RFP document in order of
importance; weight factors for the dwation criteria must be established and maintained confidential

until a contract has been awarded; and the evaluation committee should be identified and appointed by
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the agency head. Additionally, it is at this time that agencies should have the draévi¢hired by

their Deputy Attorney General for approval of the document as to form and content and seek minimum
insurance limit requirements from Risk Management. The minimum insurance limits are to be entered
into the Contract for Service of an Independeantractor, which is then appended to the RFP
document for the vendoro6s information.

When establishing the timeline for the RFP, it is recommended that the amount of time from the date the
RFP is released until the proposal submission deadline (prapmsahg) be six to eight weeks. The
minimum timeline as recommended by the State Purchasing Division is four weeks.

RFPs must be advertised one time in a paper of general circulation. Consideration should be given as to
whom the agency is trying to tardet this solicitation, i.e., services in rural Nevada should be
advertised in a paper serving that area.

Agencies need to allow for a question and answer period within the RFP timeline. The agency must
receive all questions in writing, placing them anonysig into an RFP amendment with the subsequent
State response to the questions. This RFP amendment is then forwarded to all prospective vendors who
submitted questions and made available to any other interested parties. The template for an amendment
to theRFP is available from the Purchasing Division.

The RFP opening is public; the only information that is made available is the names of the vendors who
submitted proposals. Submitted information is confidential and should only be shared with the
evaluationcommittee members. Evaluation committee members are to evaluate the technical proposal
individually, with the contract monitor setting a group evaluation committee meeting in order for there

to be a consensus meeting to rank the technical proposals. Xtretagein the group meeting is to

present and score the cost proposals. This may be done at the same meeting; however, when dealing
with difficult or complex scopes of work it may require an additional meeting. The outcome of these
meetings is the determation of the overall ranking after factoring in the technical proposal and cost
proposal scores. The higheanking vendor is then issued a letter of intent to contract, at which time the
negotiation process may begin.

Following successful negotiatiors, contract is drafted which incor
the contractords response and any written negot
order that signatures on the contract are obtained. A contract that has beeth signy t he agenc
Deputy Attorney General, the awarded vendor and the agency head is then ready to be submitted to the
Budget Division for placement on the Board of E
attachments is submitted to the Bpetl Division, the agency must issue a Notification of Award (NOA).
Pursuant ttNAC 333.170 the Notification of Award is comfged of a notice posted in three public

locations and a letter to the unsuccessful vendors notifying them of who was awarded the contract and
the contract amount. The tealendar day appeal period, as defineNRS 333.370begins the day the

notice is posted and the letters are sent. It is at this time that all information pertaining to the solicitation
becomes public informatn. Agencies must be diligent in protecting any information labeled by the

vendors as confidential and giving them timely access to any requested information. Templates for the
Notification of Intent and Notification of Award letters may be obtained filoenState Purchasing

Di vi si on ohtp:/ipwedhasingtstate. @ ius
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The contract summary form requires an explanation of why the contractor was sete&iMd344)
Eachproposal by a proposed independent contractor shall include in the proposal a complete disclosure,
or a written affirmation of the lack thereof, of any alleged significant prior or ongoing contractual

failures, any civil or criminal litigation or investigan pending which involves the vendor or in which

the vendor has been judged guilty or liable regarding either a State or federal contract. The State of
Nevada reserves the right and discretion to reject any proposal or terminate any contract upon
notification of any past, current or future abuse of any government contract.

The Informal Solicitation (or Quote) Process:

This process is applicable to solicitations of services or services with goods whose estimated contract
value is more than $1,999 but lekan $25,000 per fiscal year. Agencies may obtain a template for an
informal solicitation fr om tHite/pBdhasihgestts.nviBRuiorc has i
to a solicitation being released, the evaluation criteria that will be used to evaluate all proposals received
must be determined. It is at this time that the evaluation committee should be identified. Additionally,
agencies should consider having the tsaficitation reviewed by their Deputy Attorney General for
approval of the document as to form and content and seek minimum insurance limit requirements from
Risk Management. The minimum insurance limit requirements are to be entered into the Cantract fo
Services of an Independent Contractor Contract, which is then appended to the solicitation document for
the vendoro6s information.

When establishing the timeline for the solicitation, it is recommended that the contract monitor
determine a reasonable amoof time from the date the solicitation is released to the date the potential
vendors are required to submit their proposals.

It is recommended that agencies contact the Purchasing Division to request a query of the Purchasing
Di vi si on0s diatheadbvelgpmentoba maibng list.

Agencies should allow for a question and answer period within the solicitation timeline. The agency
must receive all questions in writing, placing them anonymously into a response letter, with the
subsequent Stateswers to the questions. This letter is then forwarded to all prospective vendors who
submitted questions and made available to any other interested parties.

The solicitation opening is public; the only information that is made available is the names of th

vendors who submitted proposals submitted information is confidential. Proposals may be evaluated
based on lowest responsible vendor or by an evaluation committee. Evaluation committee members are
to evaluate the proposals individually, with the contrachitor collecting the score sheets and

tabulating the totals. The highesinking vendor is contracted, at which time the negotiation process

may begin.

Foll owing successful negotiations, a conther act I
contractords response and any written negotiate
that signatures on the contract are obtained. A

Attorney General, the awarded vendor and tienay head is then ready to be submitted to the Budget
Division for placement on the Board of Examiner
Budget Division, all information pertaining to the solicitation becomes public information. Agencie

must be diligent in protecting any information labeled by the vendors as confidential and giving then

33


http://purchasing.state.nv.us/

timely access to any requested information. A template for the Notification of Intent to contract may be
obtained from th&tate of Nevada Purchasing Division.

Solicitation of Contracts

It is the Board of Examinersd gener al policy th
contra¢ which is determined by the Purchasing Administrator to be a sole source, a contract specifically
authorized by legislative act or a contract contingent upon prior approval by a federal agency shall be
solicited at least every four years in the absen@npflonger or shorter authorized period under State or
federal law.

U A Aisole sourceodo shal/l mean any contractor wh
reasonably believed to be the only known qualified source.

0 AAdqual i fi ed esne meeting dr exseedinh the ninimum statutory, regulatory, and
published or solicited minimum contractor qualifications.

it For each respective contract an fAdonly qualif

a. The only qualified respondent to a ®tanitiated quote solicitation, proposal solicitation
or notice of intent to bid:

b. The only qualified respondent to a published RFP;

c. The only qualified source otherwise demonstrable in fact.

Exempted Independent Contractors

Solicitations are not requirddr services performed by independent contractors exemptieavby
Proposals may be evaluated based on lowest responsible vendor or by an evaluation coNiRfitee. (
625.530 or as determined by the Purchasing Administrator pursuant to regul&tB.333.150

(2)(a)(b)
Remodeling, Repair, and Maintenance

Minor nonstructural remodeling, repair and maintenance contracts, projects exempt pursiiR@t to
341.141 through 341.148 State nofbuilding projects.

All minor nonstructural remodeling, repair and maintenance work requiring the use of outside labor and
having an estimated cost of less than $5,000 may be negotiatiee &yency either on a single
guotation basis or on a time and material basis without the necessity of formal bidding.

Repairs costing more than $5,000 and less than $25,000 must have at least three bids or proof that the
bids have been requested fronteaist three firms. All project requirements and specifications must be
submitted in writing to all prospective bidders.

Exceptions: On jobs the agency estimates to cost between $5,000 and $25,000 the agency may

negotiate work on a time and material bafsissubmits statements by at least two reputable firms
licensed to perform the work that the job cannot be bid.
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Projects estimated to cost $25,000 but less than $50,000 must be advertised once a week for at least two
consecutive weeks in a local newgpa

Projects that cost $35,000 or more must be protected by a performance and payment bond as required b
NRS 339.025If ageneral contractor has been awarded a contract, each of his/her subcontractors who
will perform work on the contract that exceeds $50,000 or 1 percent of the proposed project, whichever
amount is greater, shall also be required to furnish a bond in améitde fixed by the Public Works

Division as required bWRS 339.025

The Public Work®Division can assist agencies inafling specifications and bid proposals, evaluating

bids and preparing contracts.

Most contracts and agreements contain a schedule of insurance requirements and hold harmless
(indemnification) provisions that affect the State's insurance einselfanceTo ensure that the terms

in the contracts or agreements provide adequate protection to the State, the proper insurance and hold
harmless agreements should be reviewed by the Risk Management Division and must be previously
approved by t heOffice andimclidedin teeid docuamenés or requests for proposals.

Compliance of RFPs and Solicitations

It is the Board of Examinerso6 policy that all F
with the model forms as approved by the Atosn Gener al 6s of fice and avai
Purchasing Divisionds website. Any appeal of a

NRS 333.37@GndNAC 333.170In the case of an appeal of an agedicgct procurement, the
Purchasing Aministrator will promptly forward the notice of appeal to the contracting agency, which
will be responsible for defending the contract award.

0340 Effective Dates of Contracts

Unl ess specifically exempt fr om B otaentdredonfo uriElera mi n
the provisions bNRS do not becomeeffective without the prior approval of the Board. Therefore,

agencies are to present contracts for Board review and approval before any work is started on the
contract or any funds are obligatiedthe contract. Contracts presented to the Board with a start date

prior to the date of Board approval will be denied unless sufficient written justification as to the reason

for the delay accompanies the contract.

0342 Contract Forms

All contracts should@onform to the form, terms and conditions set forth in the most current version of
the Attorney General 6s contract for services of
State Purchasi nghttiipwchssingstaté.sv.usvebsi t e at

Agencies are encouraged to work closely with their Deputy Attorney General when drafting contracts
and to use the most current v esnngilocahcontrdctandh e Of f i
cooperative agreements f ound htpo/putclhasingBtatg.ng.lisa si n g
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In the event an agency is proposing to use a acinftorm other than the approved contract for services
of an independent contractor or enter into interlocal contracts that are in any way unusual in nature,
these documents should be prepared with the joint cooperation of the agency and their Dematy Attor
General.

0343 Contract Logs and Database

Agencies shall maintain contract | og sheets and
Database Management System for all agency contracts (BOEBQBninteragency and interlocal) of
$2,000and over. A contract log sheet should include the agency name, vendor name, approved budget
and category authority (initial contract and all amendments), contract beginning and ending dates, and
the total amount of the contract. Each payment should bedeston the log and include the document
number and the remaining balance. Travel payments must be detailed separately.

Agencies shall maintain this log as justification for each payment voucher. Contract data can only be
entered into the PurchasingDivish 6 s contract database ISAMOBRr t i f i
number 3).

0344 Contract Summary Forms

The Contract Summary Form provides the BOE with an accurate description of the contract document.
All information displayed on the summary form magtee with the contents of the contract. Completed
Contract Summary Forms must be attached to all contracts and agreements submitted to the BOE. The
Contract Summary Form is generated after all the pertinent contract data is entered into the Budget
Division's Contract Entry and Tracking System (CETS). Instructions for entering contracts into CETS
can be found on the Budget Division's website at:

http://budget.nv.gov/Manualsistructiong
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0400Records

0402 Agency Responsibility for Records

The head of each agency must make, receive and preserve records containing adequate and proper
documentation of the organization, functions, policies, decisions, procedures and essential transactions
of the agncy. He/She is responsible and shall be held accountable to provide for effective controls over
the creation, use, maintenance, security, distribution and disposition of these records by establishing a
records management program.

The head ofeach Stateag cy shall take the following acti on:
records management program:

1. Issue a directive establishing program objectives, responsibilities, authorities, standards,
guidelines and instructions.

2. Control the creation, mainmance, use and distribution of agency records and information to
ensure that the agency:

a. Does not accumulate unnecessary records or gather data which do not pertain to the
function of the agency;

b. Adheres to a records retention and disposition scheduhaadated b]WRS 239.08@nd
NAC 239.710 to 239.720

c. Does not create infmation system forms and reports that collect information
inefficiently or unnecessarily;

d. Annually review all existing forms and reports to determine if they need to be improved
or dispensed with;

e. Design forms for computer data entry or information gatiggtinat are easy to complete,
read, transmit, process, retrieve and does not gather information which does not pertain to
the functions of the agency;

f. Eliminates unnecessary reports, designs reports for ease of use, deletes information on
reports which isiot needed, and limit distribution of reports to reduce cost;

g. Maintains its records in a cost effective format, which allows for the rapid retrieval and
protection of the information;

h. Provides for the security of electronic records consistent with thetyemod disaster
recovery standards and procedures established by the Department of Information
Technology;

i. Establishes a written organized filing system which is standardized for all branches of the
agency, provides for the supplies, personnel and egupta properly run the filing
system, and provides for an ongoing training program for staff in the use of the filing
system;

J.  Provides for the transfer of records to the State Archives of historically valuable
information in accordance withiRS 239.080239.090 378.250 andNAC 239.760and

k. Establishes written procedures for the proper access or denial of access to the public or
other governmental agencies of records which have been declared by law to be
confidential.

3. Prior to the creation of el&onic records, the head of each State agency must:
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a. Consult with the Department of Information Technology on the implementation of its
strategic plan for information resources and information technology, the purchase and
implementation of hardware and s@ére, and the establishment of security and training
programs consistent witiRS 242

b. Work with the State Records Management program of the Nevada Siedeyland
Archives (NSLA) to ensure the proper use, maintenance, retention, preservation and
disposal of that record, and to implement the procedures outlined in NRS CRa&gters
and378 andNAC Chapter 239

c. Estabish a records retention and disposition schedule for the record series to be created,
in accordance withNRS 239.080NRS 378.255(3)(7)andNAC 239.710 to 239.72@&nd

d. Create a ngration strategy and include this in a written plan for implementation to
ensure that the information will be transferable to another format.

4. The head of each State agency must establish and be responsible and accountable for the
implementation of writtesafeguards against the unlawful removal, misuse, damage, alteration,
destruction or loss of records. An ongoing training program to teach staff in safeguarding records
must be established. The training program must include:

a. That records in the legal cugtpof the agency are not to be compromised or destroyed
except in accordance withRS 239.08@ndNAC 239.715 to 239.72and

b. That penalties are provided in law for the unlawful removal, misuse, damage, alteration,
destruction or loss of records asyided byNRS 205.4765 to 205.48MRS 239.010 to
239.012NRS 239.080 to 239.08BIRS 239.300 to 239.330IRS 378.25M)(a) NRS
281.180 to 281.19@GNndNRS 603.080 to 603.090

5. The head of each State agency must ensure that records are protected from the unlawful removal,
misuse, damage, alteration, destruction or loss. The head of each State agency must inform the
Attorney General of any actual, impending or threatened unlawful act regarding records in the
legal custody of an agency of which he/she is the head that comes to his/her attention. With the
assistance of the Attorney General and the Assistant Adminrsfioatdrchives and Records,
he/she shall initiate action as providedNigS 378.255(9)o recover records that he/she knows
or has reason to believe were unlawfully removed from his/her agency.

6. The head of each State agency shall take all measures possible to protect the records in his/her
legal custody from a natural or other disaster. He/She shall be responsible and helglalecoun
to procure the proper supplies, equipment and personnel to protect the records in his/her legal
custody. If any damage comes to the records, this must be reported to the Assistant
Administrator for Archives and Records. The Assistant Administratohfchives and Records,
as provided bWRS 378.255(6)(7)shall provide advice and all help possible in saving or
restoring denaged records.

7. As part of the Emergency Management Plan required by the Division of Emergency
Management of the Department of Public Safety, and as allowsRBy378.255(6)n
cooperation with the State Archivist, the head of each State agency must prepare a disaster
recovery plan for the records in the legal custody of the ag&heydisaster recovery plan must
include measurestaff will take to recover records, regardless of physical format, after a disaster
has occurred. The disaster recovery plan must provide for:

a. A list of vital records, in order of importance, that efforts will be directed at to protect
and recover;

b. Alist of staff assigned responsibilities and duties to be carried out in case of an
emergency;
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8.

9.

10.

c. Alist of vendors capable of rendering help in emergency. For electronic records,
agencies must follow the standards established by the Department of Information
Technology;

d. A list of equipment and supplies, with the location of each, which are to be used by staff
in the recovery of records damaged or threatened by a disaster, and

e. An ongoing training program for staff in disaster preparedness and recovery of damaged
or threatened records.

AOfficially Filedo means that records have
a State agency.

Records that have been officially filed with a State agency are subject to the provisions found in
NRS Chapter 23andNAC Chapter 238nd must be inventoried, appraised and ihetlion a

records retention schedule.

a. When such records are transferred to the State Archives, legal custody is transferred to
the State Archives as providedNiiRS Chapter 378

b. If an approved records retention schedule provides for the destruction of such records,
they may be destroyed subjectNAC 239.722

If any agency in the regular course of business, has kept, received or made any official State
record, and in the regular course of business has caused the same to be recorded, copied,
reproduced on any photographic, Photostatyofilm, micro card, miniature photographic,
computer or other electronic recording, optical media, audio or -aiglial media, or any

durable medium for so reproducing the original, the original may be destroyed in the regular
course of business ungeprohibited by law. The duplicate of such a record shall be deemed to be
the original, and must be retained according to an approved records retention schedule.

0404 Recordsunder Custody of the Secretary of State

The Secretary of State has legal custofithe following records:

1.

ouahrwWN

~

8.
9.

10.
11.
12.

13.

Election laws and corporation laws of the State of Nevada that have been recorded, compiled
and distributed.

Official records of election returns, reports and results after final compilation.

Corporation records, trademarks, lied partnerships, etc.

All deeds and conveyances belonging to the State.

The official bond of the State Treasurer as approved by the Board of Exama#dvs0(020

All written contracts to which the State is a party, unless required to be deposited esSgbe
SAM 0332

A record of all commissions and appointments made by the Governor. The Secretary of State
must attest to the Governor's signature thereon and affix the State Seal.

Files and records of licensed ministers.

Rules and regulations of executiagencies filed pursuant to provisions of the Nevada
Administrative Procedures Act.

Securities agents and dealers licensing and registration records.

A record of all Notary Public appointments.

Statements of financial disclosure for Statewide and roalinty candidates and public officers.
(NRS 281.56)

UCC financing statements and related documents, federal tax liens agdiliritjt.
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14. After six years many of the records filed with the Secretary of State are transferred to the State
Archives for preservation and research access. They remain in the legal custody of the Secretary

of State. NRS 379
0406 Electronic Records

An electronic recordis an official State record stored, accessed and retrieved through a machine
readable system, whether by magnetic impulse, mechanical toelececording or other form of data
compilation. This includes all computer systems (e.qg., floppy disks, optical disks, magnetic tape and
hard disk) and audigisual systems NRS 52.225and52.265

State agencies producing electronic records nmaustbeful to include the entire record or image. If such
records are required as evidence in court, they are subject to the rules of evidéREedin 51 and52.
Specifically,NRS 47.12@ealing with "Remainder of writings or recorded statements" places doubt on
partial submissions of records introduced as evidenc&R®151.155lealing with "Public records and
reports” which may be declared hearsay because the "...source of information or method or
circumstaces of the investigation indicates lack of trustworthiness." State agencies must ensure that
electronic records establish:

The date the record was produced;

The date any alterations were produced; and

Evidence the record was authorized for issue or sigaatu

The name of the person who authorized the record for issue or signature.

The name of the individual, business, organization or governmental entity that the record was
sent.

arwnE

The best way to ensure the "trustworthiness" of a computer record is tol@aa®ite document,
including images of signatures, onto the recording system.

Electronic records must be kept in records storage facilities described above and maintained at a year
round temperature range of between 70° and 75° Fahrenheit.

Many electronianail systems automatically erase mail after the recipient has read it. Therefore, agency
personnel must transfer such records to a medium that will ensure its retention until the authorized
disposition date is met.

After the authorized disposition datesh@assed, agencies should take steps to destroy electronic mail
records. Personnel should erase the information on the disk or tape rather than just deleting them. Only
by erasure or by the use of a program, which will completely overwrite the dataesth®ydd, can

agencies protect against unauthorized access to record information approved for destruction.

The State Archives does not have the equiproetiite software capable of reading the variety of
electronic records. Each State agency is resporfsibteansferring the electronic record onto bond

paper, microfilm or Computer Output Microform (COM) before being sent to the State Archives. Audio
and audievisual tapes and cassettes will be accepted.
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0408 Electronic Imaging

Requirements for Electroniclmaging Systems:

1. All State agencies, including the Nevada System of Higher Education, are subject to the
requirements iNAC Chapter 239sections 765 throig845. These sections deal with specific
requirements that must be met to operate Electronic Imaging Systems. These requirements were
established to safeguard the information being recorded and provide for the continued access as
technology changes. Quests should be directed to the NSLA Records Management program
in Carson City.

2. Prior to the beginning of operation of an Electronic Imaging System, a State agency must have
the approval of a valid records retention schedule$#éé@ Section 2018 in accordace with
NRS 239.080to have record series placed on that format. The widridsrecord may be
placed on an electronic imagig systemmust appear on the agency specific records retention
schedule. This agency specific schedule must be approved by the State Records Committee
(NRS 239.08Dprior to the start of operation of the system.

Preservation of LongTerm Records:

In order to preserve loAgrm records (selAC 239.630), which have been placed onto Electronic
Document Imaging System, the security copy requiredR$ 239.05Imust be placed ontorauman
eye readableformat. The following formats are considered to be human eye readable.

