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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 based on authorizing statute or other approved regulations, 

although policies may be established in the absence of specific statutes where particular guidance and 

instructions are necessary for agencies to conduct business. This manual is published for use as a guide 

in conducting the Stateôs business, and individual departments or divisions within the Executive Branch 

of state government may not establish policies that contradict or supersede the State Administrative 

Manual, except where expressly outlined in this document. Departments, divisions, agencies, or other 

organizations  of  state  government  that     require  more  detailed  information  should  reference  the 

applicable statutes that are cited following many of the policy statements, reference specific statutes 

pertaining to  the department,  agency or off ice,    or contact  the  Budget  Division  of the Governorôs 

Finance Off ice. 

 
This edition of SAM replaces all previous editions. 

Questions or comments regarding SAM should be directed to: 

Governorôs Finance Off ice 

Budget Division 

209 E. Musser Street, Room 200 

Carson City, NV 89701-4298 

(775) 684-0222 

James R. Wells, Director, Governorôs Finance Office 

 

0002 Purpose 
 
The State Administrative Manual (SAM) presents to all State agencies a single reference source for 

policies, procedures, regulations and information issued by the  Legislature, the Board of Examiners, the 

Governorôs Finance Off ice, the Department of Administration and other contributing agencies. 

 

0004 Jurisdiction 
 
SAM is an off icial publication of the   Governo rôs  Financ e  O ff ice  and is issued under authority of 

the   Governor  and  the  Board  of  Examiners  (NRS  353.040).  The     Governor  instructs  all  State 

executive  agencies   to   comply  with   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 upon approval of the Board of Examiners for the agency 

requesting the  exception.  Exceptions  approved  for  one  agency may not  be  used  by other  agencies 

without Board of Examinersô approval. 

 
Constitutional agencies with broad powers (e.g., the  Nevada System of Higher Education) are expected 

to follow these regulations when not in conflict with the  Constitution,  Nevada Revised Statutes or  Board 

of Regents' regulations. 

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/Const/NVConst.html
http://system.nevada.edu/Nshe/index.cfm/administration/board-of-regents/
http://system.nevada.edu/Nshe/index.cfm/administration/board-of-regents/
http://system.nevada.edu/Nshe/index.cfm/administration/board-of-regents/
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0100 Board of Examiners Policies 
 

0102 Placement of I tems on the Agenda 
 
Any Board of Examiners (BOE) member is entitled to place items on the agenda; and any Constitutional 

Off icer of the State of Nevada may request items to be placed on the agenda upon the Clerk of the 

Boardôs determination that the item is legal and within the jurisdiction of the Board of Examiners. 

 

0104 Agency Attendance and Notification 
 
BOE  agenda  action  items  (items  preceded  by  an  asterisk  on  the  agenda)  require  attendance  by 

appropriate  agency staff  to  present  their items (NRS  353.035).  Agencies  must  also  be  prepared  to 

present information regarding leases, contracts, and Master Service Agreements, which may be pulled 

on a case by case basis. Any Board member, who wishes to pull an agenda item for discussion, particularly 

items generally taken on a consent basis such as leases, contracts, and Master Service Agreements, shall 

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

The Clerk of the BOE or his or her designee 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 

discussion should have the appropriate staff member(s) present at the BOE meeting to respond to Board 

Membersô questions. 
 
The agency is not required to attend the BOE meeting if  an agencyôs only agenda items are leases, 

contracts, Master Service Agreements, or information items and they are not contacted by the Clerk of 

the Board or his/her designee regarding additional item(s) identified for discussion. 

 

0106 Distribution of Meeting Materials 
 
The Clerk of the Board must disseminate meeting materials to each member of the Board 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 the sole source or non-competitive procurement approval request.   Agencies must attach 

this in CETS in the tab marked ñAddl. Infoò and the document should be attached in the ñSupporting 

Info (Prints on BOE Agenda)ò area. 

 

0110 Retroactive Contracts 
 
If an agency has 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 CETS in the tab marked 

ñAddl. Infoò and the memo should be attached in the ñSupporting Info (Prints on BOE Agenda)ò area. 

http://leg.state.nv.us/NRS/NRS-353.html
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0200 Travel 
 
NRS  281.160 outli nes the Stateôs statutes regarding travel and subsistence for State off icers, board 

and commission members, contractors, and employees, hereinafter referred to collectively as 

ñemployeesò. 

 

0204 Board of Examiners' Travel Policy 
 
In accordance with NRS   281.160(7) the Board of Examiners shall establish the rate of reimbursement 

employees are entitled to receive while transacting public business. This rate must be the same as the 

comparable rate established for employees of the Federal Government. However, certain State policies 

may differ and supersede the established federal guidelines or policy. It is the Board of Examinersô 

policy that travel should be by the least expensive method available when such factors as total travel 

time, salary of employee, availabili ty of agency cars or Fleet Services Division cars, and costs of 

transportation are considered. 

 
NRS 281.160 (6) allows an agency to adopt a rate of reimbursement less than the amounts specified in 

NRS 281.160 (1) where unusual circumstances make that rate desirable. An agency adopting such rates, 

must submit their proposed policy to the 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 in 

accordance with the agencyôs policies. 

 
Employees are eligible for per diem, lodging and/or vehicle rental reimbursements only if  they are 50 

miles or more from their off icial work station, unless the Board of Examiners has approved a policy for 

a given department that permits travel reimbursements within 50 miles of the assigned duty station. 

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

 

0206 Agency Policies Regarding Travel 
 
Because of the variety of situations faced by State agencies, it is important for State agencies to adopt 

agency-specific  policies. The Board of Examiners instructs all  agencies to carefully review travel 

requirements and to adopt detailed policies consistent with the Board of Examinersô travel policy and 

within the legislatively approved travel budget authority. These policies should address, but may not be 

limited to, the following situations: 

 
1.   The hours and conditions during which an employee will  be allowed to claim meals; 

2.   Overnight lodging,  vehicles and per diem allowances within fifty (50)  miles principal duty 

station, if approved by the Board of Examiners; 

3.   Combining State business and personal travel; 

4.   Out-of-State travel requests; 

5.   Employees traveling as members of non-state agencies; 

6.   Use of private aircraft; 

https://www.leg.state.nv.us/nrs/NRS-281.html#NRS281Sec160
https://www.leg.state.nv.us/nrs/NRS-281.html#NRS281Sec160
https://www.leg.state.nv.us/nrs/NRS-281.html#NRS281Sec160
https://www.leg.state.nv.us/nrs/NRS-281.html#NRS281Sec160


6 
 

7.  The conditions under which an employee will  be allowed to claim mileage while using the 

employeeôs personal vehicle; and 
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 camping inside or outside of 

established campgrounds while on off icial State business. 

 

0208 Agency Accounting for  Travel Expenses 
 
All  travel expenses of State employees will  be charged to the budget account specifi cally appropriated 

or authorized to provide for the employees' salary and/or travel expenses. The director of the department 

paying for the travel must approve exceptions to this rule in advance of the travel. 