1. Microforms that meet the standards seilkC 239.763
2. Alkaline reserve paper (often referred tcaagl neutral).

Therefore, all electronic documeimtaging systems must be capable of suppgr@omputer Output to
Microform (COM).NRS 239.05%lso sets the guidelines for destruction of public records. Following
theselegal requirements will satisfy backup strategies for Electronic Document Management systems.

File Headers: Legal Requirement:

In order to comply with therovisions ofNAC 239.785 all remrds in their final form must be placed

onto a norproprietary TIFF format when imaged. This legal obligation allows for the image to be
viewed in a universally accepted image format. Compliance will help to mitigate compatibility problems
between systemg&onversion of documents to TIFF image formats will also help to reduce the potential
that a document stored on a document management system could be altered without version and audit
controls. New versions of documents should always be stored as newnEges. Older versions

should not be deleted without legal authority to do so and all versions should beetecssced.

0409 Electronic Records Committee

The Nevada Electronic Records Committee (NERC) is established under the authority of the Committee
to Approve Schedules for the Retention and Disposition of Official State RebiR&439.07R

known as the m®thteeRecasds for mal subcommi ttee
develop standards and guidelines for the creation, maintenance, accessibility, aediopigeservation
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of electronic records created and received by Nevada State and local government$ ni@emeaeaship

is open to any government employee in Nevada who is committed to working towards better electronic
records solutions. The NERC creates a uniform and consistent set of Nevada policies and procedures for
managing and preserving electronic resattrough their life cycle in an efficient, effective and

economical manner; provides guidance and assistance to all governmental entities in Nevada on issues
relating to public records in electronic formats; develops statewide procurement standadisorelate
Nevadaods electronic records infrastructure; con
and promotes the management of Nevadads public

0410 CD Rom Records

Use of CD ROM Electronic Records

CD ROM, Compact Dis- Read Only Memory, technology is a higensity digital data storage format
that permits reatnly access to stored information and is usually read by a laser. CD ROM is an
electronic form of creating, using and distributing records, and is subjé& podvisionof NAC
239.760

1. A State agency must:

a. For records appraised with archival value, place the information on atfagoeptable to
the State Archives as provided BRAC 239.760(5)and transfer that format to the State
Archives for preserteon purposes. Records with other values may be placed on CD
ROM format with this requirement.

b. Provide for a security baakp copy that can be copied as requiredNBRS 239.051(3)

c. Label each disc to identify the data contained and whether it is a security or use copy.

d. Provide for copying the data to another disc for data that must be retained for more than
seven years.

2. To provice for the security and preservation of the records, a State agency must provide a work
and disc storage area that will keep the hardware, software and discs safe from unauthorized
access, natural and other disasters. The area shall:

a. Be restricted from snking, eating or drinking near the equipment or discs.

b. Be temperature controlled as provided\bC 239.760(2)

c. Be kept clear belectromagnetic machinery such as copy machines, TV sets, refrigerators
and similar devises.

d. Be protected with smoke detectors and fire suppression equipment.

0412 Archives and Records, State Library and Archives

The State Library and Archives Adminidtrais charged by statute to administer Archives and Records,
appoints an Assistant Administrator for Archives and Records who is responsible for maintaining the
Archives and Records programs, receiving materials into the Archives from State agenciestddzme

of historical value, and providing reference and research services. With the approval of the State
Records Committee, material may be returned to the State agency from which received if determination
is made that the material is not of historicalue.
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0414 Nevada System of Higher Education

The Board of Regents may establish archives and records management programs with records storage
and archival facilities for each of the separate campuses of the Nevada System of Higher Education. The
Board of Regents is encouraged to do this to provide for efficient preservation of and access to research
and archival records within each campus location. Since each institution is the center of research
functions, the records of that institution should remain aitth be preserved by that institution. The

Board of Regents shall furnish information relating to the operation of these programs, such as names,
addresses and phone numbers, to Archives and Records.

The Nevada System of Higher Education records managgmarams shall be responsible for the
inventory and appraisal of record series produced and stored by university agencies. These shall be
placed upon forms authorized by the Archives and Records and shall be submitted for review and
subsequent submissitmthe State Records CommitteRS 239.08D

The Board of Regents must provide for the protection of records of the Nevatden®yf Higher

Education that have been appraised as having archival/research or permanent legal value in storage
facilities that meet the minimum standards set by Archives and Records or transfer the records to
Archives and Records for preservation in 8tate Archives.

All records management and archival programs established by the Board of Regents must adhere to the
minimum standards.

Archives and Records shall preserve Board of Regents' records appraised as having research/archival
and permanent legahlues through an approved records retention schedule.

0416 Minutes of Public Bodies

The minutes of public bodies, whether of a public or closed meeting must be created in a written format.
They have been declared BRS 241.03%0 be apermanentrecord. This does not mean that agencies

are duty bound to preserve these records indefinitely and, in fact, State agencies sluaunsicert
themselves the permanent repository for such records. Special institutions, usualharcrived or

special collectionhave been set up and staffed to handle these types of records. By authority of the
General Records Retention Schedule that sugthorized by the State Records Committee in accordance
with NRS 239.08@ndNRS 241.035such records may be transferred t@eshival repository and

NAC 239.850describes where such records may be transferred. For Executive Branch agencies, other
than the Nevada System of Higher Education, the institution to transfer these records to is the Nevada
State Archives (seBAM 2038andNAC 239.850).

0418 Sealing of Records

Procedures for Sealing of Records:

1. State agencies that have been required by NRS or by a Nevada court of record to seal records
must do so as described in this section. Thisem#iure the security of the records and the
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compliance with court orders. These procedures will also ensure that these and any associated
records (such as microfilm on the same roll) will still be legally acceptable as evidence in a
Nevada court of record.

. Sealingmeans to place the records in a file system not accessible to the general public, only to
authorized staff. This can be done by designating a locked file drawer cabinet or a file cabinet in
a locked room for deposit. Sealed records can also béostat State Records Center (8&%C

239.725 to 239.735).

.Aut horized staff includes the staff position
counsel and the agency appointing authority. The actual file contents may only be disclosed by
order of the court. Authorized staff may review the record for administrative purposes. A log
must be kept with the record indicating who had access, for what purpose, when access was
made and by what authority.

. After receiving an order from the court, ggan expiration of the time and conditions set forth in

law, the record must be physically removed from the office filing system, and a card placed in
the file system stating what the file is that has been removed, the date it was removed and why it
was renoved (cite the court order or legal citation for removal of the record). Place the sealed

file in an envelope or file folder that can be closed. Place the court order or a copy of the NRS
citation authorizing sealing in the envelope or closable file wighrécord. On the outside of the
envelope or file, place a label identifying the record (number and name of case) and wording to
the effect:Sealed by authority of (cite court order or legal citation). Access by authorized

staff or by court order only.

. Create a special finding aid for sealed records, listing file name, case number and new location of
the record and other data as needed in order to facilitate retrieval of the record. Authorized staff
may disclose to the public that the agency has sealedisecotheir legal custody, but no other
details, e.g., the name of the files and location.

If the record to be sealed is on a microfiche, microfilm jacket, aperture card or micro card:
remove the microform from the file system and place it into a clossvielope as described in

1, 2 and 3 above. Replace the microform with an index card stating the name of the record
removed, the date it was removed from the file system and why it was removed.

If the record to be sealed is on roll microfilm, such as etridge or cassette: either remove
the entire roll(s) from the file system as describe above, or if only a portion of the roll is to be
sealed: cut the portion to be sealed out of the roll and place it in a closable envelop, etc. as
described above. Tgets, certification and a copy of the court order or citation must be
microfilmed and spliced between the roll meeting all requirements found in ANSI/AIIM MS 19
and 42. Splicing must be done in accordance with ANSI/AIIM MS 18 standards.

. Sealed records armt subject to disposition by the Records Retention Schedule described in
NRS 239.080Sealed records may only be disposelyobrder of a Nevada court of record.
Disposition may be destruction of the record or transfer to the State Archives. Contact the State
Archives for appraisal prior to requesting disposition from the court. For purposes of appraisal,
Archives and Recordstaff from the NSLA are considered authorized staff. Agencies should
request court disposition for all files retained at least fifty (50) years.
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0420 Vital Records

Vital records are official State records containing information required for a State agenoptinue
functioning during a disaster or to-establish operations after a calamity has ended. Vital records
contain administrative, fiscal, legal and archival values representing the particulars of obligations
incurred by the State. Without thes#aVrecords, the daily business of an agency would stop and the
public interest would be endangered because of:

1. Vulnerability to litigation that would endanger the operations of State government;

2. Vulnerability to the expenses of financial settlementsifdaagainst the State from contracts,
vendor service agreements, purchases and other charges);

3. Loss of revenue (license and service fees, taxes, investments, etc.);

4. Disruption of employment records, payroll and benefit services; and

5. Loss of information vitbeto the public health and well being (hazardous waste, law enforcement,
fire safety, health and welfare services, etc.).

A vital records program prevents the loss of information critical to the continuing operation of State
government. Archives and Recsridlentifies vital records during the inventory process using the criteria
established and may recommend that they be microfilmed with the security copy of the film stored in an
off-site location (preferably in another city) remote from the site of thecgge

State agencies must give priority to the microfilming and protection of vital records within the limits of
their budgets. If money is appropriated for microfilming or the storage of records, those identified as a
vital record shall be dealt with first

The Records Center must give priority to the storage of official State records that have been identified as
vital records.

0422 Defunct Agencies

Any State official, upon notification of the pending abolishment of the agency by the Legislature,
Governor o department head shall make provisions to protect the agency's records. The records of State
agencies that have been abolished by law or administrative procedure shall be transferred to Archives
and Records for appraisal and protection, unless othervasalpd (NRS 281.190 Archives and

Records shall have legal custody of the records of defunct agencies. Records havirgjrathw@ni

legal and fiscal values shall be maintained in the Records Center until all requirements for disposition
according to a valid records retention schedule have been met. Records appraised with research/archival
value shall be transferred to thet8tarchives for preservation.

Upon reinstatement or reorganization of an abolished State agency, those records that have been
appraised with legal, fiscal or administrative values and not destroyed may be transferred into the legal
custody of that State agcy. Those records appraised with research/archival value shall remain in
Archives and Records for preservation in the State ArchNB$S(239.090
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0500 Insurance and Risk Management

0502 General

The Risk Manager is responsible for placing all insurance (except Group LiténSekd Liability,

and Accident and Health) required by the State of Nevada. The Risk Managesmsglatt

deductibles and/or seiifisurance when it is economically advantageous to didN&S 33) The Risk
Manager is also responsible to promote and erage loss prevention and may assign variable
deductibles, with due notice, to agencies or specific locations to promote the loss prevention program.

0503 SelfFunded Liability Program

All self-funded liability claims are handled through the Attorney GaltseOffice. This includes: general
liability; automobile liability; watercraft liability; etc. The Attorney General's Office also sets rates and
collects premiums for this program. For information regarding these programs, agencies should contact
the At ney Ge n er aifubded ligbflity pragrams ar® aot dart of the Risk Management
Division. Liability claims that have the potential to exceed the deductible level selected under the
commercial excess liability insurance policy, if applicable agiministered through the Risk

Management Division.

0504 Insurance and Selfnsurance

1. Property InsuranceThis program combines sdlinding and commercial insurance to provide
blanket coverage on all Statevned buildings and contents; the contents afddabuildings for all
physical loss or damage except as specifically excluded by the commercial property insurance
policy; and contractorod6és and mobile equipment
occurrence deductible. The Risk Manager may irsrelae deductible at a specific location, with
due notice to the agency, if an agency fails to implement loss prevention recommendations made by
the commercial insurer, in a timely manner, that would prevent or minimize a loss. A $100
deductible isapplidal e t o t he Governor's Mansion. Contr a
subject to &5,000per occurrence deductible. Agencies must report all changes related to their
properties, property values and locations to the Risk Management Division withay$0f a
move, completion of remodeling or construction projects, purchase of or a move to a new leased
location. The State Public Worksvision shall notify Risk Management of all new construction
projects at the beginning of the project and when #gieycompleted or substantially completed and
occupied. Building Plans must be submitted by $PMWo t he St at eds Property
regard to the fire protection system and earthquake protection, prior to initiation of the construction
project. Agency Heads are responsible to submit building plans to Risk Management for review by
the Statebs property insurer when | ease purch
Reports from SP\D Agencies are responsible to review assigned imgjldontents values at all
locations during the biennial budget preparation process and to report changes or requests for
appraisals to Risk Management prior to September 1 of each even numbered year. Changes in
properties covered or property values, exéepnew construction/purchases, that are not reported to
the Risk Management Division within 60 days will not qualify for adjustments to agency budgeted
costs for property insurance for the applicable budget cycle.
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g.

When reporting property information th@lowing must be included:
Budget account number;

Department/division name;

Building name, if applicable;

Occupancy type (office, warehouse, dwelling, etc.);

Street address or mile marker;

City, zip code and contact phone number.

New construction and remdeling projects not handled by the State Public Wbikgsion must
be reported to Risk Management by the affected agency including square footage of occupied
space, upon completion of the project.

PROPERTY CLAIMS

a.

REPORTING LOSSESAgencies must immedialy report all losses and take prompt action

to protect the property from further damage or loss. In the event of a loss estimated to exceed
$25,000, agencies must contact Risk Management within 48 hours. Risk Management will
contact t he nSuregwhe &ibdispatclogckaimg agljuster to the scene.

Damaged property must be retained and all evidence related to the loss preserved until
inspected by an adjuster. Property losses must be reported using the Property Loss/Damage
Report form availablat http://risk.state.nv.usnder the property link; if the loss involves
vandalism, theft, or other criminal activity, a copy of the police crime report must also be
forwarded to Risk Management. Losses reporteat thiin 90 days from the date of loss may

not be covered. Losses that result from mysterious disappearance (no signs of forced entry or
losses found during inventory) or resulting from known risks that have not been corrected
may not be covered. Contestddims compensability determinations can be referred to the
Risk Manager for review. The decision of the Risk Manager will be final and binding
MAKING REPAIRS: Agencies are responsible to affect the repair or replacement process by
contacting the approgie parties as soon as possible. These contacts might iBcliidiegs

and Grounds Section of the State Public W@kssion maintenance staff, State Purchasing
Division, State Public WorkBivision, State Budget Office or outside contractors or vendors
(following Purchasing and State Public WoBkvision requirements). Construction to repair

or replace a major structural loss (in excess of $100,000) must be initiated within two years
from the date of loss unless a written waiver is obtained from theMRisager.

PAYING FOR A LOSS Agencies are responsible for a $1,500 per occurrence deductible or
an alternate deductible identified by the Risk Manager. Risk Management will pay the lesser
amount of the repair or replacement, excluding any bettermentiajetsto the exclusions
contained in the commercial excess property insurance policy.

i.  When an agency pays for the entire loss out of its budget, Risk Management will
reimburse it, less the deductible, after receiving proof of repair/replacement and
eviderce that the invoices have been paid by the agency (e.g. copies of competitive
bids, copies of paid invoices, Vouchers Payable and "3.0" Report, or canceled check).

ii.  Risk Management can directly pay a repair/replacement vendor. In order to do this, it
is ne@ssary that Risk Management be forwarded a copy of related contracts or the
original invoice and copies of all estimates, written documentation from the agency
that the work has been completed in an acceptable fashion and the agency has paid
Risk Managemerthe appropriate deductible. However, it is the responsibility of the
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agency to complete all necessary paperwork required to affect the repair or
replacement of the damaged or destroyed items. This would include any contracts,
purchase requisitions, eRRisk Management can be identified as the contracting
agency if the contract is reviewed and approved by the Risk Manager. In the case of
purchase requisitions, agencies should complete the form, except for the budget coding
sections and the authorizatiagrsature and forward to Risk Management for
completion.The form must be retained by the requesting agency if electronic or
facsimile copies are usédr paymenfpurposes pursuant to SAM 2616.

iii.  Repairs or replacement for significant structural propertyelbésxceeding $25,000)
must be coordinated with the Risk Management Division and the State Public Works
Division, unless a specific waiver is approved by the Risk Manager.

d. EMPLOYEE PERSONAL PROPERTYLOSS St ate empl oyeesd perso
maintaled on State property wil/ be considered
their own personal insurance.

e. Fine Arts/Exhibit CoverageCoverage for Fine Arts/Museum exhibits are provided for under
t he Statebds Commer ci wancepalicy and self fyndeal pragram apntd e n t
a sublimit of $10 Million, subject to certain exclusions. In order for the Institution (agency)
to obtain coverage for that specialized property, agencies should provide an inventory of items
and loan agreementith agreed values (if applicable) for the covered exhibit(s).

Claims filed under the commercial policy are subject to a policy deductible of $25\@@dcies

are responsible for a $1,500 deductible per occurrence. All losses should be reported to Risk
Management as soon as possible, but not more than 90 days from the date of the loss. Reports of
losses received beyond 90 days from the date of loss will not be covered. Mysterious
disappearance losses (no sign of forced entry) or losses discoveredmgitigry may not be

covered. When a loss involves vandalism, theft, or other criminal activity, a copy of the police
crime report must also be forwarded to Risk Management.

For those pieces with a covered value greater than $25,000, the agency mtist keep until

the outside insurance adjuster or other designated representative from Risk Management has had
an opportunity to inspect itAll items that are not able to be repaired become property of the
insurance company or State Risk Managemésims paid under the State's sel$ured property
program must be delivered to Risk Management and will be destroyed to prevent any future resale
after full payment for the item is made to the Artist and/or Agency.

2. Boiler and Machinery Provides blanket carage for damage to boilers, pressure vessels, etc. at
Stateowned locations. Agencies are responsible for a $10,000 deductible. All losses must be
reported to Risk Management immediately (within 48 hours) and all damaged equipment must be
kept until RiskManagement or its designee has had an opportunity to inspect it.

3. Computer InsuranceCoverage for computer loss exposures is provided for under the property and
contents insurance policy. Agencies are responsible for a $2,500 deductible per occurkence. Al
losses should be reported to Risk Management as soon as possible, but not more than 90 days from
the date of the loss. Reports of losses received beyond 90 days from the date of loss will not be
covered. Mysterious disappearance losses (no sign of fentgg or losses discovered during
inventory may not be covered. When a loss involves vandalism, theft, or other criminal activity, a
copy of the police crime report must also be forwarded to Risk Management. If an agency
experiences repeated or multipdsses due to inadequate security or protection of equipment,
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deductibles may be adjusted or claims denied with due notice. All damaged equipment must be kept
until the insurance company adjuster has had an opportunity to inspect it.

. Commercial Crime Insance-A Publ i c Employeesd6 Bl anket Bond
subject to a $250,000 agency deductible for loss caused by any fraudulent or dishonest act
committed byan employee acting alone or with others. The policy covers all employees except:

those required by statute to furnishiadividual bond; and employees of the Nevada System of

Higher Education. Coverage for specific employees is automatically terminated upon discovery of
their involvement in any dishonest act during current or priodl@mngent, or having been canceled

under a prior bond. Potential claims must be reported to the Risk Manager as soon as possible so that
reimbursement may be sought from the insurer.

. Claims Procedures: Due to the sensitivity of an alleged employee disholagstythe Risk

Manager must immediately be notified of any potential claim. The Risk Manager will coordinate
with the Attorney General 6s Office prior to f
companyAircraft Liability and Hull Insurance Providediability coverage on owned and non

owned aircraft, and physical damage coverage on fixed wing aircraft on scheduled craft, subject to
various deductibles.

. Watercraft- Liability protection for all Stat@wned watercraft is provided through the Attorney
General 6s Of f i cfended tod clapna liability @rbgratn hTheressend deparate

premium charge for this coverage. Liability claims relating to watercraft should be reported to the
Attorney General 6s Of f i cequipmaitaraghbe covesetl for,physicall at e
damage, subject to a $1,500 per occurrence deductible. This physical damage hull coverage, which is
selffunded through the Risk Management Division, is optional and must be elected by any agency
desiring coverage. Ageies should contact Risk Management to place this coverage.

. Workers' CompensationPays compensation, medical and other benefits for job related injuries and
illnessessubject to the requirements RS616and617. Please refer also to SAM Section 0524.

. Automobile Physical DamageThe State of Newda selffunds its automobile physical damage
exposures there is no insurance company involved. As such, it is very important that agencies do as
much as possible to minimize the cost of this program. The Risk Management Division will provide
assistanceral guidance, upon request, to agencies to help minimize costs and secure timely repairs
to damaged vehicles. Outstanding claims will be reviewed every 30 to 60 days and falpa®d
necessary. Agencies are billed for this coverage at the beginningfsicéde/ear and again (for any
changes which may have occurred throughout the year) before the end of the fiscal year.

a. WHICH VEHICLES ARE COVERED - Coverage for Statewned automobile physical
damage (i.e. comprehensive and collision losses) is notreegbiut is offered as an option.
Agencies must elect this coverage if they want their vehicles insured under this program.
Certain vehicles, which are being commercially leased, on atéyngbasis, may also be
eligible for coverage under this programml®vehicles for which this option has been
elected will have their claims paid. Agencies not electing this coverage will be responsible
for the entire amount of any loss to their vehicle. All State owned motor vehicles must be
covered for automobile liality via the selffunded auto liability program, administered
through the Attorney General's Office.
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b. HOW TO ADD OR DELETE A VEHICLE- Upon acquisition of a new vehicle, agencies
have 31 calendar days during which time physical damage coverage will betceadynin
force. Should a claim be filed on such a vehicle, the claim (subject to applicable deductibles)
will be paid by Risk Management and premium for-f@ffded physical damage insurance
will be assessed retroactively back to the date of acquisiitven agencies turn in vehicles
to State Purchasing, insurance coverage will not be dropped until such time as the vehicle has
been sold or until it has been reassigned to another State agency. Claims filed on newly
acquired vehicles, which have not beglded to the insured vehicle schedule after 31 days,
will not be paid by Risk Management and will be returned to the agency for their handling.
i.  Agencies should send all changes (additions, deletions, coverage changes) for
physical damage coverage and lidfpicoverage to the Attorney General's Office,
Tort Claim Unit (tel.: 775684-1263). Premium is assessed based on the date of
acquisition. Even though the Risk Management Division administers thieiseééd
physical damage program, the Attorney Gene@ifice maintains the master data
base on the sefinded automobile fleet. Changes should be reported in writing and
should include:

1. Year of the vehicle

2. Make of the vehicle

3. Model of the vehicle
4. Vehicle ID Number (VIN)

5. License Plate Number

6. Agency Name

7. Agercy Budget Account Number

8. Type of change requested (e.g., add, delete, other changes)
9. Effective date of the change

10.Name and Telephone Number of Contact Person

c. DEDUCTIBLES- Insured vehicles claims, other than Nevada Highway Patrol, are subject to
a $300 dedctible for collision and comprehensive losses. Insured vehicles with the Nevada
Highway Patrol are subject to a $500 deductible, effective January 1, 2002. Deductibles will
be waived or reimbursed if another party caused the damage and Risk Manageowvens rec
the total amount of the loss. Alternate deductibles may be established, with due notice, at the
discretion of the Risk Manager to promote loss prevention.

d. EXCLUSIONS- Claims will be denied if investigation reveals that the vehicle was not being
usedin the course and scope of employment or if the employee does not possess a current
valid driveroés |license or the employee was
prescription drugs with driving restrictions at the time of an accident, @ntipéboyee
violates provisions within Nevada statutory or state administrative codes and the agency does
not have or enforce adequate internal controls and procedures to prevent this type of activity.
The Risk Manager will have the discretion to waive éxslusion if exceptional
circumstances are presented. If a decision is made to cover the physical damage costs under
these circumstances, the Risk Manager will seek reimbursement from the employee.

e. REPORTING PROCEDURESAgencies must report any physicalndage to covered
vehicles that exceeds deductible amounts to the Risk Management Office as soon as possible,
but not later than 90 days from the date of damage. Reports must be made utilizing the
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Vehicle Accident Form (Form RSRIOl-available on our websikgefilled out as completely

as possible and accompanied by three repair estimates. It is the responsibility of the agency to
secure and forward to the Risk Management Office all police reports that relate to a claim.
Claims involving another party, whicloald possibly result in a claim against the State, must
also be reported to the Tort Claims Administrator in the Attorney General's Office.

GLASS REPAIRS If the damage is such that a repair, rather than replacement, will take
care of the damaged glasgeacies are encouraged to make the repair. These repairs usually
cost between $30 and $50 and are 100% reimbursable. Multiple estimates are not required
for glass repairs and the usual $300 comprehensive deductible is waived.

. GLASS REPLACEMENT- The Stateof Nevada has agreements with several preferred
vendors in various regions across the State. These agreements are intended to provide the
State with consistently competitive pricing and reduce the administrative burden on State
agencies.

Agencies utilizig these vendors will not be required to obtain competitive bids for
automobile glass replacement. For information regarding the participating vendors and other
details of this program, please contact Risk Management. Agencies unable or unwilling to
utilize preferred glass replacement vendors must obtain three (3) estimates for vehicle glass
replacement and have the glass replaced for the lowest available cost.

Exceptions to this rule may be made on a-Bsease basis in rural areas where there are

not three available vendors. Because of the nature of glass replacement claims, agencies may
obtain telephone estimates for windshield and other vehicle glass replacements. However,
these estimates should still be documented for the file. Reimbursement ofrubdintizing
contracted vendors must be made using a Windshield/Glass Loss Report FOidd R8K

which also helps to document telephone estimates. These forms are available from Risk
Management.

. NUNMBER OF BIDS COLLISION DAMAGE- When a State vehicle hasen damaged in

a collision, it is the responsibility of the owragency to secure three (3) estimates for the
repair of the vehicle, unless a waiver is received from the Risk Manager due to unique
circumstances including but not limited to remote ruvaations or specialty work. The

repair must be made using the lowest responsible bid. Reimbursements will be made based
on the lowbid, when applicable and cannot include State of Nevada sales tax. Agencies
doing their own repairs will be reimbursed forgsaonly, subject to the applicable deductible
amount. In cases where contracts are required for repair work pursuant to State Purchasing
guidelines and requirements, and the affected agency does not have sufficient funds to
execute a contract for the reqza Risk Management may advance the funds for the loss, less
the appropriate deductible, to the agency. Any unused funds that were advanced to an agency
must be returned to Risk Management as soon as possible.

ANOTHER PARTY IS LIABLE FOR THE DAMAGE If the vehicle is insured by the State

for loss against physical damage, Risk Management is available to assist agencies with
recovering from the dault third party. When another party is responsible for the damage to

a State vehicle, Risk Management willnkavith the involved agency and deal directly with

the atfault third party/his insurer for the repair of the damaged vehicle. In these situations the
requirement to obtain three (3) estimates for repair of the vehicle may be waived. Risk
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Management woul@ay the loss and would then pursue recovery from the adverse party. If
Risk Management makes full recovery from the adverse party, the agency would be
rei mbursed any deductible it may have paid
deductible, the ancy will work directly with the third party/his insurer for the repair and/or
recoveries of monies spent for the repairs to the damaged State vehicle. In cases where the
damageibei ng taken care of directly boyght he ot
Risk Management, agencies must still provide an informational summary, including an
accident report and repair costs, of the loss to Risk Management
PAYMENT TO VENDORS/REIMBURSEMENT TO AGENCIES®
i.  If the agency pays for the entire loss out of itsgmidreimbursement of expenses
will be made by Risk Management directly to the agency, less the deductible, after
receiving proof of repair/replacement, copies of the three (3) estimates, and evidence
that the invoices have been paid by the agency (epg.aopaid invoices, Vouchers
Payable, and "3.0" Report, or canceled check). Agencies doing their own repairs will
be reimbursed for parts only, subject to the usual deductibles. Reimbursements are
typically accomplished using a Journal Voucher (forttogee nci es i n t he
accounting system) or a Voucher Payable/Check (for those agencies outside of the
State accounting system).
ii.  Risk Management can directly pay the vendor. In order to do this, it is necessary that
we have the original invoice, writtetatement from the agency that the work has
been completed in an acceptable fashion, copies of the three (3) estimates, and the
agency has paid Risk Management the appropriate deductible amount. Risk
Management must have the deductible before they cathpayendor
k. TOTAL LOSS REPLACEMENTS An insured vehicle will be deemed to be a total loss
when the cost to repair it (according to the low estimate) is 80% or more of the Kelly
Blue Book (mid range) actual cash value (ACV). When this is done, Risk Manageme
will pay the agency the ACV and any related expenses (e.g., towing) that the agency has
paid, less any salvage recovery and deductible amounts. Agencies are responsible for
securing a minimum of three (3) reasonable salvage bids. Vehicles may bedalaage
the State Purchasing Division, as well as through commercial salvage operations. For
assistance with this process, contact Risk Management. Agencies are responsible to use
these recovered funds for authorized expenditures only

Inthe eventavehicks At otaledd, the agency must no
vehicle from the State inventory) and the Attorney General's Office (to delete the vehicle
from seltfunded insurance coverage). Agencies may decide to keep a totaled vehicle
(usually for parts When they do this, the high salvage bid will still be deducted from the
ACV amount. If a vehicle has been totaled, it may not be insured for physical damage
coverage in the future.

TOWING - Towing charges related to an insured comprehensive or collesswill be
reimbursed, subject to the appropriate per claim deductible. Towing should be limited to
getting the disabled vehicle to the repair shop or to the closest State facility where it can
be stored until such time as a repair can be done orthmtiehicle can be sold.

STORAGE - Efforts should be made to minimize the cost of storage of a disabled
vehicle in commercial storage areas. Reasonable storage costs (generally not to exceed 10
days) are a reimbursable expense. However, if the durat&torafge is likely to be
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10.

lengthy, the agency can request assistance from the Risk Management Division to move
the vehicle to a Statewned property to minimize storage fees. The Risk Management
Division will follow-up with agencies every 30 to 60 days ttedaine the status of the

repairs. If excessive storage fees are being accumulated the agency head will be contacted

for appropriate action.

n. REPLACEMENT VEHICLES/LOSS OF USEThe State's sefunded automobile
comprehensive and collision program doesprovide for temporary replacement
vehicles (i.e. rentals) while the damaged vehicle is being repaired or replaced.

0. SPECIAL EQUIPMENT- Equipment that is permanently attached to a vehicle is
normally insured for physical damage as part of the vehicle,dubj¢he usual
deductibles; examples of this would include such things as NHP light bars, external
lights, fixed radios, etc. Other equipment that it is in the vehicle, but is not permanently
affixed, is insured under the State's property insurance pno@vhich is subject to a
$1,500 deductible). Some examples of this type of equipment includes: State provided
(issued) firearms; cellular phones and portableway radios; laptop computers, etc.
Vehicle operators should do whatever is prudent to seleareantents of their vehicle to
protect them from damage or theft.

p. PERSONAL VEHICLES When a personal vehicle is used on State business, and is
involved in a collision, the employee will need to file a claim with their personal
insurance carrierRisk Management does not insure personal vehicles or reimburse for
any collision deductibles.

g. RENTAL VEHICLES - Vehicles must be rented from companies with whom the
Purchasing Division anBleet Services Divisiohave negotiated overriding agreements.
It is not recessary for the agency to purchase additional insurance when renting under

those agreements as part of the negotiated contract rates, includes insurance coverage. As

such, usage of the negotiated contracts is mandatory. Any agency renting outside those
ageements will be responsible for their own insurance coeesad for any accident
claims.

r. LEASED VEHICLES- There may be situations where it is in the best interest of the
State for agencies to lease vehicles. When the lease agreement requires thtd the St
insure these vehicles, it is the responsibility of the agency leasing a vehicle to notify the
Attorney General's Office of the requirement for insurance coverage on the vehicle. As
with Stateowned vehicles, agencies must elect physical damage co\eabgey is

mandatory) in order to be covered for these types of losses. Unless this coverage has been

requested by the agency, damage to leased vehicles will not be paid by Risk
Management; all physical damage costs and related expenses will betresigsty of
the agency.

. Contractoraand Mobile Equipment Insuraned genci es may i ns umabilet hei

equipment (e.g., backhoes, graders, forklifts, dump trucks, and other large constypetion
equipment). Only equipment that is schked on the commercial property insurance pakcy
covered for loss against physical damage or theft. Agencies should contact Risk Man#égement
this coverage is desired

Excess Commercial General Liability Insurandgencies are sometimes required (ofées a
requirement of property or equipment lease agreements) to obtain commercial general liability
insurance coverage. This coverage typically provides limits that are higher than those afforded
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under the selfunded liability program and permit the lesso be named as additional insured
(which cannot be done under the dalfided program). The excess commercial general liability
insurance is handled via the Risk Management Division. Agencies should contact Risk
Management if this coverage is required.

11. Certificates of Insuranceln many business transactions (special events, equipment financing,
property leasing, etc.), the State is required to provide proof of liability or property insurance.
Contact Risk Management with the following information:

a. Forliability insurance, the name and complete address of the party requiring the certificate,
the purpose for the document, dates for which coverage is required, additional insured
requirements, if any;

b. For property insurance, the name and complete addréss pérty requiring the certificate,

a description of the property to be insured, the complete physical address of where the
property is located, the total dollar value of the property, loss payee requirements, if any.
Risk Management will promptly arraego have the evidence of insurance provided the
requiring party.

0510 Premium Payments

All State agencies covered under the various insurance policies and the Siatisatice program will
pay their share of the premiums and administrative fees @sydeéd by the rating plans adopted by the
Budget Division on behalf of the Risk Management Division. Expenditures shall be made by the Risk
Management Division for insurance premiums,-g&dtired losses and other expenses that may be
necessary. Variabldeductibles may be assigned to agencies to promote loss prevention programs.

0514 Additional Insurance

Agencies with requirements for special insurance coverage for their property or operations must contact
Risk Management with the particulars. Risk Mamaget will then review the needs and conduct a

market search for available contracts, coverage and premiums. Agencies will be billed for coverage
placed on their behalf.

0516 Request for Proposals, Contracts, and Agreements

Most contracts and agreementstedm insurance requirements and hold harmless i.e., indemnification
provisions which affect the State's liability insurance oriseslfirance program. To ensure adequate
protection is provided to the State, the Insurance Schedule (Attachment BB of {henbhelet
Contractor Contract available at the State Purc
documents or requests for proposals and all contracts. To assist agencies, Risk Management has
published various insurance schedules with tab-mased document called: INSURANCE &
INDEMNIFICATION REQUIREMENTS FOR CONTRACTS". Agencies may request additional
assistance from Risk Management for review of hold harmless language and setting of insurance
minimum limits and requirements to be usediohdiocuments and requests for proposals. Copies of the
proposed contracts or agreements should be forwarded to the Risk Management Division as soon as
possible to allow sufficient time for review and negotiation of any necessary changes before contract
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execution.As directed by the Budgetffize, contracts are entered into the Contract Entry and Tracking
System (CETS). Within CETS agencies must enter insurance information for their contract. Agencies
can request a waiver of required insurance as directachvBETS. Evidence of the required insurance
must be entered within the insurance compliance section within CETS as weM&iagement

provides centralized monitoring of contracts to ensure that required insurance specifications are being
met and thaall insurance policies are current and placed with insurers acceptable to the State of
Nevada.

Sole Proprietors Effective July 1, 2001, sole proprietors, as definedRE 616A.310contracting with
the State of Nevada may reject wAffidkvieaf Refectiacno mpen s
of Coveragemust be executed by the sole proprietor/contractor. The affidamtis available from the
Of fice of the Attorney Gener al and the Ri sk Man

0518 Inspections

Risk Management and the State's insurance carriers may inspect State facilities. Agencies must do
whatever is reasonable to cooperate wittse inspections and shall make all reasonable efforts to
comply with all recommendations in a timely manner. Each agency that is provided a copy of an
inspection report with recommendations must submit a documented action plan within 30 working days
to the Risk Management Division addressing the recommendations. The boiler inspector has the
authority to immediately shut down any boiler that poses an immediate danger to persons or property.

0519 Security

Agencies should take all necessary precautionthéosecurity of their property. Duplicates of valuable
records and frequent backups of electronic data should be made and stored in separate locations. Specia
attention should be paid to areas open to the public if there is a potential for loss. knthef éasses,

agencies must promptly do whatever is reasonable to preserve and protect any salvageable property.

Personnel should be made aware of their need to protect their personal belongings from theft or other
loss as the State's insurance does oegrcsuch losses.

0520 Property Conservation and Loss Prevention

Each department is responsible for loss prevention activities within its agencies. Risk Management is
prepared to assist in coordinating employee/supervisor accident prevention trainietymtazard
recognition surveys. These services are intended to compliment, not take the place of, agency loss
control efforts. Agency responsibilities include:

1. Alert Risk Management of those operations and activities that could cause losses. Agericies mus
also notify Risk Management when there have been significant changes in the use and occupancy
of their facilities.

2. Cooperate with Risk Management in the investigation of claims, accomplishment of various
insurance surveys, and the remediation of unsaiditons.

3. Review and sign all accident or incident reports before forwarding to Risk Management.

55


http://leg.state.nv.us/NRS/NRS-616A.html#NRS616ASec310

4. Conduct routine and detailed inspections of its properties and fire protection systems.

5. Perform or cause to be performed preventive and corrective mainteraState properties, to
ensure that properties are not damaged or destroyed due to poor maintenance. Documented
records must be maintained.

6. Water Damage

a. Immediate attention to and correction of water leaks and flood events must be initiated to
prevent uhealthy fungal growth from occurring.

b. Water intrusion events not corrected within 48 hours can lead to fungal growth.

c. The Risk Manager must be notified when evidence of water damage such as damp
carpets, water stains on walls or multiple ceiling tiles;a@ration, etc., or suspected
mold growth is identified or discovered at either State owned or leased buildings.

d. Agencies must follow the guidelines established by the Risk Manager in regard to the
identification, sampling methodology and remediation atew damaged materials and
fungal growth or secondary fungal contamination.

7. Air handling and ventilation systems must be inspected and cleaned on an annual basis. Filters
must be installed and replaced in accordance
Documented records of inspections, cleaning and filter changes must be maintained and will be
reviewed periodically.

8. HVAC systems must be tested and balanced, if indicated, at least every 5 years.

9. Request adequate funding to appropriately maintain ageopgrties and conduct activities in a
manner that is safe and healthy for employees, clients, and members of the public.

0521 Safetyand Health Program

Each department is responsible to develop and implement a safety and health program for State of
Nevadaemployees and volunteers, consistent with the requiremeNsvaida Revised Statutes,

Chapter 61&nd the guidelines established by the Risk Managemeirgi@iv The Director is

responsible to ensure that each Division, therein, adheres to the requirements established for ongoing
implementation of the program.

The Risk Management Division is responsible to monitor the effectiveness of these programs; review
program activities; publish an annual report including comparative statistical information; provide
technical assistance to agency representatives; and to identify injury trends ansgkhagtivities and

take the necessary action to coordinate, devahapimplement a plan for risk reduction. The Risk
Management Division is prepared to coordinate general employee/supervisor safety training, assist with
Safety Committee activities, facilitate special projects involving common safety issues among multiple
agencies and provide general assistance for effective program implementation.

Division head responsibilities include:

1. Safety Coordinator Designate a safety coordinator/s to oversee and facilitate the safety efforts
of their agencies. This coordinator skidbhave direct access to the agency head or deputy; be
given proper authority to ensure that all employees cooperate with the program and be provided
ample time to perform the duties of the position, adjusting requirements of other duties if
necessary. Rk Management must be notified, in writing, of any changes in the assignment of
the Agency Safety Coordinator.
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2. Written Safety ProgramDevelop, maintain, monitor and revise, as necessary, a written
systematic program of safety and health as outlindd®$ 618.383nd related sections of
Chapter 618 of NRSandNAC. This program must include the following:

a. Policy: A statement outlining the agency's commitment to the program with specifi
responsibilities assigned to all levels of employees to ensure that the various elements of
the program are carried out. Safety responsibilities must be included in work performance
standards.

b. Safety Inspections: Outline of a plan for informal and forsadéty inspections to be
conducted on an ongoing basis. Noted hazards must be corrected in a timely manner with
responsibilities for corrective action specifically assigned. Agencies can request
assistance from the Risk Management Divisiafety Consultation and Training Section
(SCATS)of the Division of Industrial Relations or tis¢ate Fre Ma s hal 6is Of f i c
completing inspections.

c. Safety Training: Outline of a safety training plan for all employees, including mandatory
training for managers, supervisors, and other agency designated staff which includes
applicable OSHA required training, tiop identified by Risk Management and any other
safety issues that have caused recurring injuries within the agency. Annual refresher
training should be provided. Records must be maintained of these training sessions,
including a list of attendees, andte¢ained for a minimum of 3 years.

Note: Agencies can participate in scheduled safety classes coordinated or provided by the
Risk Management Division, contracted consultants or insurance company representatives,
Safety Consultation and Training Sectiol€fS'S) of the Division of Industrial

Rel ations, or the State Fire Marshal 6s Of

d. Accident Investigation: All minor, serious and near miss accidents with a potential for
injury must be immediately investigated by thesignated employee and an accident
investigation form as prescribed by Risk Management-@&BCINV-) completed. The
necessary corrective action to eliminate the cause of the injury must be assigned and
completed in the timeliest manner possible. Copiexoident investigation reports must
be forwarded to the Risk Management Division upon request.

e. Safety Rules: Specific safety rules pertinent to the unique circumstances of each agency
must be adopted, revised and consistently enforced by supervisors.

3. Safdy Committees Agencies that have 25 or more employees statewide are required to
establish an internal safety committee. These committees must include employee representatives
that are elected by their peers, if any of the employees in the agency dedenra labor
organization. The committee members, not appointed by agency management, should elect the
chair of the committee. Frequent meetings should be conducted, but not less than quarterly.

a. Agencies that have locations with 50 or more employeaddlestablish separate
committees or subcommittees to the general committee at these locations.

b. If a State building or complex establishes a safety committee, representatives from all
agencies regardless of the size must participate. All agency repressmatst participate
in scheduled evacuation drills coordinated by safety committees.
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c. Agencies with less than 25 employees that are not required to establish a safety committee
must allow for suggestions and input regarding safety issues in their gaeetaigs.