 

0210 Travel Status 
 
Employees in travel status shall receive reimbursement that matches the rates established by the U.S. 

General Services Administration (GSA) for the employeeôs primary destination. Maximum per diem 

reimbursement rates for lodging, meals, and incidental expenses are established by city/county and vary 

by season. State employees are directed to the GSAôs website   http://gsa.gov and the link ñPer Diem 

Ratesò under the ñTravelò drop-down menu to locate the most current rates. Employees may receive 

reimbursement  for breakfasts  even  though  continental  breakfasts  are provided.  Employees  shall  not 

claim full  meals furnished to them during a conference, meeting, or other work function on their 

reimbursement request. 

 
For out-of-state travel, employees are required to submit a Travel Request for approval prior to making 

any travel arrangements. 

 
Upon approval of the department head, 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 a hotel where a meeting, conference 

or training session is held, or 

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 occupying 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 per diem rate 

for non-surveyed sites, or 

 
Out-of-State Travel 

1.   175% of the federal per diem rate for surveyed out-of-state sites, or 

2.   300% of the standard CONUS federal per diem rate for non- surveyed out-of-state 

sites. 

http://gsa.gov/
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0212 Air  Transpor tation between Las Vegas and Reno 
 
State agencies travell ing between Reno and  Las Vegas  are to use the  Southwest Airlin es corporate 

Internet booking tool,  SWABIZ.  State agencies can obtain information about SWABIZ from the State 

Purchasing  Divisionôs  website  at   http://purchasing.nv.gov/.    Due  to  the  fluid  nature  of  the  travel 

industry, changes to the Stateôs travel program will  be announced to State agencies via All  Agency 

Memoranda, as well as postings on the State Purchasing Divisionôs website. 

 

0214 Bonus Flight Points 
 
Most commercial airl ines maintain customer loyalty programs which allow for the accumulation of free 

bonus flight points to travelers based on miles flown or the amount of the fare as an inducement to travel 

with that airline. Any bonus fli ght points or other rewards received by State agencies or State employees 

as a result of State-paid air travel shall, whenever possible, be used by the agency to meet State travel 

needs. 

 

0216 Use of Rental Cars 
 
The Fleet Services Division must be used for all  in-state motor vehicle travel when an agency car is not 

available. Employees should not independently rent vehicles for in-state use; instead, they must utili ze 

the Fleet Services Division.   When traveling out-of-state, rental cars are to be rented from the State- 

contracted companies. Visit the Purchasing Divisionôs website for the names of these companies and the 

guidelines on how to access these contracts. When renting from these companies, it is not necessary to 

purchase collision 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 should, 

if  possible, rent the vehicle using the State sponsored credit card, which provides coverage for physical 

damage to the rented car. 

 

0218 Travel Reimbursement 
 
All  claims  for  travel   reimbursement  to  an  individual  should  be  fi led  on   a  ñTravel  Expense 

Reimbursement Claim" (TE) form, as developed by each department.  TE 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 other travelersô expenses. All  areas of the TE form must be completed, including: 

 
1.   start and end times of journey; 

2.   destination; 

3.   purpose of trip; 

4.   off icial station; and 

5.   authenticated signatures 

 
If applicable, hotel bills noting the employee name, date(s) of stay, and breakdown of costs by day are 

required  for  all  lodging  expenses.  If  lodging  was  paid  for  through  a  travel  website,  (Expedia, 

Travelocity,  etc.)  the  travel  website  receipt  shall  accompany  the  hotel  bill.  In  addition  to  the 

reimbursable lodging rates, employees may be reimbursed for lodging taxes and fees. Lodging taxes are 

https://www.swabiz.com/
http://purchasing.nv.gov/
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limited to the taxes on reimbursable lodging costs. For example, if  the maximum lodging rate is $50 per 

night, and the traveler elects to stay at a hotel that costs $100 per night, the traveler can only claim the 

amount of taxes on $50 which is the maximum authorized lodging amount. 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 0206, the hours and conditions to 

which employees are allowed to claim meals must be included within each agencyôs travel policy. 

 
Employees may be reimbursed for the following: 

 
1.   Actual  expenses  incurred  for  parking  or  vehicle  storage  fees  for  private  automobiles  and 

commercial transportation costs (i.e., taxi, shuttle, etc.).  Receipts are required. 

2.  Other miscellaneous reimbursable business related expenses including: use of internet services, 

computers and other business machines, conference room rentals, and off icial telephone 

calls/service. Receipts are required. 

3.   Laundry cleaning/pressing services if  the employeeôs off icial business related hotel stay is four 

(4) consecutive nights or longer.  Receipts are required. 

4.  A meal rate approved by the Board of Examiners for employees traveling outside the United 

States, commensurate with the U.S. Department of Stateôs meal allowances for foreign cities as 

listed in the U.S. Department of Stateôs publication, Maximum Travel Per Diem Allowance for 

Foreign Areas. The current foreign per diem rates can be accessed at the  U.S. Department of 
 S tateôs    websit e. 

5. Using his/her own personal vehicle for the Stateôs convenience, at the standard mileage 

reimbursement rate for which a deduction is allowed for travel for federal income tax. The 

Governorôs   Finance  Office,   Budget   Division,   shall   issue  an   All   Agency  Memorandum 

periodically reflecting the current rate in effect at that time. 

6.  Using his/her own personal vehicle for his/her own convenience at one-half  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  off icial  State  business.  An  employeeôs  normal  commute  is  the  roundtrip  mileage 

between the employeeôs residence and his/her official duty station. 

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 ATM.   Said 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 facili ty charges relating to obtaining an authorized advance from an ATM 

are  also  reimbursable  by the  State  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 

reimbursable by the employeeôs agency. 

 
The claimantôs signature on the TE form attests to the accuracy of the claim. A supervisor, manager, or 

designee must sign the TE form approving the appropriateness of the travel. Travel claims must be 

submitted within one month of completion of travel unless prohibited by exceptional circumstance. An 

employee cannot sign as the authorizing signature on any travel voucher made out in his/her own name 

unless that employee is the head of the agency. All  TE forms must be retained either by the travelersô 

agency or fiscal agency i f electronic or facsimile copies are used for payment purposes pursuant to SAM 

2616 (Supporting Documentation for Expenditures). 

https://aoprals.state.gov/web920/per_diem.asp
https://aoprals.state.gov/web920/per_diem.asp
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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 documentation must be specified in the agencyôs approved travel policy. 

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 off ice within the Executive Branch 

of State government. 
 

 

0220 Reimbursements for Meals Purchased for  Firefighters, 

Patients, Wards, or  Inmates 
 
The Nevada Division of Forestry, when providing firefighters meals per   NRS 472.110, may request 

reimbursement for trips 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  off icers  or  employees  who  purchase  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 agency sends an 

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 employees. 

Reimbursement for such advance shall be made upon a regular travel claim, with the receipt waived. 

 
Agencies may, with the approval of the Clerk of the Board of Examiners, which is appealable to the 

Board of Examiners, set up petty cash accounts to reimburse employees for meals purchased for 

firefighters, patients, wards or inmates. A receipt for each meal purchased must accompany claims for 

reimbursement to the petty cash account. 