. Alert Risk Management of dangerous situations that are beyond the control of the agency to be
corrected or otherwise be resolved in a timely manner. Examples of this may include lack of
cooperation from another agency that threatens the safetymbyees or the general public,

dangerous materials or faulty equipment tatnotbe immediately corrected, unforeseen hazards

or conditions that arise or are discovered for which funds are not available to correct, or existence of
dangerous conditionia buildings or areas of operation that arise during construction or result from
some type of natural disaster.

. Cooperate with Risk Management in the investigation of accidents, unsafe conditions, scheduled
audits of program activities and submit activiports as requested.

. For additional information refer tdRS 618.29%ndChapter 618 of the Nevada Administrative
Codes

. Ergonomic Equipment - Identify and request adequate funds to obtain the appropriate equipment
and tools necessary for employees to safely perform their jadsdStandard ergonomic equipment
should be provided to employees who perform sedentary and repetitive motion duties for greater
than 50% of their average workday. This equipment generally includes an adjustable workstation,
adjustable chair, articulatingeyboard, headset, wrist rests, footrest, copyholder and glare screen.
Employees who are not within the normal height and weight range or who have disabilities may
need special equipment. Consideration should be given to the use of voice activated software
systems, when appropriate, for positions that require extensive data entry. Automated equipment
including, but not limited to, electric staplers and automatic date stamps should be provided
whenever possible to prevent repetitive motion injuries. Agestiesld utilize vendors that take
appropriate measurements in recommending equipment/furniture, provide employee/supervisor
training, and utilize credentialed/certified personnel in this assessment/training. In the event that an
unanticipated need arises) agency can request financial assistance from the Risk Management
Division to prevent immediate injury to an employee. In order to request financial assistance from
Risk Management, the agency must follow the procedures found within the Division'svwelokst
Safety/Ergonomics.

. Workplace Violence- A specific section must be included in the safety program to address the
prevention of and response to workplace violence, based on the guidelines established by the Risk
Management Division and Attorney Gena | 6 s Of fi ce. Agency manhage mg
intervention when direct threats of violence are reported by employees. Indirect threats, intimidation,
harassment or hostile behaviors must not be tolerated and must be promptly and appropriately
addessed. If a significant workplace violence incident occurs, agency management must report it to
the Risk Management Division as soon as practical for coordination of appropriate critical incident
stress debriefing for employees and their families. Psbditements to the press should be restricted

to specific and appropriate personmébte: The Risk Management Division has established a fund

to assist agencies in obtainifigness for dutyexams, upon request and approval, for potentially

violent or unste employees that present an imminent and significant security or liability threat to the
agency.

Indoor Air Quality - A specific section must be included in the written safety program to address
the prevention of and response to complaints and repartdadr air quality problems. Each agency
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must follow the policy and guidelines developed and adopted by the Risk Manager. All
investigations related to indoor air quality issues must be coordinated through the Risk Management
Division.

0524 Wor kewsaiah Compen

Policy and Premiumt The Risk Management Division is responsible to obtain an insurance policy for

and pay premiums on behalf of all agencies within the Central Payroll System. The Risk Management
Division is the designated representative for aligyaand claims issues. Rates are assessed to each
budget account per $100 of payroll through the payroll system. Claim deductibles may be established
and assessed to agencies at the discretion of the Risk Manager, with due notice to affected agencies, to
promote loss prevention and cost control. Premiums due for Volunteers, Board members, interns,
inmate, cadet or community service workers or any other State employee not paid through the Central
Payroll system are solicited quarterly from identified agesci

Agency Responsibilities:

1. Notify Risk Management when there is a change in the nature of work being performed, a new
budget is added or an old budget inactivated, a Board or Commission is established or
volunteers, interns, inmates, cadets or commugatyice workers are utilized at anytime during
a quarter.

2. Submit quarterly reports and premium payments to Risk Management as requested for
volunteers, Board Members, interns, inmates, cadets, community service workers or other
employees not paid throughet Central Payroll System.

3. Provide updated applications, job descriptions and Memoranda of Understanding as requested by
Risk Management.

4. Maintain a roster of volunteers, inmate labor, community service workers, interns, cadets or
board members not paidrttugh the Central Payroll System.

Managed Care Organizationfjured employees, who reside in a county where the commercial

insurance company has established managed care
medical treatment for injuries and occupational diseases from a physician contracted with the
Managed Care Organization, wunless there is not
residence.

Agency Responsibilities:

1. Provide information to employees on their rights and responsibilitiegard to the Managed
Care Organization and maintain updated list of physicians included on the panel.
2. Assist employees, as necessary, in obtaining information and medical treatment.

Claims Reporting

1. Employees are required to immediately report gliries and accidents to their supervisor,
regardless of the degree of injury. They must complétetee of Injury (C -1 form) within 7
days of any injury or accident that occurs on the job for which immediate medical treatment is
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not obtained as p&RS 616C.015Failure to complete this form in the required time frame will
result in the possibility of any claim submitted for an injury thereafter to be denied.

Agency Responsibilities:

a. Provide sufficient supply of @ forms at allocations and operations for easy access by
employees.
b. Educate employees on their responsibility to complete this form and the consequences of
refusing to complete it.
c. Notify the insurer when the required Notice of Injury Forml(Gvas not completed
within the required 7 days, if a claim is submitted after this time period.
d. Send a copy of the-C Form to the insurddNLY if a claim was initiated and the-C
form was not completed within the established time frame.
e. Maintain records of all € forms for thre years.
Ensure that employees losing time from work due to their injury do not receive both
compensation benefits from the insurer anddgitrued leave concurrently. Employees
can use their accrued leave to make up the difference between their cornpensat
benefits and regular salary; however, they cannot receive more than 100% of their regular
wage. A leave choice option form can be obtained from Risk Management to assist
agencies in complying with this requirement. Once completed the form is to heeorov
to the insurer.
g. Supervisors must document an investigation of all accidents. All completed accident
investigation forms will be forwarded to Risk Management. The investigation form will
be forwarded to the insurer should the employee seek medicdlaite

P

2. When appropriate, employees should be directed to or assisted in obtaining prompt medical
attention.
3. Agency supervisors or other designated representatives are required to complete and submit an

Employers' Report of Injury (3 Form}o the insurer within 6 working days after the receipt of a
Physician's Report of Injury (@ Form) for an employee who has sought mddreatment for

an on the job injury or occupational disease. Employers who fail to return this form within the
established time frame are subject to a fine from the Division of Industrial Relations.

Note: Ideally this form should be completed at the tiime employee reports the injury and
states their intent to seek medical treatment. This report can be faxed to expedite this process.

4, If the validity of the claim is doubted or there are extenuating circumstances, the agency is
expected to provide cortgie and detailed information at the time thi8 @®rm is submitted.

5. Forward a copy of all @ Forms to Risk Management.
6. If an accident results in a serious injury, fatality, or requires hospitalization of three or more
employees, the Risk Managen@&nvision and the Occupational Safety and Health Enforcement

Section of the Division of Industrial Relations must be called immediately (within eight hours of
notification of accident).
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Claims Management

1. Each agency head must assign a designated emptoyeaew and monitor all claims activity.
The guidelines established by the Risk Management Division must be followed.

2. If the agency has factual information that the employee has a preexisting condition that could
have affected the severity of the resqudtinjury or occupational disease and this was not noted
on the G4 form, this information should be forwarded to the Risk Management Division and the
insurer with a request for Subsequent Injury Review.

3. The designated agency representative shall worlelglegth the insurer to ensure that all claims
are being handled promptly and efficiently.

4. Technical assistance and/or representation at the hearing/appeal is available from Risk
Management, upon request, when sensitive, serious or complex claims issiebhar Risk
Management Division may initiate hearings and appeals when the potential for a high cost or
precedent setting claim issues occur. Agencies shall cooperate with the Risk Management
Division when this action occurs.

Early Return to Work Program

1. All agencies must follow the guidelines of the Early RetiorlVork Program developed by the
Risk Management Division and closely monitor the progress of the injured employee to assist in
the speedy return to work.

2. Modified duty must be provided wheneymrssible and if the agency cannot accommodate the
injured employee, the agency must contact the Department Personnel Officer or Risk
Management Division to locate an appropriate position fronpola¢ of modified duty jobs
Refer toNevada Administrative Code 284.606008for additional requirements.

3. Injured employees who are unable to return to their former position havelogemept rights
within the Department of the Division that they are injured in, for up to a maximum of one year.
NAC 284.6014 6019.

4. Agencies must interview injured employees unable to return to their former positions, from other
Departments that are refed by State Personnel and give special consideration to hiring them
for vacant positions that they are qualified to perform.

5. Employees on temporary assignment as\N¥&€ 284.6004may be extended beyond the- @y
limitation providing the injured employee is performing 51 percent or more of their regular job
duties. The extension shall be limited to one additional 90 days.

6. Agercies who have employees who were injuredtf@sjob) on July 1, 2001 or later, and
subsequently miss 30 consecutive days of work due to that injury will be assessed a $1,000
deductible by the Risk Management Division. Catastrophic or unusual claim&wiinsidered
on a caséy-case basis.

Contagious Diseases

1. Agencies that have employees who are consi de
borne pathogens in accordance vdéhCFR 1910.103fhust establish an exposure control plan.
The plan will be specific to each site within their agency. Procedures for reportiogueap and
subsequent testing within 72 hours asBS 61 7will be addressed in the exposure control
plan.

61


http://leg.state.nv.us/NAC/NAC-284.html#NAC284Sec600
http://leg.state.nv.us/NAC/NAC-284.html#NAC284Sec6004
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10051
http://leg.state.nv.us/NRS/NRS-617.html

2.

Agencies which have employees who are requvdekttested for contagious diseases as per
NRS 616C.053hall ensure they have written procedures to comply with thiget&ach
agency must request adequate funding to pay for the required screening tests.

Employee Medical Examinations/Services

1.

The Risk Management Division is responsible to secure and oversee Statewide contracts with
Medical Providers/Clinics on behalf afi agencies who are required to provide physical exams

for police/fire employees pursuantMiRS 617.45%nd617.457 and other medical exams,

screening tests or immunizations required by OSHA, EPA or DOT for all agencies who are
required to providéhese services.

Each agency that is required to provide these exams must utilize the contracted providers, unless
a waiver is granted by the Risk Management and Budget Divisions.

Each agency must follow the guidelines established by the Risk ManagemisidrDior the

types and frequency of exams, screening tests or immunizations.

Each agency must request adequate funding to pay for the required medical exams, screening
tests or immunizations.

Agencies who employee job positions as identifieNRS 617.13%hall ensure that duties of
employees as defined MAC 617.080are followed with individuals who are identified to have
predisposing risk factors for heart and lung disease. Agencies must cooperate with the Risk
Management Division in matters deg@in wi t h t heir empl oyeebs pred
including the delivery of correspondence from Risk Management to employees with identified
risk factors and returning an acknowledgment receipt form for the correspondence to Risk
Management within 60 wonkg days.

Each agency that has employees who are required to have physicalslig&dét7.44%nd

617.457 shall establish procedures related to the physical exam process based on the guidelines
developed by the Risk Management Division and for perdomho are determined to be unfit

for duty by the evaluating physician.

. Hearing examination results must meet the Council for Accreditation in Occupation Hearing

Conservation guidelines for the ability to hear normal speech (55dB threshold at frequé@cies 5

Hz, 1000 Hz, and 2000 Hz in the better ear with hearing aids). Hearing level thresholds less than
55db in the better ear are expected to jeopa
duties. Agencies must develop procedures to addressdifor duty issues when levels do not

meet this threshold.

Hearing examinations conducted pursuaii®RS 617.454hat idenify a standard threshold

shift of 10dB at frequencies 2000Hz, 3000Hz, and 4000Hz shall be referred to an appropriate
medical specialist in accordance wié CFR 1910.95

Agencieghatdo not have adequate funding to pay for these services can request financial assistance
from the Risk Management Division, if a work progranterjuest to IFC is not feasible.
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0600 Administrative Procedures

0602 General

The Nevada Administrative Procedure ABIRS Chapter 233Bsets minimm pracedures for (1)
regulationmaking and (2) adjudication by agencies of State governmentN&hada Administrative
ProceduréAct is particularly concerned with providing greater public awareness of andigeion in

administrative rulmaking.

0604 Application

The Nevada Administrative Proceduksct applies to all agencies in the Executive Branch of State
government authorized to make regulations or to deterrmamestedcases,with certain statutory
excepions.NRS 233B.039

0608 RegulatioaMaking Authority

To the extent authorized by law, each agency may adopt reasonable regulations to aid it in carrying out
the functions assigned to it and shall adopt such regulationssaegés the proper execution of those
functions. Regulations implement legislative policy and therefore must be consistent with that policy.
Administrative regulations must be within the statutory rulemaking authority of the agency, and cannot
contradictor conflict with the statutes they are intended to implement. Furthermore, an agency must have
specific authority authorizing it to charge or collect a fee before a regulation imposing any such fee may be
enacted.

0609 Effect of Regulations

If adopted ad filed in accordance with the provisions of the Nevada Administrative Procedure Act, the
following regulations have the force of law and must be enforced by all peace officers:

1. The Nevada Administrative Code; and

2. Temporary and emergency regulato

0610 RegulatioaMaking Procedure

Administrative regulations must be adopted in compliance with statutory rulemaking procedures set forth in
the Administrative Procedure Act. Agencies should consult the Attorney General when adopting regulations.
The Attorney General's Office publishes the Nevada Administrative Rulemaking Manual that explains the

law in greater detail Administrative Rulemaking
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0700 Open Meeting Law
0702 Intent

Public bodies working on behalf of Nevada citizens must conform to statutory requirements in open
meetings under an agenda that provides full notice and disclosure of discussion topics [ss$iatey

action. These requirements are set forth in the Ne@uen Meeting LawNRS Chapter 241"In

enacting this chapter, the Legislature finds and declares that all public bodies exist to aid in the conduct
of the people's business. It is the intent of the law that their actions be taken openly andrthat thei
deliberations be conducted openh)NKS 241.01p

0706 Application

1. With | imited except i onsmustieopdn ana public,iamd glspersofs p L
must be permitted to attendNRBI2M1.080€ETheiOpeg o f
Meeting Lawapplies to public bodies as defined in staliRS 241.015

2. The Nevada Administrative Procedure AJQiRS 233B requires all workshops and public
hearings held for the adoption of regulations to be conducted in conformance willpehe
Meeting LawNRS 233B.061This requirement applies to anyeagy regardless of whether it is
a public body or headed by a single individual.

3. A committee, subcommittee or advisory body that is given the task of making decisions for or
making recommendations to a public body is covered b@tien Meeting Law
0708 Notice

NRS 241.020ncludes detailed requirements for the contents of a public notice and meeting agenda,
together with posting requirements. Agendas must include a clear and complete statement of the topics
scheduled to be considered durthg meeting.NRS 241.020(2)(d)(1)Agendas must also include a list
describing the items on which action may be taken and clearly denoting that action may be taken on
those itens. NRS 241.020(2)(d)(2)Public bodies should submit all public notice and meeting agendas

for review by the Attorney General prior to posting.

0710 Emergencies

NRS 241.020(2allows public bodies to conduct an emergency meeting or consider an emergency item
without complying with the statutory requirement of providing public notice at least thméeng/aays

prior to the meeting, but all other requirements of @men Meeting Lawapply. The emergency rule

may be useé only when immediate action is required and the circumstances were unforesedRSSee
241.020(10) Public bodies should not hold an emergency meeting or consider an eryeitgen
without first consulting the Attorney General as to whether the basis for an emergency exists.
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0712 Exemptions

There are specific statutory exemptions and exceptions Ogka Meeting Laypublic bodies should
consult the Attorney General as to whether an exemption or exception applies.

0716 Void Actions

The action of any public body taken in violation of een Meeting Lavis void NRS 241.03%h

0718 Enforcement

The Attorney General has the statutory authority to investigate and prosecute violation®©gkthe
Meeting Law (NRS 241.03% Complaints alleging a violation can be filed with the Attorney General.
File a Complaint

0724 Conclusion

The NevadaOpen Meeting Lawis clearly intended to fther open government in Nevada. This
objective is essential to a democratic society that depends upon-iafametied citizenry. Every public

body in this State has both a legal and moral duty to faithfully observ@gbe Meeting Lavand to

take all reasonable steps to insure public access to its deliberations and actions. Sometimes the particula
facts surrounding a miieg will present a close question of law. In those cases, the Attorney General
offers the following advice:

"If in doubt, open the meeting."

The Attorney General's Office makes available the Ne@uen Meeting Law Manudhat explains the
law in greater detail. If you require additional information concerningthen Meeting Lawcontact
the Attorney General's Office to request a copy of the Ne@aan Meeting Law Manuaidr go online
to http://ag.state.nv.us
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1000 Buildings and Grounds

1002 Serving the Capitol

The Buildings and Ground3ectio of the State Public Works Divisigmovides maintenance and
emergency services in the Carson City Capitol Complex as well as in Reno and Las Vegas.

1004 Scope of Services

The Buildings and Ground3ectionis concerned with the safety, health and worldagditions of all

State employees. Ités maintenance duties includ
ventilating and air conditioning.

The Buildings and Grounds Division is responsible for minor improvements and repairs not within the
scope othe State Public WorkSection of the State Public Works Division

1006 Procedure for Service
Written requests for major repairs or services should be made in writing$ethen For minor
repairs, services or emergencies, in Reno or Carson Cityhtale the Division at 77684-1800 and in

Southern Nevada telephone ®ectionat (702) 4864300. If the emergency involves life safety call
911.

1008 Care of Buildings

Buildings, rooms, basements, floors, windows, furniture and appurtenances arepbdiedse orderly
and presentable as befitting public property. Conditions should be as such to reduce fire hazard to a
minimum.

1010 Inspections

Division employees periodically inspect Statened property.

1012 Maintenance, General

The Buildings and GrawdsSectionmaintains all State buildings, grounds and properties not otherwise
provided for by law.

1014 Janitorial Service

Most stateowned buildings are cleaned by a contracted janitorial service. Desks will be cleaned upon
request only if all objectsra removed from the desk surface. Janitors are under specific instructions not
to clean those portions of the desks that have papers and/or objects left upon them.
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1016 Craft Services

The Sectionperforms electrical, carpentry, painting and plumbing sesvand maintenanc8ection

employees are skilled tradesmen and are assigned to repair duties accordingly. Some work, particularly
extensive remodeling, may be contracted. Buildings and Grounds is authorized to charge a labor rate for
all extra services rpiested by agencies, such as remodeling, moving, shelf building, etc.

1018 Mail Service
Seel200 Mail Service

Department of Administration, Mail Service Division, operates under the direction NEtraa State
Library and ArchivesThis agency is fundeehtirely from service charges. Overhead expenses are
apportioned to each agency in direct relation to the agency's postage use. The agencies are billed
monthly for mail service.

Daily pickup and delivery of incoming and outgoing mail, including Hatiéice mail for all agencies in
Carson City, Las Vegas and Reno, is provided. Letter folding and inserting service is also available at a
minimal fee for agencies located in the Carson City and Reno areas. Other services may be available,
contact Mail Serviceat (775) 6841863 to discuss your specific needs.

1020 Leases

The Administrator of the State Public Works Divisibonh er ei naf t er @At he Di vi si o
office space for State agencies and departments and approves and issues all leasesdasest office

space RS 331.110 Leases that extend beyond a-gear term require approval of the Board of

Examiners, seSAM 0336. When an agency determines a need for office space and has budget
authority, aSpce Request Form must first be completed
Contract Service6roup The Space Request Form is availabl e
http://bamg.state.nvuué c | i ck on fAiServiceso then ALeasing Pr
whether the agency will be housed in leased or $tate=d space.

| f |l eased space is selected and taking itmeto con
Division will locate potential sites for the agency to inspect. Once the location is selected, the Division

will negotiate lease terms, prepare lease documents and obtain required approvals. Leased space
requirements should be scheduled to allow fianghe Division to accomplish the above. Additional

time should be allowed depending on required tenant improvements. To cover this service, a percentage
of the rental fee for leased space goes to the Buildings and Gr8aatisn

At no time should thegency enter into negotiations with private building owners or their agents.

The exception to thiSection 1020s a requirement for storage space. If the storage space does not
involve staff being located at and utilizing office space within the storagehmrental agreement can

be negotiated and approved (by following contract procurement procedures) directly by the requesting
agency.
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Note: The Division does not provide leasing services for the Nevada System of Higher Education, the
Department of Pulid Safety, the Department of Motor Vehicles, Nevada Department of Transportation,
and State Boards that are exempt from the state financial administration laws.

1022 Rent Charges for State Owned Buildings

The Administrator of the State Public Works Divisidetermines the rent cost per square foot, the
rentable area occupied by each agency and the total yearly charge to each agency. Each agency shall pa
the appropriate amount to tBee ¢ t operatidgsfund.

The lease rate is expressed as a cost per sipad@er month. This is the most common manner of
expressing lease or service charges and provides comparability wiitaterowned buildings costs.
All state owned buildings have the same lease rate-dta owned buildings vary as to price
dependingon location, amenities, physical condition and age. Contact the Division if there are any
guestions on lease costs of a particular building.

1024 Office Space

The Buildings and Ground3ectionmust supply suitable and sufficient office space for all State
agencies and officials. Agency needs should be brought to the attention of the Division.

Administrative officials should make every effort to efficiently utilize all space available to them.

1026 Protection of State Property

The Administrator of the StatBublic WorksDivision with the assistance of the Department of Public
Safetydos, Capitol Police have the authority to
property under his/her supervision and control to protect the safety of any perdbasmroperty.

(NRS 331.14p

1028 Energy Conservation

The Sectionhas an energy conservation program involving Stateed ad leased buildings. The
following guidelines are to be followed:

1. Building temperature should be kept at a maximum of 68° F in the winter and a minimum of 78°
F in the summer; and

2. General office ambient lighting levels are to be kept between 25 afub6fandle power. Desk
top levels in the range of 50 to 70 foot candles may be attained through the use of task lighting if
needed.

Buil dings wil/ be heated or cooled to 55e¢eF and

levels during weekends aiadter regular office hours unless specifically approved bytdrainistrator
of the State Public Worksivision.
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Sectionemployees make periodic inspections of buildings to insure that energy policies are being
enforced. Portable space heaters will ncalleved unless authorized by the Division.

1030 Energy Information and Assistance

The Buildings and Ground3ectionupon request, will provide information and assistance to any
agency, bureau, commission, department or division engaged in the managémeirig, utilization
and distribution of energy.

1032 Recycling of Aluminum Cans

Until such a time as the contract provisions describ&hik 0333require a vendor to provide for the
recycling of aluminum cans, the division shall provide for the cotlecind recycling of aluminum cans
in State buildings having a vending machine that dispenses soft drinks in aluminum cans.
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1200 Mail Service
1202 General

The Chief of the Buildings and Grounds Division supervises the Mail Service for all State offices,
departments and agencies located in Carson City, Las Vegas and Reno. All state agencies shall use the
Mail Services unless the Director of the Department of Administration provides specific exemption.

1204 Revenues to Department of Administration
Communications Fund

The State Mail Service is supported from charges to the using agencies.

1206 U.S. Mail Service

The outgoing mail is picked up when mail is delivered, usually one pickup in the morning and one
pickup in the early afternoon. The Mail Service walndle small mailings delayed beyond pickup time
until 3:30 p.m. if delivered to the mail facility. There is no late afternoon pickup.

The Mail Service will handle departments by stamping, each piece of mail. Such marks as " bound
printed matyemail " "pbrparcel post," fAmedia mai l
before mail is picked up.

Certified mail, registered mail and return receipts are handled for departments, but the relevant postal
sticker, identifying the specific type of maiy must be affixed on the mailing. Each mailing must have

the recipients name and address, senders return address and the applicable postal form completely filled
out and affixed to the mailing.

Agencies must have a budget account number above the adtiness of each mail piece to ensure that
postage is correctly charged to that account. Agencies that require a special computer breakdown within
their budget should contact the Department of Administration, Administrative Services Division, for
special acount numbers.

The State Mail Service @s not handle personal mailnyApersonal mail sent through the mailroom will
not be delivered.

The Mail Service hours in Carson City are 6 a.m. to 5 p.m. daily except Saturdays, Sundays or holidays.
The Mail Servicéhours in Las Vegas are 7:30 a.m. to 5 p.m. daily except Saturdays, Sundays and
holidays.

All printing orders for envelopes, mailers, or forms must be reviewed by the Mail Service before
printing to ensure the order meets postal regulations.
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State agenciassing the Mail Service are billed each month with certain large accounts billed in advance
for postage. Claims for mail service are expected to be submitted before the 10th of each month. Agency
charges are made for postage, salaries of mailroom persortheperating expenses. An agency's share

of the latter expenses will be determined by the dollar volume of postage used. Any question on billings
should be directed to Department of Administration, Administrative Services Division.

1208 Mailing Hints, Economies

1. Use standard fonts for lettsize mail (12 pt Courier recommended) to receive postage discounts.

2. Use Standard or Media Mail whenever possible for larger bulk mailings. Contact the State Mail
Services at (775) 684860 for more information.

3. In most cases, do not use priority mail or special delivery on Fridays or the day before a holiday.
Regular mail will serve just as well to most destinations.

4. Use certified mail rather than registered mail whenever possible, unless sending mail
international.

5. Do not use special delivery for parcel post when special handling will do just as well. The latter
is very often just as fast.

6. All outgoing mail to be insured must have all proper forms filled out and attached to the mail
piece(s).

7. Do not send books #t class, if possible. They may be mailed at a media mail rate.

8. Five-digit ZIP codes must be used on every piece of mail.

9. Do not stack intepffice or stamped mail in with outgoing mail.

10. Foreign letters should be kept separate (airmail and surface mail)

11.When sending large packages or boxes via commercial carrier (e.g., Fed Ex, UPS, etc), designate
the type of service if sending other than regular ground. If the package(s) is to be insured, please
designate the value.

12.To avoid delays in delivery of younter-office mail, be sure to address your mail pieces
properly by including:

a. Agency name fully written out, versus an acronym

b. The destination city (e.g., Carson City, Las Vegas, Reno)
c. The person to whom ités going to by first
d. Sendnggencyd6s name should be on the mailing

returned.

1210 Inter-Departmental Malil

The State Mail Service offers intdepartmental mail service to all participating agencies in Carson
City, Las Vegas, and Reno. Mail goirggdgencies outside our service area or tepenticipating
agencies must be mailed via the U.S. Postal Service. Further information regardidg peiemental
mail service can be found in the State Mail Guide or by calling the State Mail ServiceG84#¥860
in Carson City, or 70286-2485 in Las Vegas.

Each agency must have incoming and outgoing mail baskets.

Inter-departmental and outgoing mail should be separated and labeled to facilitate pickups and
deliveries. Further information regarding intsgpartmental mail service, or any of the other types of
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services offered by State Mail Services, can be found in the State Mail Guide or by calling the State
Mail Service at 778584-1860 in Carson City, or 76286-2485 in Las Vegas.
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1300 State Vehicles

1302 Policy

All Stateowned vehicles shall be used only for authorized official business and driven by qualified and
authorized personnel in a safe and courteous manner. Smoking HoBteteé motor vehicles is strictly
prohibited

To avoid violations of Stte policy prohibiting the use of State vehicles for-&tate use, agency heads
are urged to remind their employees who utilize Seateed motor vehicles of the provisionsMRS
204.080

When usingFleet Servicevehicles in the course of State business, employees must be aware that
Fleet Services will not be responsible for reimbursement of vedglenses resulting from running

out of fuel; charges for lost or misplaced keys; parking charges; towing, when not a result of
mechanical failure; failure to obtain fuel at designated State fuel facilities (except for emergencies)
or citations issued fariolations of traffic laws or parking ordinances.

Agencies assigned vehicles on a monthly basis must submit a Fleet Services Monthly Trip report
form (MP-3) to the Carson City Fleet Services Office within five working days after the end of the
month. Failue to submit timely reports will result in a late fee assessment for each day late. In the
event circumstances prevent timely submission, contact the Fleet Services Administrator in advance
and request a time extension.

1305Authorized operators of State \éhicles

A Stateownedvehicle will be covered foauto physicaldamage when driven byng State employee,
temporary employee, board membsymmissioneryolunteer,contracted employee tose working in
conjunction with the State of Nevada while conthgbfficial State business and within the course and
scope of employment.

The Defensive Driving course is required for all Executive branch employees whose job functions
require driving a Statewnedvehicle for State busines&mployees and other autliwed drivers should
refertot he Ri sk Management Di vi s http:frikswvagod bsi te for f

1307Texting While Driving a State Vehicle

Pursuant to NR384B.165 apersonshall notdrive a motor vehicle while using an electronic wireless
communications device to write, send, or read alb@sed communicationFurthermore, hanteld

mobile phone conversations and accessing therrnat are also prohibited\s used in this section
Awrite, sendased ceamdhuai takt ono0 means using an
device to manually communicate with any person using abse¢éd communication, including, but not
limited to, communications referred to as a text message, instant message, or electronic mail.
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This does not apply to a driver who is:

=

Reporting a medical emergency, safety hazard, or crirastadity;,

2. Using a voice operated navigation system affixed to thehicle or those riding in
autonomous vehicles;

3. Using citizen band or other twway radios that require a license and have a separate hand
held microphone;

4. A law enforcement officer, firefighter, or emergency medical professional acting within the
scope ohis/her employment;

5. Conducting handfree wireless interpersonal voice only communication that does not

require manual entry, except to activate, deactivate, or initiate a feature or function.

1309Insurance

1. The State of Nevada is séffsured.

2. Please amess the Risk Management website fomatrix illustrating the different levels of
insurance coverage

3. Insurance questions should be directed tdRis& Management Division.

1311Home Storage of State Vehicles

It is the policy of the Board of Examiners that the home storage of\v&tiaitdes be authorized certain
circumstancesHowever, tlis approval will be limited by individual justification bad on convenience

and benefit to the Stagteather than the authorized driv@ihe departmentteador his/herdesignee is
authorizedo approve home storage of State vehiclehiwiherrespective departmeriEachdepartment
headshall establish policiesutlining the process and the justification for the approval. The department
must retain al/l documentation relevant to the g
general, home storage may be authorized only when less costly tath®iSivhen a State vehicle must

be used by the employee because the vehicle is specially marked or equipped.

Per the Internal Revenue Service (IRBdme storage of a state vehidte considered a form of
compensationn some circumstances vehicle thatis used by an employee exclusively for business
purposes is treated as a working condition fringe benefit. If an emgloyeided vehicle is used for

both business and personal purposes, the personal use is considered taxable wages to the eksployees.
a result, genciesshould reviewthe IRS website for current IRS rulds. particular, IRSPublications

15B and 5137IRS Fringe Benefit Guideshould beconsulted

Home storage of State vehici@sy be authorized only if the following apply:

1. The departmenhasverified that thejustification meets IRS guidelindsr nontaxable fringe

benefits
2. The agency is unable to provide adequate, secure storage for the vehicle and the vehicle is at
substant | ri sk i f not stored -wdrkinghoursompl oyeeds h

3. The officer or employee is directed, in writing, by the head of the agency to which the vehicle is
assigned, or his/her designee, to keep the vehicle at his/her residence bechesdalitigs
include responding to conditions that regularly require an immediate response
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4. The employee operates out of his/her home.

Authorization may be given for items three and four only if demonstrated, to the satisfaction of the
department head dris/herdesignee, that it is less costly to the State to assign a State vehicle than to
reimburse the employee for the use of his/her personal vehicle. This requirement does not apply for
items three and four if the vehicle carries or is equipped withiapeguipment needed to perform
duties directly related to the employeeds Job
after normal working hours.

The department heaat his/her designee must give written approval for the permanent assigoiment
vehicles to an employee for home storage and a list of those approvals, with justification, must be
submitted to the Directoof the Department oAdministrationon or before January 1 of each year
together with a report on the value, for federal incdare purposes, of commuting trips made by
employees in State vehicleShis report will be made on a form designated by the Director of the
Department of Administrationln order to have a complete record, a response from the agency is
required even if the are no vehicles authorized for home storage.

Special Note for Law Enforcement Agencies:

IRS policy indicates that use of clearly marked police, fire, or public safety officer vehicles by
public_safety officers is a qualified norpersonal use vehiclefj among other stipulations, the
employee must always be on call and the employer prohibits personal use other than commuting.
Unmarked law _enforcement vehicles may be gualified nepersonal use vehicles if the vehicle is
used by a fulltime law enforcement officer authorized to carry firearms, execute warrants, and
make arrests, among other requirements. Any State law_enforcement agency is responsible for
consulting the IRS policies in the development of its own agency policy, and for conforming to
thosefederal policies.

1310 Identification of State Vehicles

Al | State owned or | eased motor vehicles must
of ficial Use Onlyo in plain lettering. The foll

1. Exemg license plates or a license plate that identifies the vehicle as a State;¥ehigkample
a ADOTOo pl ate.

2. Vehicles equipped with exempt plates must have at a minimum one of the following: window
decals or decals placed on the outside of the veloclécense plate frames labeled with the
words NAnState Vehicleooand AFor Official Us e

3. Window decals must be placed in an appropriate area of the front and rear window that ensures
the decals do not obstruct the drivers view.

4. Referto Section 131Zor exemptions

1312 Provision for Unmarked Automobiles

1. The approval for and use of unmarked motor vehicleState employees shall be granted to the
director of each respective department. Such requests are only authorized to be granted for
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vehicles used idaw enforcement activities All other requests must be submitted to and
approved by thelepartment headlrhe director ofeach departmerghall establish policies that
define the approval process within their respective department and retain that datiom@etr

the departmentds records retention schedul e.

. Exemptions: unmarked vehicles are exempt from thelitadp requirements outlined iBection

1310.

New undercover cars are to be purchased from existing contracts, but options may be aopasvied
avoid aninstitutional look.

1314Purchase of State Vehicles

Agencies must followNRS 334.010and chapter 1500 of this manual when purchasing vehicles,
including

1.

State fleets based @lark County and Washoe County may be subject to alternate fuel vehicle
acquisition requirements peMAC 486A Agencies are responsible for ensuring all vehicle
purchases meet the requirementN&iC 486A if applicable. Law enforcement and emergency
vehicles are exempt frolAC 486A. Fleets based in Clark County may also be subject to the
alternative fuel vehicle purchase requirements of the federal Energy Poliof 2892 (Public

Law 102486).The Nevada State Office of Energy repantsEnergyPolicy Act compliance for

the Staté fleet to the U.S. Department of Energy amahprovide giidance on meeting vehicle
purchase requirements.

Vehicles with a police package are recommended for all law enforcement work. Agencies should
referenceNRS 484A.48(rior to purchaisig emergency lights to ensure lights are authorized.
Agencies purchasing new passenger sedans with a vehicle classification size of either compact or
intermediate are required to purchase vehicles that have achieved the SmartWay or SmartWay
Elite certification pursuant to theefleral Green Vehicle Guide. A listing of approved vehicles

can be viewed on the Purchasing Division websitdi#p://purchasing.nv.goviAgencies may

also view the federalrgen vehicle guide abreen Vehicle Guide | US EPAhe Board of
Examiners must approve any exemptions to this requirement.

Law enforcement vehicles are exempt from the SmartWay and SmartWay Elite requireme
Other agencies requesting an exemption for a specific vehicle purchase must request the
exemption by submitting ¥ehicle Order Justification Shewith their requisition to Purchasing.

1316Vehicle Replacement Policy

1.

2.

3.

State vehicles shall be at leaBd years old or have a minimum of 100,000 mildsr
sedans)/125,000 miles (for SUVs, vans, and truak#)e time of replacement.

Because of the variety of situations faced by State ageragescies may adopt an alternative
policy where unusual circumstances justify replacing a vehicle sooner. An agency adopting an
alternative policy must submit their proposed policy @&sdustification toits budget analyst

within theGo v e r n o r &0dfice For raveew andapprovalby the Board of Examinerdhe
alternative policy may not be adopted until such apprbyahe BoardAlternative replacement
policies shall be attached to an agencyo6s bu
Referto SAM 1538 or SAM 1540 regarding vehicle excess or disposal.

76


http://leg.state.nv.us/NRS/NRS-334.html#NRS334Sec010
http://leg.state.nv.us/NAC/NAC-486A.html
http://leg.state.nv.us/NAC/NAC-486A.html
http://leg.state.nv.us/NAC/NAC-486A.html
http://leg.state.nv.us/NRS/NRS-484A.html#NRS484ASec480
http://purchasing.nv.gov/
https://www.epa.gov/greenvehicles
http://purchasing.nv.gov/Contracts/Vehicle/Home/

1318Maintenance

All Stateowned and/oFleet Services Divisiofeased vehicles must be maintained at a level that meets
or exceeds the vehicle manufactussBrecommended maintenance schedule.

1320Records

Agencies are required to maintain vehicle maintenance records. Records must be established and
maintained for each vehicle the agency owns and/or Idages an outside vendorAgencies are
required to maintain the manufactusdmaintenanceeguirements or schedules fagencyowned and

leased vehicles. Agencies leasing vehicles frBlaet Services Divisionare exempt from this
requirement.

1322Complaint Procedure

Direct all complaints concerning misuse of State automobiles toFteet Serwes Division
Administrator who will then notify the agency head regarding possible misuse of a State vehicle. The
agency headtogether with the Fleet Services Divisiaghall investigate the complaint, discuss the
complaint with the offender's supervisascertain that all facts are obtained aake anyappropriate
supervisory action.

The agency head will promptly communicate with the complaining party to assure him that the State
appreciates his/her interest and desires to take action wheinted

1324 Vehicle Utilization Requirements

The utilization policy is applicable to any motor vehicle which is-padpelled (but not operated on
rails), used upon a highway for the purpose of transporting persons or property with a gross vehicle
weight rating GVWR) of 8500 pounds or less. GVWR is the maximum allowable total mass of a road
vehicle or trailer when loaded i.e., including the weight of the vehicle itself plus fuel, passengers,
cargo, and trailer tongue weight

Agencies are required to assign ewaehicle that is operated within the span of their control to a specific
utilization group. This policy applies to all vehicles that are owned or leased by the department, division
or agency.

The utilization table and agency fleet assessment worksheevailebke by accessing the following
links: Fleet Assessment WaskeetandVehicle Utilization Table
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1400Fleet Services Division

1402 Purpose

The division provides safe, efficient, environmentally friendly, and-efisttive transportation
solutions to state employees

1404 Policy

To ensureeconomical utilization of Statewned vehicles, eliminate anthorized use of Statevned
vehicles, provide a ready means of transportation for State employees on State adunashe need
for use of private vehicles on official State business and to provide central administration for
maintenance, care andeygtion.

1405 Services Provided

no

Noohkw

Long-term assigned vehicles. The division maintains a diverse inventory of vehicles for agency
use.

Shortterm assigned vehicles (motor pool operations). The division maintains a diverse inventory
of vehicles for agency use.

Maintenance and repairs

Fueling network

Washing facilities

Vehicle acquisition and disposal

Agencies utilizing vehicles owned by their respective department may utilize any of the services
provided by the Fleet Services Division on a chdrgek basis.

1406 Division Charges

1.

Vehicle usage is charged either on a daily basis or on a monthly basis. Daily rates apply on a 24
hour basis. For specific rate or billing information contact the Fleet Services Division-at 775
684-1880 or reference the Fleet Servicesbgite http://fleetservices.nv.gov

Fleet Services will not be responsible for reimbursement of vehicle expenses resulting from
running out of fuel; charges for lost or misplaced keys; parking charges; towing, when not a
result of mechanical failure; failerto obtain fuel at designated State fuel facilities (except for
emergencies) or citations issued for violations of traffic laws or parking ordinances.

Agencies assigned vehicles on a monthly basis must submit a Fleet Services Monthly Trip report
form MP-3 to the Carson City Fleet Services Office within five working days after the end of the
month. Failure to submit timely reports will result in a late fee assessment for each day late. In
the event circumstances prevent timely submission, contact theSEleetes Administrator in
advance and request a time extension.
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1407 Vehicle Utilization Guidelines

Refer to section 1322 of the State Administrative Manual for current vehicle utilization requirements.

1408Facility Locations and Hours of Operation

Reno

2550 Terminal Way, Reno NV 89502
Phone: 775881325

Fax: 7756881309

Email: rnomp.admin.nv.gov

Hours: 7:00 a.m. to 7:00m. - Monday through Friday

Carson City

750 East King Street, Carson City, NV 89701
Phone: 775841880

Fax: 7756841888

Email: ccmpool@admin.nv.gov

Hours: 7:00 a.m. to 7:00 p.mMonday through Friday

Las Vegas

7060 La Cienega St. Las Vegas, N¥189
Phone: 702486-7050

Fax: 702486-7042

Email: vmp@admin.nv.gov

Hours: 7:00 a.m. to 7:30p.mMonday through Friday

Note: The office hours as listed are subject to change based on airline schedule changes. Please call the
Motor Pool you will be utilimg for current hours of operation.

1409 Authorized Operators of Fleet Services Vehicles

A State vehicle will be covered for Auto Physical Damage when driven by a State employee,

temporary employees, board members, volunteers, contracted employees enethog) in
conjunction with the State of Nevada while conducting official State business and within the course

and scope of employment.

The Defensive Driving cour se

requiredrivinga %t e vehicle for

St at e

website for further details and exceptiongid://risk.state.nv.us.

iI's required
busi ness.
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1410How to Request a Vehicle

Short-term assignments- 30 days or less

1. Reservations may be made onlinéthp://fleetres.nv.gowr

2. Email or fax a Fleet Services Rental Request form-@)yii the location where you will be
picking up the vehicle.

3. Attimes, the division may have insufdiént vehicles to cover anticipated rentals. At these times,
the division utilizes outside rental car agencies to provide additional vehicles.

4. Fleet Services will make all arrangements for rental vehicles and assume responsibility for the
necessary papensk when the vehicles are reserved through the Fleet Services Division.

5. The Fleet Services Division will not assume liability for payment for rental cars booked directly
with the rental company by the using agency.

Long-Term Assignmenti Assigned on a Mothly Basis

1. Requestsforlong er m assi gnment should be included i |
This will allow the Fleet Services Division a chance to review the available inventory and make
adjustments as needed to provide for the request.