 

0222 Travel Advances from the Agency Budget Account 
 
In the event an advance is not available through the use of the State sponsored credit card, a State 

employee may be advanced money to cover anticipated travel expenses from the agency budget account 

at the discretion of the agency or, in the case of a temporary budget restriction, the Budget Director. 

 
Only State  off icers  and  employees  may receive  a  travel  advance.  Independent  contractors  are  not 

eligible to receive travel advances. The agency head, or his/her designee, must approve employees' 

written  requests.  The  amount  advanced  must  be  justified  by  the  circumstances.  Travel  advances 

constitute a lien upon the accrued wages of the requesting employee. (NRS  281.172, 281.173) 
 
The procedure for obtaining a travel advance through the agency budget is: 

 
1.  If the administrative head or his/her designee approves the request, the agency 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 

administrative head or his designee must be charged to the budget account to which money was 

appropriated or authorized for expenditure for the travel. 

http://leg.state.nv.us/NRS/NRS-472.html#NRS472Sec110
http://leg.state.nv.us/NRS/NRS-281.html#NRS281Sec172
http://leg.state.nv.us/NRS/NRS-281.html#NRS281Sec173
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3.  If the administrative head or his/her designee cannot process a cash advance for travel because of 

a temporary budget restriction, 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 his/her designee 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 expenses. The State sponsored credit card is for official State travel only. The credit cards are for 

official use only, and they should only be used to pay for travel related expenses. Employees must contact 

their agencyôs designated Travel Card Administrator (TCA) to request approval. The payment of the credit 

card bill is the responsibility of the individual to whom the card is issued and payment in full is due monthly. 

It  is  the  State  agencyôs  responsibility  to  monitor  employeesô  credit  card  activity  on  a  monthly  basis. 

Information regarding the State sponsored credit card program can be found on the Purchasing Divisionôs 

website under the    ñC   redit Card Programsò link within the ñState Contractsò section. 

 

0226 Claims and Payments When Credit Cards Have Been Used 
 
When an employee who has used a State sponsored credit card for State travel expenses submits a claim 

for reimbursable expenses, all  agencies must process the claim timely to preclude the employee from 

incurring an interest charge on the credit card account. Claims must be filed by the traveler within five 

days after returning from travel status. The employeeôs agency should take no more than two working 

days to process the claim. 

 
Whenever an employee uses a State sponsored credit card for authorized cash advances and/or travel 

expenses and the receipt of his/her 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/her designee may issue to the employee, for payment to the issuer of that credit card, a cash advance 

in the amount of the total travel expenses charged on the State sponsored credit card. 

 
Payment of the credit card bill is the responsibility of the employee to whom the credit card has been 

issued and payment is due in full  monthly. If a State sponsored credit card bill is not paid timely,  NRS 

281.1745 authorizes the State to withhold from an employeeôs paycheck the amount required to pay any 

delinquent balance. 

 

0228   Disposition   of   State   Sponsored   Credit   Cards   upon 
Employeeôs Change of Employment Status 

 
When an employee who has been issued a credit card for off icial State travel expenses transfers to a 

different agency or leaves State service, the employeeôs agency Travel Card Administrator shall suspend 

the card within 5 days and cancel the card after the current statement cycle.  If the employee is moving 

to a new agency, rather than leaving State service altogether, it is at the discretion of the employeeôs new 

agency to determine if a travel card will  be required in their new position. 

http://purchasing.nv.gov/Contracts/Documents/CreditCardPrograms/
https://www.leg.state.nv.us/NRS/NRS-281.html#NRS281Sec1745
https://www.leg.state.nv.us/NRS/NRS-281.html#NRS281Sec1745
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0230 Travel &  Moving Expenses on Transfer or Hire of Employee 
 
NRS 281.167 defines the Stateôs minimum requirements for authorizing reimbursement of travel and 

moving expenses with regard to the transfer or hire of State employees. All  requests 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 the following, at a minimum: 

 
1.   A listing of the individual (s) being considered for reimbursement. 

2.   An explanation of the purpose of the reimbursement including: 

i.   For new hires: 

1.   An explanation detailing the position's critical need and why this need 

cannot otherwise be fil led. 

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 the convenience of the employee; or 

2.   An explanation of the critical need being met by the transfer, including an 

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 of 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  ensure  that  funds  are 

available within their existing budgets. 

 

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

 
1.  The transferring or hiring agency head must approve moving reimbursement, or in the case of a 

permanent employee who is transferring between State agencies, the head of the agency, board 

or commission accepting the employee. 

2.   The payment of moving expenses must be justified. For transfers, it must be less expensive for 

the agency to pay moving expenses than 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 must have achieved permanent 

status within the agency, thus being permanent to the agency rather than permanent in position 
classification. 

5.   Where citing ñconvenience of the Stateò as justification for the transfer or hire pursuant to SAM 

0238, the agency must show that the transfer is for the convenience of the State and not for the 

convenience of the individual. 

6.   The  move  must  be  for  more  than  fifty  (50)  miles  between  duty  station  or  home  address, 

whichever is less. 

http://leg.state.nv.us/NRS/NRS-281.html#NRS281Sec167
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7.  Subject to all  other conditions of eligibil ity, the State 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 reimbursement 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 moving household 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 specified in 0248 and 0250 for per diem and mileage for moving 

 

0234 Per 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 exceed six (6) days. The employee may 

elect to utilize a portion of the total day allocation to locate 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 established in-State 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 in-State rates per the GSA schedule. 

b.   For the spouse: Three-fourths (3/4) of the amount allowed the employee up to the actual. 

c.   For each additional member of the family: Age twelve or over, three fourths (3/4) of the 

employee allowance up to the actual; under age twelve, one-half  (1/2) of the employee 

allowance up to the actual. 

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

 

0236 Mileage Allowance for  Moving 
 
In addition to the allowances for moving household goods, an agency may pay one-way personal vehicle 

mileage from the old to the new place of residence for a maximum of two personal vehicles. The actual 

miles travelled are reimbursable at the rate established for use of a personal vehicle at the Stateôs 

convenience. 

 

0238 Interview Expenses 
 
NRS 281.169 allows an agency to pay for the travel and per diem expenses of the three most highl y 

rated applicants, for a permanent position with that agency, incurred while those applicants interview for 

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: 

http://leg.state.nv.us/NRS/NRS-281.html#NRS281Sec169
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1.   A list of the individual(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 Examinersô approval, claims are submitted for payment in the same manner as other 

travel claims and must include a copy of the approved request. Agencies must ensure that funds are 

available within their existing budgets. 

 
No reimbursement may be made to an applicant who has been offered the position and declined. 
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0300 Cooperative Agreements and Contracts 
 

0302 Cooperative Agreements/Interlocal Contracts 
 
Cooperative Agreements and Interlocal Contracts are contracts between public agencies to provide 

services or facilities to one another or to the public in accordance with the "Interlocal Cooperation Act." 

(NRS 277.080 to 277.180) 

 

0304 Definit ions of Public Agency 
 
Public Agency means: 

 
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 of this 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. 

 
State includes any of the United States and the District of 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 enforcement. (NRS 277.080 to 

277.170) 

 

0308 Contents of Agreements 
 

1.   Any agreement made pursuant to  NRS 277.110 that establishes a separate legal or administrative 

entity to conduct the joint or cooperative undertaking shall specif y: 

a.   The precise organization, composition and nature of such entity and the powers delegated 

thereto. 

b.   The duration of the agreement. 

c.   The purpose of the agreement. 

d.   The manner of financing such undertaking and of establishing and maintaining a budget. 

e.   The method or methods to be employed in accomplishing the partial or complete 

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 enumerated in paragraphs B to F, inclusive, of subsection 1. 

http://leg.state.nv.us/NRS/NRS-277.html#NRS277Sec080
http://leg.state.nv.us/NRS/NRS-277.html#NRS277Sec080
http://leg.state.nv.us/NRS/NRS-277.html#NRS277Sec080
http://leg.state.nv.us/NRS/NRS-277.html#NRS277Sec110
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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 manner of 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 off icial action 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 $2,000 to $49,999 require the approval of the Clerk of the Board of 

Examiners, or designee, on behalf of the Board of Examiners; and cooperative 

agreements totaling $50,000 or more require the approval of the Board of Examiners; and 

b.   Ratification by appropriate ordinance, 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 compatibility with 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 county in which a 

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 

off icer or agency of this State has control must be submitted to that State off icer 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 Attorney General. 

 
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 administrative joint 

board or other legal or administrative entity created pursuant to  NRS 277.080 to 277.170 in any one or 

more of the following ways: 

 
1.   By appropriating funds; 

2.   By selli ng, leasing, giving or otherwise supplying property; or 

3.   By providing such personnel or services as may be within its legal power to furnish. 

http://leg.state.nv.us/NRS/NRS-277.html#NRS277Sec080
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0314 Interlocal Contracts 
 
Any one or more public agencies may contract 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 277.180) 
 
Interlocal contracts are distinguished from cooperative agreements in that cooperative agreements are 

for the "joint exercise of powers, privileges and authority" by public agencies and interlocal contracts 

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 interlocal contract entered into pursuant to  NRS 277.080 

through 277.180. 

 

0316 Approval of Inter local Contracts 
 
If an agency of this State is a 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 off icial action of the governing body of each party to 

the contract 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 Board of Examiners, or designee, on behalf of the 

Board of Examiners; interlocal contracts totaling $50,000 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 Examinersô Requirements 
 
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 Off ice of the Attorney General is required on 

cooperative agreements and interlocal contracts pursuant to SAM sections 0310 and 0316. 
 

 

0320 Independent Contractors 
 

1.   The determination as to whether an individual performing services for the State should be treated 

as an independent 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 treatment by the U.S. Department of Labor for purposes of overtime calculation 

under the Fair Labor Standards Act; 

http://leg.state.nv.us/NRS/NRS-277.html#NRS277Sec180
http://leg.state.nv.us/NRS/NRS-277.html#NRS277Sec080
http://leg.state.nv.us/NRS/NRS-277.html#NRS277Sec080
http://leg.state.nv.us/NRS/NRS-277.html#NRS277Sec080
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c.   His/Her treatment by the insurance companies providing workersô compensation 

coverage relative to coverage for on-the-job injury; however, if the contractor quali fies as 

a sole proprietor as defined in  NRS Chapter 616A.310, and 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 liabili ty to the State of Nevada 

for his actions. 

2.   The following is the definition of an independent contractor . 

 
"An independent contractor is a natural person, firm or corporation who agrees to perform 

services 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." 

 
3.   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 factors indicate the creation of an employer-employee 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 payment 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 there is an agreement 

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 must come from 

the salary category. 

4.  Agencies unsure whether or not an employee-employer relationship exists in a potential contract 

should request the assigned Deputy Attorney General to review the contract for compliance with 

the provisions of NRS.  An independent 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 independent contractor or the State to the 

Public Employees' Retirement System; 

d.   Accumulation of vacation or sick leave; or 

e.   Coverage for unemployment compensation provided by the State. 

5.   Agencies contemplating the use of State employees as independent contractors must adhere to 

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 off icial duty hours and not to contractual obligations. (NAC 284.766) 

http://leg.state.nv.us/NRS/NRS-616A.html#NRS616ASec310
http://leg.state.nv.us/NAC/NAC-284.html#NAC284Sec766
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c.   A State employee shall not enter into a contract with the State in any capacity that may be 

construed as an extension of his/her assigned duties or responsibilities to the State (NAC 

284.754). 

d.   Contracts with public off icers or employees are prohibited in instances in which the 

off icer or employee "has a pecuniary interest." (NRS 281.221) 

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 

governmental agency if he is not part of the development of contract plans or 

specifi cations, and if he/she is not personally involved in opening, considering or 

accepting offers. (NRS 281) 

f. A public off icer 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 not personally involved in opening, 

considering or accepting offers. (NRS 281) 

g.   An employee may be disciplined for a violation of  NAC 284.738, "Conflicting 

Activities." An appointing authority has the power under the regulations to define which 

activities are in conflict with functions of an agency. (NAC 284.650) 

h.   State employees employed by one agency may lawfully work on contract for another 

State agency while on annual 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 Board can make 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 benefit different 

agencies, or will  be under the supervision of different individuals. 

6.   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 allowed for State 

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

same rates and procedures allowed State employees. 

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

NRS that review 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 provides off ice 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 of persons hired pursuant to NRS  to ensure that an 

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

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

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

any proceeding in any court, the contract must require the independent contractor to identify in 

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

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

furnish the State agency with a certifi cate of the insurer or other evidence certifying that the 

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

coverage. NRS Chapters  616A to 616D, inclusive. (616B, 616C) 

http://leg.state.nv.us/NAC/NAC-284.html#NAC284Sec754
http://leg.state.nv.us/NAC/NAC-284.html#NAC284Sec754
http://leg.state.nv.us/NRS/NRS-281.html#NRS281Sec221
http://leg.state.nv.us/NRS/NRS-281.html
http://leg.state.nv.us/NRS/NRS-281.html
http://leg.state.nv.us/NAC/NAC-284.html#NAC284Sec738
http://leg.state.nv.us/NAC/NAC-284.html#NAC284Sec650
http://leg.state.nv.us/NRS/NRS-284.html#NRS284Sec173
http://leg.state.nv.us/NRS/NRS-616A.html
http://leg.state.nv.us/NRS/NRS-616D.html
http://leg.state.nv.us/NRS/NRS-616B.html
http://leg.state.nv.us/NRS/NRS-616B.html
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0321 Warrant ies for  All Contracts 
 
It is the Board of Examiners recommendation that, in the negotiations of all  contracts, warranties as set 

forth in the model contract form approved by the Attorney General, remain as stipulated unless 

negotiated with the assistance of and approved by the agencyôs Deputy Attorney General. 