2. Subnit a Fleet Services Vehicle Request form @@Ro the Carson City Fleet Services office.

3.1 f the request was not included in the agenc
full-fill requests as inventory levels permit.

1412 Careand Maintenance of State Vehicles

Refer to the Fleet Services Vehicle Use Manual for the care and maintenance of State vehicles. Vehicle
use manuals are located in the glove box of each fleet services vehicle. Copies may also be downloaded
from the fleet services websibtp://fleetservices.nv.gov

1414 Insuranceand Accident Reporting

1 Accident

Refers to any collision involving a State vehicle with a pedestrian(s), other vehicle(s) and/or
other fixed or stationary object(s), ether or not any physical damage or bodily injury occurs.

1 Incident

Refers to noraccident personal injury or physical damage; i.e., vandalism, window or body
damage from flying objects, lost or stolen vehicle parts or accessories, vehicle body damage
from tire snow chains, etc.

1 All accidents or incidents involving a Fleet Services vehicle must be reported within 48 hours to
the Fleet Services Division and to the Torts Claims Manager of the Office of the Attorney
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General in Carson City. An accident repaxtket is located in the glove box of each vehicle.
Accidents reports may be downloaded from the fleet services wabgitéfleetservices.nv.qov

1415 Driver Responsibility

1.

2.

Driving on government business carnveish it responsibilities. Observe all traffic laws and drive
defensively. Failure to observe all Fleet Services policies while operating a State vehicle may
subject the individual to liability for vehicle expenses incurred and/or revocation of Fleet
Servces privileges.

All employees must have a valid driver's license of the appropriate class, as defined by the
Nevada Department of Motor Vehicles, in their possession while operating a State vehicle. All
State vehicles must be operated in a safe, courtgaigesponsible manner and in complete
compliance with all motor vehicle traffic laws, including parking regulations.

Smoking is prohibited in all Fleet Services vehicles. A fee will be charged for cleaning vehicles
that have been smoked in and driverekimg in vehicles may be reported to their agency head.
The Defensive Driving course is required for
functions require driving a State vehicle for State business. Reference the Risk Management
Di vi s i o nfordurtheralétasls andeexceptionshdtp://risk.state.nv.us.

1416 Vehicle Fuel and Service Available to Other Agencies

1. Fleet Services utilizes the Department of Transportation fueling network and the current State

contracted fuel providerds commercial card |
contact your local Fleet Services office or reference the Fleet Services website
http://fleetsrvices.nv.gov

Fuel cads are assigned to each individual Fleet Services vehicle and are prohibited to be used for
any other vehicle than which the card is assigned. Agencies will be charged for unauthorized
purchases and may be reported to the Attorne
Do notuse fuel cards for normal vehicle maintenance or the purchase of auto parts, tires or
accessories without the expressed authorization of the Fleet Services Division. Agencies will be
billed for all unauthorized fuel card charges.

4. Lost or stolen fuel cardsust be reported immediately to the Fleet Services Division

1418 Energy Management

1. The Fleet Services Division, by law, must incorporate alternatively fueled vehicles into the fleet.

. The division has traditionally been proactive in purchasingzungiand advocating the use of
alternative fueled vehicles. The division is proactive in exploring and embracing all future
alternative fuel opportunities. Please direct any questions or concerns to the division
administrator.

Agencies assigned alternatifueled vehicles must use the approved alternative fuel in these
vehicles in while operating in Clark and Washoe counties.
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1500 Purchasing
1502 General

The State Purchasing AGIRS 333 provides a comprehensive central purchasing program for State
agencies. The Purchasing Division is responsible for obtaining materials, supplies, services and
equipment at the best value to the taxpayer; to supply the agemgyckly as possible and to afford
vendors competitive opportunity. The Purchasing Division is also responsible for the distribution of
excess property and for maintainingtatewiddixed asset inventory.

The Purchasing Division's operating expensedanded by an assessment fee set forttiRs 333.450
and by services charges assessed for disposal of state excess pegueited irSAM 1538

The following sections of SAM are intended to supplement the requirements set fdR5 iB33 NRS
334andNAC 333

1504 Responsibility

The Purchasing Administrator is responsible for alictions relating to purchasing or contracting for
supplies, materials, and equipment and for the procurement of services estimated to be $100,000 or
more. These include advertisement, solicitation, awarding of purchase contracts, and the disposition of
unreeded personal property.

1506 Standardization

The Purchasing Division by law is responsible for establishing and maintaining product and equipment
standards. Policies have been developed to accomplish this and insure equity to State agencies and
optimum vdue to the taxpayers.

The established standards for office furniture precludes the purchase of solid wood furniture except
wood furniture fabricated by Prison Industries, such as, but not limited to, bookcases, tables, storage
cabinets, etc., unless autlrad by the Purchasing Administrator or his designee.

Agencies purchasing new appliances, equipment, lighting and other devices that use electricity, natural
gas, propane or oil are required by state law to purchase items or devices that have redenexdyhe

Star label,orenergg f f i ci ent i1 tems | isted on the Depart me
Program (FEMP) Product Energy Efficiency Recommendations product list, pursuant to 48CFR section
23.203.

The law does not apply to:
1. Items that do nichave the Energy Star label, or items that that have not been designated by the

Federal Government pursuant to 48CFR section 23.203; or
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2. Individual instances where the purchase of compliant items or devices would not-be cost
effective comparing the cost tife item or device to the cost of the amount of energy that would
be saved over the useful life of the item or device.

Information on energy cost calculators can be found at:

1 http://www.energystar.gov/
1 http://www.eere.enerqy.qov/

1508 Placing Ordersthrough the Purchasing Division

A State agency shall request materials, supplies or equipment by an approved requisition. Agencies shall
process a Requisition (RXQ) documéimrough the Integrated Financial System (IFS) for all items being
ordered through the Purchasing Division.

All IFS procedure manuals and forms are available from the Purchasing Division website.

1511 Approvals

The following products require prior apprd¥ieom other State agencies before the Purchasing Division
can place orders.

1. New or used passenger vehicles, light trucks and vans require Budget Division approval.
Agencies shall refer to SAM 1300 on policies for State Vehicles.
2. All computers, laptops, & servers and software requirejaggproval from the Department of
Information TechnologyNRS 242.151 to0 .181
3. All microfilm and imaging equipment requires the approval of the Micrographics Division of the
Department of Cultural Affairs.
a. Obtain Micrographics Division approvebAM 2052.9.
b. Indicate approval on requisition and submit to the Purchasing Division.
4. Purchase of tephone systems and related equipment:

All requests for new telephone equipment by State agencies must be reviewed and approved by
the Telecommunications Division of the Department of Information Technology before

submission to the Purchasing Division. Tgtecurement of telephone equipment over $1,000 per
purchase and not on open term contract is subject to the comprehensive selection requirements of
State law. Agencies should plan far enough in advance to allow for this procedure.

5. Occasionally agencies ' a need to evaluate a piece of equipment before it is purchased. These

Atry and buy &beapppuedis writing byme $urahasiag Division prior to the
evaluation period.

83


http://www.energystar.gov/
http://www.eere.energy.gov/
http://leg.state.nv.us/NRS/NRS-242.html#NRS242Sec151

1512 Methods of Defining Items Needed

Detailed descriptions for ites requested will expedite the purchasing process. Agencies should plan
their requirements to allow the Purchasing Division reasonable time to prepare specifications, to conduct
competitive solicitations, make an award, and allow-kzae for delivery.

Agencies should use one of the following methods to describe needed items:

1. Commodity descriptions: Commodity descriptions are detailed descriptions of the items to be
purchased. These should include whatever information is necessary to obtain the degiyed qua
type, color, size, shape or special characteristic necessary to perform the work intended or
produce the desired results.

a. Whenever possible in preparing requisitions, the manufacturer's name, model number and
catalog number should be supplied. laéable, attach a copy of the manufacturer's
printed brochure. If the Purchasing Division has made prior purchases of the commodity,
reference to the Department's previous purchase order will expedite the purchase.

2. Brand or trade names: Brand or trade nemay be used as standards for an item desired. In
such cases, either the named product or its equal in all significant features and performance
characteristics may be accepted as meeting the standards of the purchase.

a. Agencies must avoid the use of stards that would unnecessarily restrict and diminish
competition. Generally a product should not be named when it is the only one of its kind
and is not available on an "or equal” basis from more than one manufacturer or one
source of supply. An exceptios when the product described is the only one meeting the
requirements of the using agency. In such cases, the purchase requisition must be
accompanied by a written justification for limitation to one manufacturer or supplier.

b. The Purchasing Divisionretan t he aut hority to determine
substituted request.

c. In cases of disagreements concerning the "no substitute" request, the using agency's
opinion will be given every reasonable consideration. However, the Purchasing
Administrator isresponsible for State purchases and any restrictive tendency on the part
of requisitioning agencies will be carefully examined.

3. Commodity purchasing in conjunction with the procurement of services may take additional time
to complete the RFP process. ttardance wittNRS 333.165a contract for goods and services
whose estimated value is $100,000 or more is considered aatdatraervices and subject to
the provisions 06AM 0338and Boar d of Ex aomriact®rgsodsaadp pr ov al
services whose estimated value is less than $100,000, the goods must be procured in a manner
approved by the Purchasing Division and the services are subject to the proviSémns 06838
Agencies are responsible to identify and separate the costs of the goods and services.

1514 Requisition and Purchase Order Procedure

Requsition and purchase order procedures are as follows:

1. Agencies enter requisitions directly into the IFS, backup data, specifications, etc., must be
attached within IFS or it must be forwarded to the Purchasing Diwsihim 5 working days
of entering therequisition under separate cover with the requisition number clearly indicated
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on the document. Requisitions for which no backup data is received within 5 working days will
becancellecand returned to the agency.

2. Invitations to bid, requests for quotatggand requestir proposals or other procurement
documents are prepared by the Purchasing Division and distributed to prospective vendors.

3. Responses are opened at specified time, read, tabulated, evaluated for compliance with the
procurement request, accessful respondent selected, and a contract awarded. The commodity
procurement is generally awarded to the lowest responsible respondent.

4. Purchasing will notify the agencies of price increases when the awarded amount exceeds $100.00

and generate an Encbnance Maintenance (EM) document. Purchasing will sign the EM

document and will fax a copy to the agency for approval. The department approving authority
should then sign the EM document and fax it back to the Purchasing Division. The Purchasing

Division will modify the requisition and process the purchase order.

A purchase order is prepared and copies are sent to appropriate vendor and agency.

Within 8 working days of receipt of goods, agencies must confirm the receipt of goods

electronically through theFIS. NoteThis is a mandatory requirement.(NRS 333.46DPrompt

payment is a significant factor in the pricing vendors protheéeState of Nevada. Delays in
processing receipt of goods documents result in higher prices to the State of Nevada on
subsequent purchases. Failure to comply with this requirement may be cause for the Purchasing

Administrator to discontinue service.

7. ThePurchasing Division has the discretion to cancel requisitions processed at the end of each
fiscal year if the requested item(s) has an extensive delivery period and agencies funds do not
roll to the next fiscal year.

oo

1516 Direct Purchase Utilizing State Cotracts

The Purchasing Division enters into contracts for commodities and services of common usage by State
agencies. Notification of items so contracted will be made to all agencies in the form of announcements.
Announcements and contract informationbae vi ewed on the Purchasing
http://purchasing.state.nv.us

1518 Bids or Quotations Obtained by Agencies

Submission of quotations obtained by requisitigraigencies, while helpful, does not relieve the
Purchasing Division from the responsibility of price confirmation or bidding.

Whenever the agency obtains quotations from vendors directly, the agency must inform the

vendor that such quotations are being olained for budgetary and/or informational purposes, and
that the actual contract and/or award wil/ be
selection process.

Quotations received by agencies must be attached to the respective requisitiotegdubrthe
Purchasing Division to ensure the vendors contacted are given an opportunity to bid.
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1520 Receipt and Inspection of Merchandise

All merchandise received must be inspeastétthin 5 working days (NRS 333.19@ndNAC 333.116

by assigned ageg@ersonnel to determine if the vendor has delivered items in accordance with terms of
the purchase order and contract, and in accordance with specifications. The following is a guide for
receiving merchandise.

1. What to do at time of delivery:

a. Confirm thatproducts being delivered have been ordered and that the delivery is
correctly being made to the agency.

b. Verify count. Make certain the item quantities are as listed on the delivery receipt. Note
any overage or shortage on the delivery receipt and hawitiee sign your copy.

c. Remember, when accepting a shipment from a delivery agent, you are only verifying the
number of cartons listed on the freight bill.

d. Carefully examine each carton for external damage. If damage is visible, note it on the
delivery reeipt and have the driver sign your copy. Immediately after delivery, open all
cartons and inspect for merchandise damage. Inspection must be made and hidden
damage reported within 15 days of delivery to the delivery agent. Sign and date that
goods were ragved on the delivery receipt, purchase order or invoice.

2. Steps to take when damage is discovered:
a. Immediately notify the Purchasing Division.
b. Retain damaged items. All damaged materials and cartons must be held at the point

received.
c. Call carrier to repd damage and request inspection.
d Confirm call in writing. This is not mand

3. Steps to take when carrier makes inspection of damaged items:

a. Have all damaged items in the receiving area. Make certain the damamgeddve not
been moved from the receiving area prior to inspection by carrier.

b. After carrierinspector prepares damage report, carefully read it before signing. Forward
damage report to the Purchasing Division.

4. Steps to be taken after inspection has lmeade:

a. Continue to retain damaged materials. Damaged material should not be used or disposed
of without written permission by the carrier. Do not return damaged items to shipper
without written authorization from the shipper/supplier.

b. Whenever agencies dowhether the merchandise received is either equal to the
established specifications or adequate to the assigned job or purpose, immediate notice
should be given to the Vendor and the Purchasing Division. Such notice should explain
why the merchandise de@ot meet specifications or will not perform the function for
which it was intended.

This procedure must be followed so necessary corrections can be made immediately. Merchandise
should not be returned to the vendor without prior clearance through tieBing Division

Merchandise should be checked promptly upon receipt and the agency must process the
acknowledgement of receipt of the order immediately to avoid pena8igéd (516 This is the
mechanism that prompts payment to vendors, avoids lateeshangd possibly receives a prompt
payment discount. Late charges are the responsibility of the agency.
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Fax or emai l notice of the receipt of delivery
the vendor. Mail original delivery receiptugchase order or invoice to that office afterwards.

1522 Incomplete Delivery

In the event the vendor delivers only a part of the items described in the purchase order, or a portion of
one item, the invoice should be marked "partial delivery" and paryahg@ats should be made.

1524 Freight Bills

All invoices, freight bills and correspondence sent by a vendor concerning a purchase order should be
forwarded to the Purchasing Division immediately. All merchandise is FOB destination, including cost
of freight,unless otherwise indicated on the purchase order.

1526 Amendment of Purchase Order

A purchase order issued by the Purchasing Division to a vendor constitutes a contract between the
vendor and the Purchasing Division and not the agency for which thenagéssued. The agency has

a contract with the Purchasing Division by virtue of a requisition. Questions concerning any given order
should be directed to the Purchasing Division and not to the vendor.

Agency personnel are not authorized to make any chamgsterations to a bid or purchase order.
Agency personnel are not authorized to negotiate directly with a vendor. Failure to comply could negate
any legal recourse the Purchasing Division has with regard to a delinquent vendor.

1528 Performance of Vendrs

Deliveries shall be made upon receipt of a purchase order issued by the Purchasing Division at the time
and in the amount specified in the invitation to bid and in the order for delivery.

Acceptance of late deliveries shall not constitute a waiveryfight of the State under its contract with
the vendor.

1530 Deliveries

All deliveries shall be made to the point or points specified in the original solicitation. In all instances,
charges shall be prepaid to the location of the agency, except whessbxptaerwise provided in the
original solicitation. All deliveries shall be subject to inspection at time of delivery. Commodities that
fail in any respect to meet specifications or conform to the vendor's sample, or are not in satisfactory
condition wha received, shall be subject to rejection.
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1532 Cancellation of Contract

The Purchasing Administrator or his designee may cancel any purchase order contract entered into undel
competitive selection if there is evidence of one or more of the following:

If the agency withdraws the requisition and the contractor agrees to the cancellation;

If the contract is obtained by fraud, collusion, conspiracy or other unlawful means;

If the contract conflicts with any statutory or constitutional provision of the Bt&Nevada; and
Failure to perform as outlined above.

e

A vendor whose contract is canceled for reasons two or four may be penalized and/or barred from
further procurements in accordance WitRS 333

The vendor will not be held responsible for losses caused by war, acts of public authority in time of war,
acts of God, fire, flood, and may not be responsible for losses caused not within the vendor's control for
which he/she could not, by the exercise of reasonable diligence, have avoided.

1534 Lease or Rental of Equipment

Agencies must contact the Purchasing Division prior to entering into any rental, lease or time pay
agreements for any supplies, material or popgint. No agreements may be signed without the approval
of the Purchasing Division, except for shtetm rentals not exceeding $5,000.00. Agencies are
responsible for ensuring that staff operating rented equipment is appropriately qualified.

1538 Excesstate Property

The Purchasing Division is responsible for the disposition of excess State property. Redistribution of
excess State property may be done by transfer, trade, donation or sale. Excess property is defined as
supplies, material or equipment (inding forfeited property) no longer needed by an ageeggrdless

of cost or condition.Excess State property may be donated to organizations entitledNR8er
333.220(3)The Purchai ng Di vi si onbés written authorizati on
transferred, traded, donated, sold or disposed.

Excess State property should be reported to the Purchasing Division using a Property Disposition Report
(PDR), which must include dispition recommendation, a complete description of the property, its
condition and any State ID tag numbers. Disposition of the property will be determined according to the
information provided on the PDR and authorized by the Purchasing Divisnoler no drcumstances

may excess State property be given to employees.

Saleof Excess Property

Excess property may be sold to another governmental agency within the State, any entity eligible to
receive federal surplus property, or by auction to the general publiess otherwise authorized by the
Director of the Department of Administration, the proceeds of the sale, less Purchasing Division service
charges and directly billed auction expenses if applicable, must be deposited in the fund from which the
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money to pirchase the supplies, materials or equipment was expended in accordance with the following
procedures:

1. Sale of amounts of $100.00 or less will be retained by the Purchasing Division to cover the cost
of the following: picking up the item, storing, and/eflmg the item.

2. Sale amounts between $100.01 and $1,000.00 will be deposited in the fund from which the
money to purchase the item was expended or, with written justification and the approval of the
Budget Division, to the agency budget account. The attoamsferred will be less the
Purchasing Division's service and handling charge of $100.00 plus directly billed auction
expenses, if applicable.

3. Sale amounts above $1,000.00 or more will be deposited in the fund from which the money to
purchase the itemag expended, or with written justification and the approval of the Budget
Division, to the agency budget account. The amount transferred will be less the Purchasing
Division's services and handling charge of 10% of the gross sale price, not to exce@d $400.
plus directly billed auction expenses, if applicable.

The above sale amounts may be based on each individual item sold or the aggregate sale amount of two
or more items purchased from the same fund to which proceeds will be retidR&3I384.040 (9)

1540 Disposal of Vehicles

Excess automotive equipment will be returned for reallocation in the following manner:

1. The agency's ritten declaration on a Vehicle Tum Document must indicate that the vehicle is
excess and is to be accompanied by the ownership title.

2. The title should be properly "signed off" by an authorized person.

3. The agency turning in the vehicle will clearly edhe mechanical condition of the vehicle with
special attention to defects and problems.

4. All license plates, decals, official markings and special equipment (i.e., emergency lights) must
be physically removed before the vehicle may be returned for retlncVehicles must contain
at least five gallons of fuel.

5. Two complete sets of keys must accompany the vehicle.
6. Agencies will notify the Attorney General 0s
vehicles.

7. Towing services for transport of disatlexcess vehicles are available upon request. Towing
fees will be deducted from the sale proceeds of each towed vehicle.

1542 Special Property Disposal Requirements

1. Weapons forfeited to State agencies that are determined to be dangerous to the pubht jours
NRS 202.340(5) and (5ay any other weapons in the custody of a State agency determined to be
dangerous to the publghall be destroyed by a method deemed appropriate by the custodial
agency. The Purchasing Division will assist agencies in finding an appropriate means of
destruction upon request. Prior to initiating destruction, the custodial agency is required to file
Property Disposition Report with the Purchasing Division containing but not limited to
descriptions, quantities and serial numbers of weapons to be destroyed and to report the
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weaponds descriptions to a NRSr2@240(6t)jposer vi ces
receipt of written approval from the Purchasing Division, the custodial agency may proceed with
the destruction aiin and is required to notify the Purchasing Division witinre working days

after its completion.

. Weapons, which are excess to an agencyods nee

Property Disposition Report recommending disposal action, &aese, transfer, junk. The

Purchasing Division will recommend that weapons declared excess by an agency be used for
trade to a properly licensed retailer or wholesaler during the procurement of equipment necessary
for the perf or man coebe trdnsferrddé¢o arother law gnfdrsementiagen®y.s
Trade or transfer of excess weapons must be approved in advance. Weapons reported as junk
will be considered dangerous to the public and referred back to the owning agency for
destruction, following pycedures indicated in section 1 above.