 

0322 Independent Contract Review 
 

1.   Contracts must be ratified by appropriate off icial action of the governing body of each party to the 

contract as a condition precedent to its entry into force. Contracts under $2,000 require the 

approval of the agency head or designee; contracts ranging in cost from $2,000 to under $50,000 

require the approval of the Clerk of the Board of Examiners (BOE), or designee, on behalf of the 

BOE; and contracts totaling $50,000 or more require the approval of the Board of Examiners. All 

revenue-generating contracts require approval limits consistent with the dollar thresholds as set 

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 employee of any agency 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  enter into any 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 

suff icient authority 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 position to function as a contract 

manager. This position would be responsible for facilit ating the agencyôs RFPs, conducting 

complex agency solicitations or, in the event of decentralized agency purchasing procedures, the 

review and approval of agency solicitations and the resulting contracts for compliance with NRS 

Chapter 333, NAC Chapter 333, and SAM Chapter 0300. Agency contract managers must 

become certifi ed through the State Purchasing Divisionôs Contract Certif ication Class. Contract 

managers will be responsible for completing a comprehensive training course that will  cover 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 Stateôs exposure to risk. Contract manager 

certifi cation classes are available in NEATS. 

3.   All contracts submitted to the Board of Examiners which are less than $50,000, and those 

contracts entered into by the State Gaming Control Board for the purposes of investigating 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 his designee. The clerkôs denial of a contract is appealable to 

the Board of Examiners. The appeal must be made in writing to the Clerk and include a full 

explanation and justification for the appeal. The appeal will be placed on subsequent Board of 

Examinerôs Agenda subject to the same deadlines established for all  other agenda items. Such 

contracts are not effective until  signed by the Clerk. 

http://leg.state.nv.us/NRS/NRS-333.html
http://leg.state.nv.us/NRS/NRS-333.html
http://leg.state.nv.us/NRS/NRS-333.html
http://leg.state.nv.us/NRS/NRS-333.html
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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 enumerated in SAM 0320 must be supplied under a contract executed 

by the agency receiving the services. Examples of such 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 

$5,000 and heavy equipment more than $15,000. 

f. Clipping services. 

g.   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 Monitoring (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 maintenance work. The following rules must be considered in 

the preparation of such contracts. 

a.   All such contracts are subject to the requirements of SAM . 

b.   All such contracts must conform to the bidding requirements in SAM  0338 and the minor 

remodeling, repair and maintenance requirements in SAM  0338. 

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

 

0323 ï Contracts with  State Employees, Former  State Employees 

and Secondary Employment 
 
This section relates to current or former employees 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 responsibil ities of current employees who hold outside employment. 

 
The contracting process for a department, division or agency of the State that intends to contract with a 

current or former State employee is a two-step process.  The proposed relationship between the State 

and a current or former employee must be documented using 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 any time less 

than 2 years preceding the commencement date of the proposed contract. 

 
Note: Employees of the Nevada S ystem of Higher Education (NSHE), Boards and Commissions are 

considered State employees. 

 
BOE Pre-Approval Required 

http://nevadabudget.org/index.php/publications/sam/39-0300#SAM_0338
http://nevadabudget.org/index.php/publications/sam/39-0300#SAM_0338_Remodeling
http://nevadabudget.org/index.php/publications/sam/39-0300#SAM_0338_Remodeling
http://nevadabudget.org/index.php/publications/sam/39-0300#SAM_0338_Remodeling
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Before any department, division or agency of the State may execute a contract for services with a current 

employee, a former employee, or a person employed by the Nevada Department of Transportation 

(NDOT) for transportation projects that are entirely funded by federal money and the term of the 

contract exceeds 4 years, the Board of Examiners (BOE) must give pre-approval 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 BOE pre-approval) This pre-approval 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 SAM 0324. The authorization form and contract may be considered at the 

same BOE meeting; however they will  be agendized as separate items. In the event the employment of 

the person is not approved by the BOE, the contract cannot be considered by the BOE and will be 

withdrawn from the agenda. 

 
A limit ed 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 department, division or agency of the State may seek blanket pre-approvals 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 employed. For 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 pre-approval for entering into each contract is required unless the State agency has 

a blanket pre-approval for the former employees. 

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

Former Employees 
 
If an agency will  be using 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 Examiners determines 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 short-term need or unusual economic circumstance exists. 

 
The Board of Examiners will apply these standards to all  proposed contracts for services involving 

current employees or former employees. 
 
 
 
 
Contracts Potentially  Requiri ng BOE Pre-Approval 

 
Contracts affecting current or former employees and requiring Board of Examiners pre-approval may 

take the form of: 
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1.   A direct contract between a department, division or agency of the State and a current employee 

or former employee. 
2.   A contract with a business or any other entity that employs a current or former employee who 

will  be performing or producing the contracted services 

3.   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 work for the State through creation of a corporation or other business entity. 

 
Exemptions 

 
The requirements for BOE pre-approval of contracts with current employees or former employees do not 

apply to the following contracts: 

 
1.   A contract with a current employee or 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. BOE shall  review the contract and the description of the emergency 

and notify the department, division or agency util izing this emergency exception whether the 

BOE would have approved the contract). 

2.   Contracts with Professional engineers employed by the Department of Transportation for a 

transportation project entirely funded by federal funds. 
3.   Contracts with Nevada System of Higher Education, or a board or commission of the State 
4.   Contracts with a person employed by an entity, which is a provider of services for Medicaid, and 

which provides services on a fee for service basis or through managed care. 

5.   Contracts for $1 mill ion or more entered into: 

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

b.   For financial services 

c.   Pursuant to the Public Employees' Benefits Program 
6.   Contracting Agency Requirements 

 
Complete Contract Authorization ï The agency must complete an Authorization form (available on the 

Purchasing Division's website) requesting authorization to contract with a current or former 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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Contract Approval Process - If the contract is going to be with a: 

 
¶ Current employee 

¶ Former employee 

¶ Person who is employed by the Department of Transportation for a transportation project, which 

is entirely federall y funded, and the term of the contract is over 4 years 

¶ 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 notes 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 during flex time, compensatory leave, annual leave, or non-state 

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 must provide a supervisor approved copy of their 
State time sheet with their invoice. 

b.   Contractor Oversight 
i. Current employee's supervisor's responsibilities - The employee's supervisor must 

compare the employee's NEATS time sheet to the times per the contract invoice 

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, or non-state paid time. 

ii.  Contracting agency's responsibil ities - 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 non-state paid time. 

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 in their 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. Approved forms should be filed in the 

employee's personnel fi le. 

http://budget.nv.gov/uploadedFiles/budgetnvgov/content/Documents/Flow_Chart_for_contracts.pdf
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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 procedures should be adhered to when submitting a contract for review: 

 
1.   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. 

2.   Each contract must include a clause that specifically states that the State is not obligated under 

the agreement before approval by the Board of Examiners. 