1544 Inventory

1.

Items valued at $5,000 or more and a useful life of more than two years, with the exception of
weapons, computers with licensed software, and software packages valued at $5,000 or more,
will be carriedon the statewide inventory. Generally items consumed in use, and permanent,
norrmoveable fixtures will not be included on the inventory. For the purpose of inventory
control intended in this section:

a. AEqui pment 06 i s defi ned twipatedussfullifetexdemding hat n
beyond one year, must not be consumed in use, must not be attached permanently as a
nortmovable fixture, and must cost $5,000 or more; and

b. AWeapono is defined as any item that, und
force against a person or any item that is regulated by the Bureau of Alcohol, Tobacco
and Firearms. Agencies will be responsible for reporting items as described above
regardless of acquisition method to the Purchasing Division.

. Agencies shall submitRroperty Disposition Report to request State ID tags for assets purchased

directly from the vendor, or obtained through transfer or donation. Agencies are reqUVB& by
333.220t0 conduct a physical inventory and reconcile with the records of the Purchasing
Division annually. Schedule and procedures a
separation of duties, Purasing cannot perform inventories, but will provide technical assistance
to agencies upon request.
State ID tags are to be attached to the asset when received.
Inventory listings are available through the Data Warehouse (DAWN) at
http://dawn12.state.nv.us:7777/dawn.html
As a courtesy, Purchasing will notify agencies annually to provide instructions of inventory
requirements and procedures.
Inventory management proceduees as follows:
a. Agencies process Fixed Asset Modification (FC) documents through the Integrated
Financial System (IFS) for all transfers and corrections to fixed asset records.
b. Purchasing reviews and approves FC documents for equipment maintained on the
statewide inventory pursuant to item 1 of this section.
c. Report all Excess, Stolen/Lost, and assets needing addition or deletion, using Property
Disposition Reports.
d. Purchasing authorizes PDR actions, initials original document upon completion, and
sends cpy back to agency.
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e. Agencies shall enter the most recent inventory date using the Last Inventory Date Update
(FADU) table within IFS.

1546 Circumventing

Direct purchases shall not be made contrary to the requirements included in SAM, nor shall they be
madein such a manner as to circumvent the intent of this chapter, nor shall related or similar items be
purchased separately (by splitting purchases or by a series of smaller purchases) as a device to avoid
these requirements.

Direct purchases when authorizetiall be subject to competitive considerations, i.e., best value cost to
the State, all factors considered.

Any purchase and any contract for the purchase of any supplies, materials or equipment, made or
entered into by any State officer, departmentjtutgdn, board, commission or agency contrary to the
provisions of the Nevada Revised Statutes, the State Administrative Manual and the rules and
regulations of the Purchasing Administrator shall be void. The agency head and the employee who
actually madesuch purchase or entered into such contract shall be personally liable for the cost of any
supplies, materials or equipment delivered pursuant to such purchase or contract. Any contract made
with any person, firm or corporation shall be void if any memtiféicer or employee of any using

agency taking part in the making of such contract is also an officer or employee or owner of a
substantial part of interest in such firm or corporatidiR$ 333.81P

1550 Mandatory Purchaseshrough Purchasing Division
1 All contracts established by the Purchasing Division.
1 Allitems not specifically exempted BAM 1552

T All weapons as defined iBAM 1544.

1552 Direct Purchase Authorization to Any Agency

Direct purchase authority means that these purchases do not have to come through the Purchasing
Division. It does not exempt an agency from other approvals or requirements in SAM, as well as
obtaning quotes as prescribed BRS 333.390(4)

Equipment items defined IBAM 1544require approval by the Budget Division priordirect purchase.

Agencies are authorized to purchase equipment, material and supplies within the limitations mentioned
per purchase. No purchase is authorized to exceed the amount indicated for each item:

1. Emergency purchases necessary to protectdifgiblic property. Purchases in this category
must be reported to the Purchasing Division on the next working day after the purchase to obtain
post facto purchase authorization.
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2. Any item, not available on contract, up to $4,999.99 per purchase. Detaikedotanformation
is available on the Purchasing Division website.

3. Heavy equipment repairs including aircraft, heating and air conditioning not to exceed $15,000
(includes parts and laborNRS 333.39DAgencies authorizing repairs on State property are
required to verify that the contractor maint
compensation insurance prior tarstof work.

4. Training of state employees or persons representing the State atséie Wwitation. Orsite
training shall follow the contracting processSAM Chapter 030Q

5. Weapons are not authorized for direct purchase in any amount.

6. Vehicles, includinggnowmobiles, All Terrain Vehicles (ATV), golf carts, and other motorized
items are not authorized for direct purchase in any amount.

7. Computers, laptops, and file servers are not authorized in any amount; software not available on
contract and less than 8090 per purchase may be direct purchased, but requires the pre
approval as defined iBection 1511 of SAM.

Agencies should match the purchase order, receipt, and invoice prior to requesting payment for any
items purchased with direct purchase authority.

1554 Procurement of Services

The purchasing of services shall be in accordanceN®S 333 NAC 333 and as contained BAM
Chapter 030Q

1556 Procurement Card Program

The State of Nevadadés Procurement Card (P Card)
Division, with procedures for each using agengpgraved by the State Purchasing Division and the

Internal Audits Division. This is a mandatory program for agencies utilizing credit accounts; agencies

are not authorized to establish credit accounts with other merchants. Information and guidelines
governng t he Stateds Procurement Card Program can
http://purchasing.state.nv.usn der t he fiContract I nformationo | i

Agencies arereouraged to use the P Card in lieu of local purchase orders (LPO), and for all purchases
authorized undeSAM 1552

1560 Professional Licensing Boards and Commissions

Professional Licensing Boards and Commissions that do not process funds throughatieer&g8ired
to comply with all provisions diRS 333 NAC 333 andSAM 1500regarding purchases and
inventory. The following procedures shall apply:

1. Agencies shall submit purchase orders directly to contractetbve Agencies shall pay the
contracted vendor directly for goods and services after they are received.

2. Agencies should report all changes to fixed asset records including Excess, Transfers,
Stolen/Lost, additions, corrections and deletions, using Psope&position Reports (PDRS).
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. Submit to the Purchasing Division written notification of inventory completion date and
reconciled Location Codes.

. Purchasing authorizes PDR actions, initials original document upon completion, and sends copy
back to agency.

. Purchasing updates the "FADU" table within the IFS noting the Last Inventory Update Date.
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1600 Information Technology

1602 General

Chapter 242f the Nevad Revised Statutes authorized the creation of the Department of

Administration, Enterprise Information Technology Services (EITS) for the coordinated, orderly and
economical processing of information in State government, to ensure economical use otimriorma
systems and to prevent the unnecessary proliferation of equipment and personnel among the various
State agencies. The purpose of the Division is to perform information services for State agencies and to
provide technical advice but not administratoamtrol of the information systems within the State

agencies.

TheDivision provides the following services:

Communication SystemsProvides primary public safety communication infrastructure support for
State agencies, federal and local public safetyiestitperating in Nevada. Also provides
communication transport services, microwave communication channels, mountaintop
communication site space and engineering.

Computer Operations: Provides computeprocessing services (24 x 7 x 365) using various
compuing platforms, including mainframe and server farm. Also provides hosting of server
hardware for agencies.

Data Networking (SilverNet): EITS statewide data network providing higbeed/broadband
network connectivity services for State agencies, locactandty governments. Secure services
include highspeed internet access, dialup and Virtual Private Network connectivity.

Database Administration: Provides comprehensive database and information management services
for the executive branch of State goveemn This includes database and information administration
services such as database design and support, and specialized andendkita file design and
management.

Documentation: Coordinates departmental and statewide IT policies, standards andyrescand
the online State Telephone Directory.

Internet Services:Hosts websites and web applications. Also provides specialized web functions
such as email and online conferencing.

Planning: Severabplanning services are provided.

Strategic Planning:identifies and documents tE vision, supporting strategies, and guiding
principles to meet the State's current business needs and suppaeriorggrategies.
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Capacity Planning: forecasts technology resource needs for mainframe, internet, netweek, se
farm and storage for the State. Coordinates with users to insure that enterprise capacity and
performance needs are met.

Agency Planning:Consults with customer agenciesheir development of IT Strategylans.
Technical assistan@nd workshops aralso provided for completing the Technology Investment
Request (TIR) document.

Policy: Responsible for developing an enterptigee IT strategic plan as well as policies and
standards for the information systearsl the IT infrastructuref the executie branch of State
government.

Production Services:Coordinatesoff i ne processing for customer &
and report generation.

IT Governance:Supports the Governoros | T Governance
transitioning through the IT investment lifecycle, which involves project planning, vendor and
resource acquisition, project implementation and agency accountability. This includes guidance in
acquiring appropriate professional project management and quality asstgaources.

Security: Provides information security and contingency planning consulting services for State
agencies. Also provides project oversight orsedlurity aspects dif projects.

Software Design and Developmentrovides all aspects of softveasystems development,

including project design and analysis, programming, installation, documentation and maintenance.
Provides web development, administration and support of agency websites. Applications can be
developed on a complete range of platfofroen mainframe systems to the latest vestabled
applications. Provides team leads for software consultants and assists in drafting and overseeing
software deliverables. Additionally, programmers provide technical support on all aspects of
program and softare development and can assist as technical advisers.

Technical Support: Provides installation and maintenance of Local Area Networks (LAN), PCs and
related hardware system software.

Web Page Presencefhe Web Development Unit of AD&D assists State ageswith all aspects

of their officebds internet presence. This uni
no web presence, continuous maintenance of existing web sites and training of agency employees if
requested. The web unit is proaetim developing and implementing procedures for State agencies

to offer new web technologies as they become available and making it possible for all agencies to be
able to offer them with minimal expense and effort.

Voice/Telephone:Coordinates agency tghone system design, installation and maintenance,

system administration of the State Telephone System, issuing of phone caffdse talimbers;

phone and data wiring installation, moves, adds, changes of telecommunications equipment; cellular
and pagig services and State Operator assistance.
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1604 Responsibility

The Department's major responsibilities are:

1. To providelT systems/services to State agencies (ge8 242.11%nd.131for exemptions).

2. To develop policies, procedures, standards andaggns for the procurement, development,
implementation, and maintenance of information technology and systems within the Executive
Branch and for elected officials.

3. To establish and maintainsetewide information infrastructure that provides easy aces
government information for everyone authorized to use it.

4. To assist State agencies in the selection of solutions for their information needs that meet
established standards.

5. To develop standards to ensure information systems security and disasterye

6. To create and publish strategic plans for information technology for the Executive Branch and
elected officials.

7. Toprovide guidance tagencies in developing short and lelegm information systems plans.

8. To provide guidance tagencies in deVeping their information technology budgéts
appropriate EITS services

1606 Funding

The Division operates as an Internal Service Fund. All funding is received through billings for user
services or assessments.

Annually, the Dvision establishes billig rates for the services provided by the operating divisions.
These rates are developed in accordance with federal ratemaking standards and are monitored on a
monthly basis. Adjustments are made to the established rates as needed, but usually no rttaa often
annually.

1608 Howand When to Utilize Services

Executive Branch agencies and elected officials should contact the Departdntioistration,
Enterprisednformation Technologyervicesat the time of initial planning for any information

system/prgect regardless of technology being considered (voice, data, image, video, etc.). This includes
the telephone equipment, local telephone service and long distance telephone service. Requests for such
services should be initiated by contactti S Help Des at (775) 6844333.

The Dvision and an agency requesting services will jointly develop a needs assessment. The needs

assessment will specify the scope ofibguired serviceprojected growth of services needed and the
corresponding budget required &mrvice
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1610 Hardware Repairand Maintenance

Agencies that do not have-house repair and maintenance resources should calinttsob help desk
immediately when assistance is needestidibn staff or contractual assistance will be provided.

1612 Pdicy, Procedures, Standardsand Guidelines

The Chief Information Officeiof the Dvision is responsible for developing policy, procedures,
standards and guidelines for information technology activities within the Executive Branch. The most
current policiesstandards and procedures are posted toithsidh6 s we bsi t e.

1614 Telephone Toll Calls

Toll calls should be held to an absolute minimum. Agencies should institute proper internal controls of
toll calls in order to verify toll billing. Personal long tiiace calls including 900 service are not to be
placed from State telephones at State expense.

1616 Cellular Telephones

Each department of the State of Nevada must develop a cellular telephone, portable tablet, or other
mobile device policy that meetstdlee par t ment 6 s speci fic needs rega
devices for workrelated activities while operating within budget authority, addressing the potential legal

i ssues regarding access to the reddored Safatteloes e
rules associated with requiring employees to be available for contact after their regular working hours.
The departmental policy must fully address security issues and must specifically identify criteria to
determine eligibility tareceive a cellular telephone, portable tablet, or other mobile device at state

expense or a stipend for the use of a personal device. There must be a compelling reason directly
related to efficiencies to be gsiitieseahdit necesditatéslae e n

cellular telephone, tablet, or other mobile device for business purposes.

There are 3 acceptable methods to provide for employee use of a cell phone, tablet, or other mobile
device:

1. State issued devidethe agency providesi¢ employee with an approved State device pursuant
to the state contract for such services and pays the monthly charges directly to the service
provider. The device remains the property of the State and the employee must comply with all
policies regarding er s on al use of state devices. I f t
results in additional costs to the State, the employee must reimburse the State for such charges at
least monthly. Agencies must take care to choose the appropriate plaoidhelrieeded use
for State purposes. This may include prepaid phones that only include voice services. Upon
separation from the agency that issued the device, the employee shall return the device.
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Departmental policy must include acknowledgement aipgf device and terms and
conditions of use that should be retained in employee file.

2. Stipend paid by State for employee using personal device for State purplosedtate pays an
employee a monthly stipend to use their personal device to condecb8satess. The base
plan cost is understood to include cellular telephone, internet, and/or data services. The stipend
amount will remain the same regardless of the amount of State business conducted on the
personal device. The employee is respondgdyleontracting with a service provider, paying for
any initial plan charges, the cost of the device, and paying the monthly bills. The State is not
responsible for any penalties should the employee terminate the contract with the service
provider.
Becauséhe cellular telephone, tablet or other mobile device is owned personally by the
employee, the employee may use the device for both personal and business purposes as needed.
Use of the device in any manner contrary to local, state or federal laws ngtlitate misuse and
will result in immediate termination of the stipend.
The stipend will be taxable income to the employee and will be reported on t#ivWage and
Tax Statement.
The stipend amount will be established by each Department directortidyedevelop the
policy for their respective Department.

3. Employee voluntarily uses personal device to conduct State business without compensation.

Employees must be aware that it is possible the record of use for any device used for State business,
couldbe considered a public record.

Regardless of the reimbursement method used, each employee using a device for State business or
connected to the Stateds | T infrastructure must
for Use of a Mobile Device 0 The respective Department poli
Use Agreemento and fAAgreement for Use of a Mobi
file.

An agency may rescind a state issued device or stipend at any timbukthess necessity or budget
authority no longer exists.

Employees are expected to comply with all applicable laws regarding the use of cellular devices while
operating a motor vehicle. Each department policy shall include a reference to SAM 1320.

1618 Teehnology Investment Request

An IT project is defined as the implementation of IT improvements (computer, telecommunications or
other information technology improvements)enhanced capabilitiesing IT services (VendoEITS

or agency) within a definedepod of time (i.e. not maintenance or ongoing IT services and support).
Any Executive Branch agency wishing to invest in an IT project that costs more than $50,000 must
develop a business case with a Technology Investment Request (TIR) form. TIRs iaee fequ

Executive Branch agencies as part of their biennial budget process as well as for interim funding of IT
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projects. They apply regardless of the funding source (including grant funding), as well as in situations
where the funding already exists ahé agency is requesting authority for expenditure. This also

applies to projects mandated by either the federal government or the Nevada State Legdigkxtares

with federally funded and mandated interim projects should contact EITS for guidance tmbhest
proceed regarding potentially concurrent TIR and RFP processes.

The TIR must be submitted EITS for review and approval prior to submittal to the Budget Division.

Agencies preparing IT contracts for the BOE should contact EITS regardingduiRReraents. New

contracts related to an IT project may require a TIR. Contract amendments may require a TIR Waiver
for Enhancements (TWE). In cases when Work Programs fund more than $50,000 of an IT Project EITS
should be consulted to see if a TIR or TWE eequired.

Every agency submitting a TIR that is:

1 An investment of $500,000 or more or
¢ Critical in nature to State operations or

T Significant risk of adverse consequences to the State of Nevada

will make a presentation to the Nevada IT Strategic Ptepcommittee. During the biennial budget
session, this committee will submit its recommendations to the Governor regarding the prioritization and
inclusion of IT projects in the biennial budget.

1620 Project Management Quality Assurancand Project
Oversight

All IT projects as defined below must have a qualified IT Project Manager, a Quality Assurance
Manager, and Project Oversight staff assigned to the project. The level of resources for these services
must be budgeted in accordance with accepted IT indstahdards and included in the Ti&d if

funded, utilized specifically for these services

Thisrequirementloes noapply ta

1. Projects for ongoing / routine replacement of existing hardware (PCs, routers, servers, etc) and
software (upgrades, releasbsenses, etc)

2. Projects of short duration where

Vendor or internal involvement is at a minimum

There is only minor component reconfiguration

Installation is only within the agency

Purchases are internal to the agency

The project is transparent tioet users

"0 T
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A qualified Project Manager is an individual who meets or exceeds the experience and credentials as
outlined in thedT Project Manager Qualification and Selection Standard @e¥2loped by the State of
Nevada Information Technology Project @sight Committee

EITS should be contacted if there are questions regarding what constitutes a qualified Project Manager
or Quality Assurance Manager.

The purpose oProject Qrersight is to determine that a qualified project manager is assigned to the
proect, the project is being managed in compliance with the project plan, that sound management
practices are being observed, that the project is adequately staffed, schedules are reasonable and are
being met, and to identify and take action to assist iredgtion of risky and potentially unsuccessful
project activities and problem situations at the earliest possible time.

1622 Utilization of EITS Services As Budgeted

Executive Branch agencies that receive fundind=0iS services, as part of their bienhiimudget
request must use the funding for that purpose.

If an agency believes an exception is warranted, they must submit a written reque€ttiethe

Information Officerof the Ovision of Enterprisenformation Technologypervices Both theChief

Information Officerand the Director of the Department of Administration must approve the request. The
Chief Information Officemwill notify the requesting agency of the decision.

1624 Grant Applicationswith IT Components

All Executive Branch agencies applyifgy grants that have IT components must submit the IT portion
of their grant application to theision for review and approval prior to submittal of the grant. Also, if
the grant contains funding for IT positions, the requested funds must be basadandstisage of

hourly rates, rather than salaries for dedicated positions. This will ensure that the IT component is
technically feasible, within State standards and the funding requested is adequate to accomplish the
project.

1626 Contractsfor IT Services

Prior to submitting a contract for IT services to the Board of Examiners for approval, agencies must
submit the contract tBITS for review and approval. Agencies are encouraged to schedule that review
prior to obtaining signatures on the contract doents, thus avoiding delays resulting from
modifications to the documenSontracts related to IT projects must adhere to section 1618 regarding
TIRs and TWESsSignatures are obtained electronically by utilizing the Nevada Executive Budget
System, ContradEntry and Tracking System (CETS) Module.
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1700 Attorney General

1702 General Responsibility

The Attorney General and his/her duly appointed deputies are the attorneys for all State elected and
appointed officials, boards, departments, agencies, comnsssioth institutions except when other
counsel is specifically authorized by special legislatidiR$ 228.11PThe authority ad duties of the
Attorney General are generally set forth in NRS Chapter 228 but can be found throughout the Nevada
Revised Statutes and common INRS 228

Prior to the imposition of any suspemsj demotion or termination of an employee, an appointing
authority must first consult with the Attorney General regarding the proposed discipline.

1704 Services Available

The Office of the Attorney General provides a broad range of legal services pusuttiegal
authority. State agencies should be proactive in consulting the Attorney General on potential legal
issues and requesting general legal advice.

Unlike general legal advice, formal attorney general opinions issued pursidREt@28.15G@re issued

on behalf of the State. They are not designated for exclusive use by a specific organization or
governmental official and may therefore be published at the Attorneg Geml 6 s di scr et
requests may only be made by the Governor; the Secretary of State; the State Controller; the State
Treasurer; the Director of the Department of Corrections; the head of a state department, agency, board
or commission; a district tarney; or a city attorney. A request for a formal opinion may not be
withdrawn after the formal opinion process has begun.

The Attorney General also publishes numerous manuals, resource materials, and official opinions on
guestions of law. These matis are available atthet t or ney Gener al 6s websit

State officers and employees should not seek legal advice or representation in personal matters from the
Attorney General. Nevada law generally prohibits the Attpr@eneral and deputy attorneys general

from engaging in the private practice of lafNRS 228.070(3); NRS 228.080)3Limited exceptions

exi st for (1) tQffiee ofAVilitary kegakAssistamce, which faditmtes pro bono legal
assistance in civil matters to current and former military personnel in thigNfRa& 288.660)and (2)

the uncompensated representation of indigent persons {orimoimal legal matteréNRS 7.065; 7.105).

1706 Request$or Services

Requests for any service requiring a writteateaihent by the Attorney General should be made in
writing. All facts should be included as clearly and concisely as possible. Be clear as to what service is
requested.
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1708 Reimbursemenfor Services

The Attorney General may charge all State agenciesupmgorted by the State General Fund for all
service and costs his/her office provides to those agencies. This is accomplished either through the
Attorney General Cost Allocation Plan or through direct billings to the agedBS 28.1138

1710Service of Process

The Attorney General should be immediately notified whenever any State department, agency, board or
commission is sergewith a complaint in federal or state court, or served with a petition for judicial
review, or otherwise presented with legal documents, since service must be effected in strict compliance
with all applicable rules and statutes, includifRBCP 4j)(2), NRCP 4 NRS 41.031(2)and NRS
233B.130(2),which includes service upon the Attorney Genérhls is necessary to allow a prompt
determination of any counterclaims and deésnthat may be asserted and to ensure a timely response
and / or appearance.
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1800 Printing
1802 General

Nevada Revised StatuteSHapter 343 provides thaall State printing and binding may be done on a
competitive basis. It is in the best interest of the State of Nevada to do business Bitteherinting

Office of the Legislative Counsel Bureau whenever possible. State Printing offers all services, including
complete offset printing, digital printing, copying, binding and finishing operations.

For all jobs with an expected expense of $999.99 and under, the geimgyanay utilize the services of

any printing vendor, including State Printing. For all jobs with an expected expense between $1,000.00
and $4,999.00, the using agency must obtain at least three (3) quotes, one of which must be State
Printing. If a usingagency so chooses, may directly utilize State Printing at any amount under
$4,999.99 without obtaining outside quotes. For anticipated amounts above $5,000.00, the using agency
must direct their purchase through State Purchasing. In soliciting qudiedsp6tate Purchasing must
always solicit a quote or bid from State Printing.

1804 Ordering

When orderingagencies shoulgdlace orders as far in advance as possible. If orders aresdinséive,
agencies shouldpecify the date requested for completiof the order. Printers typically charge a
premium for rush orders.

In order to prevent delays in processing and producing printing orders, please include a completed State
Printing Specification Form with your order and a sample of the product wheringrdeom State
Printing. Use thé&tate Printing Specification Formas a guide when ordering from outside printers.

The submission of clear copy with the order will help to avoid delays andg énrproduction of your
printed project. If there is a State Printing form number on the form, please include it with the order
when ordering from State Printing. Contact State Printing at68485950 or printing@Icb.state.nv.us

for additional information.

On jobs canceled before completion, printers will typically bill to cover the cost of labor and material
used before the cancellation notice.

1820 Preparation of Materials

Proper preparation of materialscacopy can mean less expensive corrections, more accurate estimates
and faster printing service regardless of the vendor. The following are suggestions to help agencies keep
printing costs down.
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1. Edit the copy and not the proof. The most expensive itethdarcost of printing occurs when
corrections are made in the galley or page proof. The actual cost of alterations will increase the
printing bill. Therefore, make all "author's alterations" in the manuscript before it is set in type.

2. Typed copy or digitdile is preferred, preferably in the finished size of the product.

3. Be certain copy will fit the allotted area when space is limited.

4. Check carefully for uniform style, punctuation, spelling, capitalizatf@ures names dates,
amounts of money and ststics.

5. Furnish all copy, black and white, digital files, photographs, pictures, drawings and negatives
together when possible.

6. Give complete specifications, including sample when possible, and date desired.

7. If uncertain as to publication practices, pleeak 7756846950 with any questions.

1822 Manuscripts

Manuscript sheets should be of uniform size, preferably the size of the product. All pages should be
numbered consecutively.

1824 Electronic or Digital Copy
Digital copy files can be submitted viangal or on computer diskZip disks, or CD ROM disks can be
accepted by most printers. Files should be provided in EPS, TIF, or PDF format with all fonts, graphics

and/or resource fileembedded. If fonts or resource files are matluded theorder will bedelayed.
Most printers support PC and MAC platforms.

1834 Reading Proofs

Proofs should be read, signed and returned prompiglding proofs for an extended period of time

wi || del ay the completion of yourtytpmakesure prapfs or d
are correct, as the order will be printed per the proof.
1836 Billing

Printing charges for agencies utilizing State Printing will be based on quote or bid, where applicable, or
where no quote or bid was requested on establisheti/mates.

1840 Specifications

To complete State Printing order form, fill in all applicable specifications on the Printing Specification
Sheet or Quick Print order form. Other printers will normally have sirfolans, if they do notuse the

State Printig forms as a guide. Regardless of the vendor, the following information must be indicated
on your order form:

1. Finish size of completed job (state width of form first, then length; example: letterhead is 8 1/2 x
11 inches not 11 x 8 1/2 inches)
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Color and Weht of Stock (bond, cover, index, ledger, Bristol, NCR, and gummed stocks)

Page Count

Color of Ink (provide a sample of the color or select a color at the vendor)

Fold (Size)

Binding

Perforated (Indicate Position)

1 or 2Sided

Punching (indicate positiospace between holes, center to center and size of holes

10 Padding (how many sheets or sets in each pad)

11. Quantity (express in pieces or setaultiple forms; do not express the quantity in the number of
pads

12.Cover (where a publication requires a separateerggaper color should be specified; cover
samples are normally available at the vendor upon request)

13.Numbered jobs (checks, receipts, etc.) must have the starting number and the ending number

provided

©CoNoOrwWN

Completion of work will normally be facilitated andiplication of efforts avoided if each department
will arrange for one person to make all inquiries concerning work in progress.

1846 Other Services

Printers perform various finishing work, including assembling, stapling, drilling, folding and various
binding procedures. While folding equipment will execute most types of basic folds, it is advisable to
contact the printer for advice on specific foldimgeds

1850 Printing Authorization

Normal departmental authorization procedures should be followed whemnngy@rinting services.
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1900 Public Works Board

1902 General

The State Public WorkiBivision consists of the Administratothe Statd’ublic Works Board, the Public
Works Section, and the Buildings and Grounds Section. The State Public Works Divis@tscohthe
Director of the Department of Administrationmembers appointed by the Goverrnamd 2 by the
Legislature. The Board elects a Chairman and V{€kairman from among its members appointed by
the GovernorAppointed Divisionstaff is responsie for the management of the daily affairs of the
Division and the Board

TheDivision and the Board amesponsible for developing the Capital Improvement Progranthend
Board recommend® the Governor the priority of all proposed projeGtseDivision6 s st af f sup
t he Governor in providing the Governordds recomn

TheDivision also provides all State departments, boards and commissions with architectural and
engineering services for the construction of any building cortstilan State property or on property

held in trust for any division of State government or for which money has been appropriated by the
Legislature or allocated by the Interim Finance Committee, except buildings used in maintaining
highways, and improvem#gs) other than nonresidential buildings with more than 1,000 square feet in

floor area, made in State parks by the State Department of Conservation and Natural Resources or by the
Department of Wildlife. All departments, boards or commissions are recqnceduthorized to use such
services for new building construction, remodeling or major rep@RS 341.15&nd341.14)

Services may consist of:

Advance planning;

Designing;

Estimating of costs;

Preparation of bidding documents;

Project management @mnspection of construction work; and
Building official for Stateowned facilities.

OuhAWNE

TheDivision may retain privatgractice architects and engineers to prepare bid documents if the
Division deems such action desirable. The cost of such consulting Seavidehe cost of all
architectural and engineering services shall be charged against the appropriations made by the
Legislature or other funds allocated to the project.

TheDivision may delegate its authority for project management services for sometptojether State
agencies. All requests for Delegation of Authority shall be directed tAdhenistrator Any agency
that receives Delegation of Authority from thevision must comply witiNRS 338 including bidding
and prevailing wage requirements.
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1904 Capital Improvement Program

Before October 1 of each evenmbered year, the Board must submit its recommendations for capital
improvement projects irhé next biennium to the Governor. Thdministrators upport s t he Go
recommendations and prepares the Capital Improvement Program for Legislative approval. To develop
its recommendations, every State department, board and commission is requasgbedttds requests

for new buildingconstructionremodeling or major repairs Included in their requests, all proposed work
should include any maintenance, repair or replacement projects greater than $300 A0@&risthns

with Disabilities Act (ADA) Roofing, Advance Planning, Underground Storage Tank, Mold Abatement
and Indoor Air Quality projects should also be requested in the Capital Improvement Program. Proposed
maintenance work such as piig, carpeting, drapes, are not considered capital improvements and
should be requested in the agency operating budgatd 508. Interior improvements that include

items like carpeting and drapes have code smoke and flame spread requirements anel dneref

required to be submitted to the State Fire Marshal for approvaDiligon has developed a process by
which an agency may request capital improvement funding. State agencies must timely coordinate with
the Division, and properly complete all remed documentation in order to ensure that tbajital

improvement funding requests are considered. The failure of an agency to meet time deadlines or to
properly complete all required documentation might result in the Board refusing to consideuést. req

TheDivision also has the authority to conduct advanced planning for future projects. The term
fadvanced planningo means receiving funding for
miscellaneous planning and/or study projects for wthehneed only becomes apparent during the
biennium. Advanced planning is critical for an in depth study of the cost and feasibility of a project. It is
the policy of theDivision to perform advance planning for projects with an estimated construction cost

of $10 Million or more. Any agency desiring to use the services ddivision for advanced planning

for a future project should contact the Board as soon as the need becomes apparent. At the discretion of
theDivision, advanced planning funding may beagable during the biennium. If advanced planning

funding is not available during the biennium, the Board may recommend to the Governor and to the
Legislature specific funding for the advanced planning of an agency project. Timely coordination with
theDivisionis critical in obtaining advanced planning funding.

1906 New Construction

Except as otherwise specified$ection 1902theDivision, has final authority to approve the
architecture of all buildings, plans, designs, types of construction, majanrsrape designs of
landscaping. Except as otherwise specifieBeation 1902all State agencies shall submit to the
Division schematic level architectural designs for approval prior to advertising any project for bid or
prior to instituting any other caractor procurement method. TBeévision must review all architectural
plans of State buildings if the project is to be constructed on land owned by the State or with funds

appropriated by the Legislatur&lRS 341.14%

TheDivision shall verify that all public buildings and facilities conform to ADA Guidelind$
338.180
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1908 Remodeling, Repairs, and Maintenance Work

Remodeling, repairs and maintenance work of astarctural nature financed with agency operating

funds and estimated to cost Iéisan $100,000 do not need the project management services of the
Public WorksDivision and may be made by the agency controlling the building. However, all

remodeling projects, on State land or land held in trust for any division of the State governusébg m
reviewed by the Public WorkBivision to ensure code compliance through plan check and inspection
services. Nosstructural alterations mean such alterations that do not affect the safety of the building and
do not change, in any manner, its struatetements. SeE8AM 0300for contract and bidding

requirements.

1910 Acceptance of Grants and Contracts

On projects requiring the services of the Public Wddkésion and which have not been approved or
authorized by the Legislature, tBévision is required to seek approval of the Interim Finance

Committee before proceeding with the work. Theision may, wih the approval of Interim Finance
Committee when the Legislature is not in regular or special session, or with the approval of the
Legislature, by concurrent resolution, when the Legislature is in regular or special session, use grants of
money for the dagn and construction of public buildings for which no appropriation has been made by
the Legislature. Grants of money may also be used for the additional acquisition, design and
construction of public buildings for which the original legislative apprdéiprnamade no provisions.

(NRS 341.12)

1912 Inspection of State Buildings

TheDivision is required to periodically inspect &tate buildings. Reports of such inspections,

including findings and recommendations, shall be submitted to the appropriate State agency and
annually to the Board of Examiners. As a result of the State Fire Marshal annual inspection of buildings,
if an agency in charge of any State property fails to comply with an order of the State Fire Marshal for
any change within 30 days, the Fire Marshal shall report such failure to the State Publi®Wisr&s

who shall take the necessary steps to correct thatisiuas ordered by the Fire Marshal. Inspections are
of critical importance as they aid in the development of future request for capital improvement funding
and serve to protect State employees and members of the publ@ividien has developed a Faity
Condition Analysis Group to carry out inspections. The function obthev i sFacdity Gosdition

Analysis Group is to coordinate a statewide series of inspections of State buildings relating to roofing,
compliance with the Americans with Disab#isi Act, fire safety and other issues relating to the safety of
State employees and the general pubhé&:$ 341.205nd477.035

1914 Building Official Role

Regardless of the source of funding, Beputy Administrator for Compliance and Code Enforceime

shall serve as the building official for all buildings and structures on property of the State or held in trust
for any division of the State government. When acting aBtilding Official, the Deputy

Administrator for Compliance and Code Enforcensdrll have authority to issue stop work orders

based upon reasons of health, safety, violations of building codes, other laws or regulations, or for
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failure to obtain an appropriate building permit frdme Division State employees and/or contractors
performing the work may be subject to personal fines of up to $1,000 for violating a stop work order and
may also be subject to criminal sanctions. All agencies of the State shall coordinate Withsilba in

the designconstruction tenant improvements dmemodelof buildings or structures subject to the
requirements of this section. Coordination shall include obtaining approvals on all design work prior to
advertising any project for bid or prior to the institution of any other contractor procurentéodme

(2003, Chapter 40d4ndNRS 341.100(5)(h) TheDeputy Administrator for Compliance and Code
Enforcements theBuilding Official even for those projects exempted un8ection 1904f they are
constructed on State land.

Any construction activityn landsnot owned by the State governed by the local building jurisdiction.
Approvals, permits and inspections may be required by the local building jurisdiction; therefore, it is
advised that the agency contact them for tregjuirements.

TheDivision is a feebased agency and therefamgestigationplan check, permit, and inspection fees
are charged for those services. Early contact should be made widlviien prior to the institution of
any new construction or remoddi projects.

1916 Emergency Contract Authority

If the Division determines that an emergency exists, a contract, or contracts, necessary to contend with
the emergency may be let without complying with the provisioméR$ 338(2003, Chapter 4Q1Any

State agecy believing that the condition of a State building or structure warrants the issuance of an
emergency construction contract should immediately notifjAtirainistrator of the State Public Works
Division.
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2000 Nevada State Library Archives
2002 NSLA Furctions

TheNevada State Library and Archives (NSLi&)a division of thédepartment of AdministratiorThe

NSLA exists to meet the information andearch needs of State government; to coordinate and
supplement a State network of library resources for Nevada; and to preserve, maintain and coordinate
State and local government records and archives. Archives and Records works with the State Historical
Records Advisory Board and the State Records Committee to ensure proper maintenance of and access
to Nevada government records. The Nevada Electronic Records Committee serves in an advisory
capacity to the State Records Committee and the State HistormaidReAdvisory Board in matters

relating to the use of technology for Nevada Record Keeping in all of its political subdivisions. The
Library works with the State Council on Libraries and Literacy in surveying and reporting on the status
of libraries anditeracy programs in Nevada and in making recommendations "to foster and further the
establishment and proper maintenance of superior librariéBS 380A.01) The Library administers

federal and State funds to local libraries (NRS 378.081(h), 378.087 and 378.100).

2004 NSLA Location, Hours of Service

The offices of NSLA are in the State Library and Archives Building at 1L0Btéivart Street, Carson
City, NV 897014285. Hours are 8:00 a.m5:00 p.m., Monday through Friday with the exception of
legal holidays. The toffree number irState is 1800-922-2880.

2006 State Library Services
Library

The Library provides visitors aess to its collections. Access services include a professionally staffed
reference desk. The Library directly loans materials to visitors who are Nevada citizens with a valid
Nevada library card. The Library provides distance loans of materials fropiléstmns when

requested by another library that subscribes to the Interlibrary Loan Code. The Library prodeethin
reference and research services to Nevada State government personnel and Nevada citizens. The Librar
obtains materials not in its dettions for State employees through direct interlibrary loan. It provides
technical assistance to local governing bodies, librarians, library boards and State controlled institutions
through consulting services on all aspects of library and informatigites, technology, construction

and continuing education.

Reference and Research Services

A staff of professional librarians provides reference and research services by utilizing its collections,
databases, and other information sources to supply reduegiemation NRS 378.080(9)
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State Publications Distribution Center

The Library provides a State Publications Distribut@enter to acquire, index and distribute State, city
and county publication®lRS 378.180@equires every State agency to depwsih the State Publications
Distribution Center 12 copies of each publication that was published, printed or copied by the State
agency itself or by a private printer, or by the State Printing Division. Every local government shall,
upon release, deposiith the State Publications Distribution Center at least six copies of each of its
publications. If the publication is in an electronic format or medium, the state agency or local
government shall notify the State Publications Distribution Center ofreledise and provide the
Center with access to the Publication.

Nevada State Data Center

The Library, through contract with the U.S. Bureau of Census, is the State Data Center for Census
information. The Library and State Data Center affiliates receiveli@sdminate census information to
State government agencies and citizens.

Services to the Blind and Physically Handicapped

The Library also provides services to Nevadabos
Library for the Blind and Physatly Handicapped and provides, under the Amerigdh Disabilities
Act, translation of State government information into usable formats for handicapped persons.

Literacy Coalition Services

The Nevada Literacy Coalition works cooperatively with other Stgémcies to meet the needs of
undereducated, undegmployed, lowincome Nevadans through information and referral, technical
assistance, training, advocacy, resource sharing and a Literacy website.

Loan Services

The primary clientele of the Nevada Sthilerary and Archives are State officials, State employees and
Nevada citizens. The Library lends material to any client with a valid library card from any Nevada
library without charge. State employees located outside Carson City may receive librarglisnaeri
request through interlibrary loan. The borrowing office pays return postage. Materials on loan are
subject to recall. Materials are loaned for a period-2fwleeks, with renewal privileges that can be
made by telephone.

Materials not found in thet&e Library collection may be requested on interlibrary loan from libraries

in the United States and worldwide. Such loans may include handling postage or other charges that the
loaning library charges.

111


http://leg.state.nv.us/NRS/NRS-378.html#NRS378Sec180

Technical Assistance

The Library assists and coopé&es in the development ostatewidanformational service network of
public, academic, school and special libraries to facilitate access by all citizens to the State's library
resourcesAccess to all library catalogs statewide and to major licensadbakzes iprovided via the
Internet. Extensive information is available from the State Library and Archives Homepage.

2010 State Library Collections

The Library is the official office of record for public access to proposed, temporary, emergency and
permanent regulations of State government.

The Library collects a wide variety of materials, in all formats, to meet reference and information needs
of State agencies and to enable it to act as a resource center to other libraries within the State. All
materiat are selected according to a written selection policy.

Reference Collection

The Library has bibliographies, encyclopedias, indexes, directories, yearbooks, handbooks, federal,
State and local government publications as well as access to commerciaiiplevdgitabases on CD
ROM and via the Internet and other materials necessary to perfatepih reference and research
services. Subjects of particular interest to State agencies include statistical and demographic data,
business and personnel managemafiormation, federal and State laws, rules and regulations, public
affairs and administration, government, grantsmanship, etc.

Nevada Collection

The Library keeps books, periodicals, newspapers and other publications about Nevada and coordinates
collectionswith other divisions of the Department of Cultural Affairs.

Library Science/Archives Administration

The Library has an wdepth collection of materials on library science, archives, records management,
micrographics and conservation to aid in promotibgaliy, archives and records management
development throughout the State. Areas of special interest are standards, administration, planning,
training, financing, building and preservation.

Government Publications

The Library keeps federal, State and loaaternment publications. As a selective federal depository,
the Library provides access to publications and databases available through the Government Printing
Office from federal agencies. The State and local publication collections provide accesscetipabli
printed by the State Printing Office and individual Nevada State and local government agencies.
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Nevada Literacy Coalition Collections

The State Literacy Resource Center lends print, electronic and audiovisual materials dealing with
workplace literay, family literacy, consumer/life skills, English as a second language, civics, learning
disabilities, assessment, accountability, adult education and literacy instruction.

2012 State Library and Archives Publications of Interest b State
Offices

Nevada Library Directory and Statistics

Includes all public, special, academic and school libraries in Nevada.

The LSTA State Plan for Nevada

Contains the legal authorization and agreements for State participation in federal funding under the
Library Services an@echnology Act. Actual program activity and five year projected planning for
statewiddibrary development are presented therein.

Nevada State Library and Archives Master Plan

Issued biennially, provides a fiwgear plan of development for the NSLA.

StateData Center (SDC) Newsletter

Issued to business, government, State data center affiliates, and data users.

2014 Records: Records Management Services

The Records Management program establishes the standards, procedures and practices for managing
public recads and serves as the primary records management resource for State and local governments.
It provides State agencies with analytical support, using records and information management controls,
on the creation, maintenance and disposition of all recolrdsREcords Management Program services
include:

1. Developing general and agency records retention schedules that meet accepted standards for
administrative, fiscal, legal and archival values.

2. Training and consulting in records management for State andgloeatnment agency
personnel.

3. Assisting local governments in developing records retention schedules that meet accepted
standards for administrative, fiscal, legal and archival values.

4. Advising State agencies and local governments in the efficient crem@menance, retrieval,
and disposition (disposal or preservation) of paper, microfilm, and electronic records.
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