3.   The contract should consist of the Attorney Generalôs approved contract form for independent 

contractors, the Stateôs solicitation and the successful vendorôs proposal. Any negotiated items or 

clarifi cations 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 within a contract, 

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

4.   Three copies of the contract must be submitted; each copy must include signatures of the 

Attorney General or representative, the responsible agency representative and the contractor. The 

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

copies of the signature page.  Contract 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 independent contractor. Access to all  submitted proposals shall  be made available by the 

soliciting agency and wil l be retained for the life of the contract or six (6) years, or for a period 

of time as determined by the soliciting agencyôs records retention schedule, whichever is longer. 

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

employees who would perform work similar to their State employment. 

6.   Bidding requirements for contracts are outlined in  NRS Chapter 333, NAC Chapter 333, and 

SAM  0338. 
7.   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 funds. Contracts with a retroactive effective date, e.g., work commenced prior to the Board 

of Examinersô approval date, must be accompanied by a memorandum clearly justif ying the 

circumstances. 

8.   All contracts involving information systems must be reviewed and approved by the Department 

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

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

approval must provide satisfactory proof from the Secretary of Stateôs Off ice (SoS) that the 

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

corporation, LLC, LP, LLP, or LLLP, or non-profit corporation, that their corporation is active 

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

copy of the certificate of good standing or of an unexpired business license or a print-out from 

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

LLC, LP, LLP, or LLLP, or non-profit 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 non- 

profit organizations organized pursuant to NRS Chapters 82 Non Profit Corporations and 

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

requirement must file a notice of exemption which will  be on record with the SoSôs Office. 

http://leg.state.nv.us/NRS/NRS-333.html
http://leg.state.nv.us/NRS/NRS-333.html
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0325 State Agencies, Boards, and Commissions with I ndependent 
Contracts for Outside Legal or Professional Serv ices 

 
Professional services shall  include consultation or representative services within the professionalôs area 

of educational expertise performed by licensed practitioners as defined in  NRS Chapter 439A, attorneys, 

accountants, engineers, architects, or experts (by education or experience) for judicial or administrative 

proceedings. It is the policy of the State 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 entered into between the State, 

its agencies, boards and commissions, must include the following contract terms. Further, no such 

contract may extend beyond a two-year term without review and approval of the Board of Examiners. 

 
1.   Notification of Attorney General 's Off ice - Contractor shall  notify and consult with the Attorney 

General's Off ice promptly regarding all  significant developments in regard to any potential legal 

matters or legal services provided under this contract. Should litigation involving potential 

liabili ty for the State commence or significantl y change during the term of this contract, the 

Attorney General 's Off ice shall be immediately informed in writing. Contractor shall  promptly 

advise the Risk Management Division of the Department of Administration regarding changes in 

the status of liti gation that may have a fiscal impact on the State. 

2.   Copies of Work Products Provided to Attorney General 's Off ice - Contractor shall  promptly 

provide the Attorney General's Off ice, 100 N. Carson Street, Carson City, NV 89701-4717, 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 Attorney General 's Off ice written, quarterly 

reports summarizing signifi cant developments in regard to the subject matter of the contract and 

significant services performed under the contract. 

3.   Work Product the Property of the State - All  work products of the Contractor 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 al l documents, objects 

or other tangible items related to the work to the 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 Off ice and all attorneys will  consult with the Attorney General's Off ice 

regarding potential conflicts of interest, at all  times acting in accordance with the Nevada Rules 

of Professional Conduct,  Supreme Court Rules 157 - 159 

5.   Copies of professional liability insurance will  be attached to the contract with proof of policy of 

professional liability insurance for errors and omissions that is issued by an admitted insurance 

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 Division of Risk Management, Department of 

Administration, 201 S. Roop Street, Suite #201, Carson City, NV 89701. 

6.   Billi ng - In the absence of an agreed upon flat rate or per diem, contractor shall  submit monthly 

billings for work performed, billing only for actual time spent performing a task, and not for unit 

charge (e.g., no automatic billing of one-third 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 

http://leg.state.nv.us/NRS/NRS-439A.html
http://www.leg.state.nv.us/courtrules/RPC.html
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whom it was performed. Billi ngs 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 

contractor's 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 reimbursable unless the 

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 Statements - If the contract provides for specific  reimbursement for 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: 

a.   Secretarial or word processing services (normal, temporary, or overtime); 

b.   Photocopy expenses of more than 15 cents per page; 

c.   Photocopy costs in excess of $2,000 for a single job; 

d.   Any other staff charges, such as meals, filing, proofreading, regardless of when incurred; 

e.   Computer time (other than computer legal research specifi call  y authorized in advance). 

The State will  not reimburse expenses for the following: 

a.   Local telephone expenses or off ice supply costs; 

b.   The costs of first-class travel (travel arrangements should be made in advance to take 

advantage of cost-effective 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 prevailing party shall 

recover, as the court deems appropriate, reasonable attorneys' fees and all  costs and 

disbursements incurred in such action. 

 

0326 Independent Contracts Not Requir ing Board of Examinersô 
Review 

 
The following types of contracts need not be filed with or approved by the Board of Examiners: 

 
1.   Contracts executed by the Department of Transportation for any construction or reconstruction of 

highways. 
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2.   Contracts executed by the State Public Works Division or any other department or agency for  

 

any construction or major repairs, which includes without limitation anticipatory repairs such as 
remodeling or maintenance, of State buildings, or State improvements (i.e., dams, boat ramps, 

camp grounds), including its leaseholds, if the contracting process was controlled by the rules of 

open competitive bidding. (SAM  0338 and 1908) 

3.   Contracts executed 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 equipment. (Does not include computer hardware, computer hardware 

maintenance and computer software, or items listed in SAM  section 0330 

5.   Contracts entered into by the Nevada System of Higher Education. 

6.   Contracts for similar services provided by the same contractor within the same fiscal year which 

if combined would not exceed $1,999. 

7.   Repair, replacement and installation of parts on automobiles and light trucks, including aircraft, 

heating and air conditioning refer to SAM 1552 

8.   Computer software maintenance that consists of the following: li cense agreements, right to 

download updates remotely and/or off site technical support. 

 

0328 Lease Contracts 
 
State Off ices - The Administrator of the State Public Works Division has the authority to lease and 

equip off ice space outside of State buildings whenever suff icient off ice space cannot be provided within 

State buildings. No such office space lease may extend beyond the term of one (1) year unless it is 

reviewed and approved by the Board of Examiners regardless of the total cost. (NRS 331.110). The 

exception is leased space used strictly for storage.  In this instance, agencies may directly negotiate their own 

leases and they are subject to the same approval thresholds as operating leases.  The Attorney General shall 

approve each lease entered into pursuant to this section as to form and compliance with law. 

 
Land - The Division of State Lands 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 

Higher Education. 
3.   Off ice buildings leased by the Administrator of the State Public Works Division; or 
4.   Lands used or acquired for the Legislature or its staff. 

 
Equipment - The Purchasing Administrator has sole authority to contract for equipment unless otherwise 

specifi cally provided by law (NRS 333.150). Agencies requiring equipment lease contracts should 

contact the Purchasing Division (SAM  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 lease-purchase agreements.  These agreements 

contemplate the State taking ownership of the property at the end of the agreement term.  Lease- 

purchase agreements are also referred to as capital leases.   NRS 353.580 exempts these types of 

agreements from Board of Examiners approval. 

http://leg.state.nv.us/NRS/NRS-331.html#NRS331Sec110
http://leg.state.nv.us/NRS/NRS-333.html#NRS333Sec150
http://www.leg.state.nv.us/nRs/NRS-353.html#NRS353Sec580
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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 be ratified by appropriate off icial action of the governing body of each party to the 

contract as a condition precedent to its entry into force. Operating leases ranging in cost from zero to 

$1,999 require approval of the agency head; operating leases ranging in cost 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 contains an option 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 thresholds contained 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 work and must be submitted to 

and approved by the Board of Examiners unless exempted in SAM  0326. 

 
Contractors, as defined by  NRS 624, must be licensed before they can submit a bid or proposal on any 

minor remodeling, repair and maintenance work, pursuant to  NRS 624.700 unless specifi call y exempt 

under NRS 624.031. 
 
All buildings requiring minor non-structural remodeling, repair and maintenance work requiring the use 

of outside labor and having an estimated cost of less than $5,000 that will NOT be executed by the 

Public Works Division may be negotiated by the agency controlling the bui lding. (SAM 1908) Where 

the building is under control of the Buildings and Grounds Section of the State Public Works Division, 

see SAM  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 requirements and 

specifi cations 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 least two reputable 

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 affect the safety of the building 

and does not change, in any manner, its structural elements. If an agency has questions, it should contact 

the Public Works Division. 

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

 
1.   Asphalt repair 

http://leg.state.nv.us/NRS/NRS-624.html
http://leg.state.nv.us/NRS/NRS-624.html#NRS624Sec700
http://leg.state.nv.us/NRS/NRS-624.html#NRS624Sec031
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2.   Electrical repairs 

3.   Floor refinishing/repair 
4.   Landscape services 

5.   Painting of buildings/rooms 

6.   Plumbing repairs 

7.   Repair of heat plant boilers over $15,000.00 

8.   Repair of refrigerators/freezers 

9.   Repair/replacement of air conditioners over $15,000.00 

10. Repair/replacement of bathroom tiles 

11. Replacement of broken windows 

12. Exterminator services 

13. Maintenance and/or repair of elevators 

 
Solicitation Requirements: Refer to SAM 0338. 

 

0332 Recording Construction Contracts 
 
State construction contracts must be in writing, signed 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 that 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 organization that collects cans. 

 

0334 Volunteers in State Service 
 
Volunteers in State service should be treated like contract employees and a contract should be processed. 

If the volunteer is treated like an independent contractor, then see SAM 0320. If there is a question 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 ramifications of using 

volunteers in programs directed by public agencies: 
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1.   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 specifi cally defined by law to be "employees" and must be covered.  (NRS 

616A.160 Volunteer Peace Off icers) 

2.   Volunteers MAY be covered by Workmen's Compensation under  NRS 616A.130 

a. "The process of discretionary coverage under NRS 616.067 is a two-step process by 
design. Initiall y, an insurer must make a determination that such volunteers are to be 

ódeemedô employees, and secondly, the employing organization must elect coverage and 

comply with the provisions of Chapter 616 of NRS." (AGO 80-15) Applications for 

volunteer coverage can be obtained by calling Risk Management. 

3.   When a volunteer is covered under workers' compensation the State "is relieved from other 

liabili ty for recovery of damages or other compensation for those personal injury, unless 

otherwise provided by the terms of Chapters 616A to 616D, inclusive, of Nevada Revised 

Statutes otherwise provided." (NRS 616B.612) 

4.   The State may be 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  be liable 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 public duty assumed 
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, additional money or time 

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 contracts waived under SAM 0326, all amendments to contracts require Board review 

and approval. Such review may determine that it is in 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 of the contract 

with no additional money and amendments that increase the contract by less than $50,000. Amendments 

increasing the total amount of the contract above $50,000 will need to be submitted to the Board of 

Examiners. The Clerk may also approve contract amendments 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 maximum amount, change 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 and all  attachments (e.g. the 

Stateôs solicitation, contractorôs response, etc.) attached as Exhibit A. All remaining copies of the 

http://leg.state.nv.us/NRS/NRS-616A.html#NRS616ASec160
http://leg.state.nv.us/NRS/NRS-616A.html#NRS616ASec160
http://leg.state.nv.us/NRS/NRS-616A.html#NRS616ASec130
http://leg.state.nv.us/NRS/NRS-616A.html
http://ag.state.nv.us/publications/ago/archive/1980_AGO.pdf#page%3D64
http://leg.state.nv.us/NRS/NRS-616B.html#NRS616BSec612
http://nevadabudget.org/index.php/publications/sam/39-0300#SAM_0326
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amendment should be submitted with a copy of the original contract and any prior amendments attached 

as Exhibit A. 

 
Three copies of the amendment must be submitted for Board of Examinersô approval. Each copy must 

include signatures of the Attorney General or representative, the responsible agency representative and 

the contractor. The signature requirement may be met in counterparts and with facsimile and/or 

electronically scanned copies of the signature page.  Contract 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 independent contractor. 

 
A Contract Summary Form must accompany each copy of the contract amendments submitted for 

review and approval. 

 

0338 Solicitation Requirements 
 

Proposals and Bids 
 
Particular attention should be given to proposals and bids. Except as provided in subsection (3), an 

agency shall, whenever possible, solicit and review at least three bids or proposals for each contract. 

 
Because the State Purchasing Act,  NRS Chapter 333 is applicable to all  procurements within the scope a 

published Request for Proposal (RFP) (or authorized alternative publication) shall be the required form 

of agency-direct solicitation for contracts of $25,000 per fiscal year or more primarily 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 agency must work with the Attorney Generalôs Off ice, the 

Risk Management Division and should consult with the Purchasing Division, or if structural the Public 

Works Division, in constructing a solicitation document for services. An agency using the RFP process 

must request a query of the Purchasing Divisionôs database when developing a maili ng list for the 

solicitation. An agency may request posting of the solicitation document on the Purchasing Divisionôs 

website at http://purchasing.state.nv.us. 
 
Pursuant to 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 would be in the best interest of the State. 

 
Prior to releasing any sol icitation, 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 process is 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 State Purchasing Divisionôs website at  http://purchasing.state.nv.us. Prior to an RFP 

being released, the evaluation criteria must be determined and listed in the RFP document in order of 

importance; weight factors for the evaluation criteria must be established and maintained confidential 

until a contract has been awarded; and the evaluation committee should be identified and appointed by 

http://leg.state.nv.us/NRS/NRS-333.html
http://purchasing.state.nv.us/
http://purchasing.state.nv.us/


32 

 

 

the agency head. Additionally, it is at this time that agencies should have the draft RFP 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 limits are to be entered 

into the Contract for Service of an Independent Contractor, which is then appended to the RFP 

document for the vendorôs 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 (proposal opening) 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 target for 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 anonymousl y 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 the RFP 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 

evaluation committee 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. The next step in the group meeting is to 

present and score the cost proposals. This may be done at the same meeting; however, when dealing 

with diff icult or complex scopes of work it may require an additional meeting. The outcome of these 

meetings is the determination of the overall ranking after factoring in the technical proposal and cost 

proposal scores. The highest-ranking vendor is then issued a letter of intent to contract, at which time the 

negotiation process may begin. 

 
Following successful negotiations, a contract is drafted which incorporates the Stateôs solicitation (RFP), 

the contractorôs response and any written negotiated or clarified items. Agency policy determines the 

order that signatures on the contract are obtained. A contract that has been signed by the agencyôs 

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 Examinersô agenda. When the contract with all required 

attachments is submitted to the Budget Division, the agency must issue a Notification of Award (NOA). 

Pursuant to NAC 333.170, the Notification of Award is comprised 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 ten-calendar day appeal period, as defined in  NRS 333.370, begins 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 information. 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 Notifi cation of Award letters may be obtained from the State Purchasing 

Divisionôs website at http://purchasing.state.nv.us. 

http://leg.state.nv.us/NAC/NAC-333.html#NAC333Sec170
http://leg.state.nv.us/NRS/NRS-333.html#NRS333Sec370
http://purchasing.state.nv.us/
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The contract summary form requires an explanation of why the contractor was selected. (SAM  0344) 

Each proposal 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 investigation 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 less than $25,000 per fiscal year. Agencies may obtain a template for an 

informal solicitation from the Stateôs Purchasing Division website at  http://purchasing.state.nv.us. Prior 

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 draft solicitation 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 Contract for 

Services of an Independent Contractor Contract, which is then appended to the solicitation document for 

the vendorôs information. 

 
When establishing the timeline for the solicitation, it is recommended that the contract monitor 

determine a reasonable amount of 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 

Divisionôs database to assist in the development of a mailing list. 

 
Agencies should allow for a question and answer period within the solicitation timeline. The agency 

must receive all  questions in writing, placing them anonymousl y into a response letter, with the 

subsequent State answers 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 the 

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 contract monitor collecting the score sheets and 

tabulating the totals. The highest-ranking vendor is contracted, at which time the negotiation process 

may begin. 

 
Following successful negotiations, a contract is drafted which incorporates the Stateôs solicitation, the 

contractorôs response and any written negotiated or clarified items. Agency policy determines the order 

that signatures on the contract are obtained. A contract that has been signed by the agencyôs 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 Examinersô agenda. Upon delivery of the signed contract to the 

Budget Division, all  information pertaining to the solicitation becomes public information. Agencies 

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

http://purchasing.state.nv.us/
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timely access to any requested information. A template for the Notification of Intent to contract may be 

obtained from the State of Nevada Purchasing Division. 

 

Solicita tion of Contracts 
 
It is the Board of Examinersô general policy that contracts be solicited at least every four years. A 

contract 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 absence of any longer or shorter authorized period under State or 

federal law. 

 
ü  A ñsole sourceò shall mean any contractor who, at the time of entering the current contract, was 

reasonably believed to be the only known quali fied source. 

ü  A ñquali fied sourceò shall be one meeting or exceeding the minimum statutory, regulatory, and 

published or solicited minimum contractor quali fications. 
ü  For each respective contract an ñonly quali fied available sourceò shall be deemed to mean: 

 
a.   The only quali fied respondent to a State initiated quote solicitation, proposal solicitation 

or notice of intent to bid: 

b.   The only quali fied respondent to a published RFP; 

c.   The only quali fied source otherwise demonstrable in fact. 

 

Exempted Independent Contr actor s 
 
Solicitations are not required for services performed by independent contractors exempted by law. 

Proposals may be evaluated based on lowest responsible vendor or by an evaluation committee. (NRS 

625.530) or as determined by the Purchasing Administrator pursuant to regulation. (NAC 333.150 

(2)(a)(b) 

 

Remodeling, Repair,  and Maintenance 
 
Minor non-structural remodeling, repair and maintenance contracts, projects exempt pursuant to  NRS 

341.141 through 341.148 or State non-building projects. 
 

All  minor non-structural remodeling, repair and maintenance work requiring the use of outside labor and 

having an estimated cost of less than $5,000 may be negotiated by the agency either on a single 
quotation 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 from at least three firms. All project requirements and specifi cations 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 basis if it  submits statements by at least two reputable firms 

licensed to perform the work that the job cannot be bid. 

http://purchasing.state.nv.us/
http://leg.state.nv.us/NRS/NRS-625.html#NRS625Sec530
http://leg.state.nv.us/NRS/NRS-625.html#NRS625Sec530
http://leg.state.nv.us/NAC/NAC-333.html#NAC333Sec150
http://leg.state.nv.us/NAC/NAC-333.html#NAC333Sec150
http://leg.state.nv.us/NAC/NAC-333.html#NAC333Sec150
http://leg.state.nv.us/NRS/NRS-341.html#NRS341Sec141
http://leg.state.nv.us/NRS/NRS-341.html#NRS341Sec141
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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 newspaper. 
 
Projects that cost $35,000 or more must be protected by a performance and payment bond as required by 

NRS 339.025. If a general 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 an amount to be fixed by the Public Works 

Division as required by NRS 339.025. 
 

The Public Works Division can assist agencies in drafting 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 or self-insurance. To 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 the Attorney Generalôs Office and included in the bid documents or requests for proposals. 

 

Compliance of RFPs and Solicitations 
 
It is the Board of Examinersô policy that all RFPs or other solicitation documents for services comply 

with the model forms as approved by the Attorney Generalôs off ice and available on the State 

Purchasing Divisionôs website. Any appeal of a contract award must be filed in strict compliance with 

NRS 333.370 and NAC 333.170. In the case of an appeal of an agency-direct procurement, the 

Purchasing Administrator 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 
 
Unless specifi cally exempt from Board of Examinersô review and approval, contracts entered into under 

the provisions of NRS  do not become effective 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 obligated to the 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 conform to the form, terms and conditions set forth in the most current version of 

the Attorney Generalôs contract for services of an independent contractor. This form can be found on the 

State Purchasing Divisionôs website at  http://purchasing.state.nv.us. 
 

Agencies are encouraged to work closely with their Deputy Attorney General when drafting contracts 

and to use the most current version of the Office of the Attorney Generalôs interlocal contract and 

cooperative agreements found on the Purchasing Divisionôs website at  http://purchasing.state.nv.us. 

http://leg.state.nv.us/NRS/NRS-339.html#NRS339Sec025
http://leg.state.nv.us/NRS/NRS-339.html#NRS339Sec025
http://leg.state.nv.us/NRS/NRS-333.html#NRS333Sec370
http://leg.state.nv.us/NAC/NAC-333.html#NAC333Sec170
http://purchasing.state.nv.us/
http://purchasing.state.nv.us/
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In the event an agency is proposing to use a contract form 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 Deputy Attorney 

General. 

 

0343 Contract Logs and Database 
 
Agencies shall  maintain contract log sheets and enter data into the State Purchasing Divisionôs Contract 

Database Management System for all  agency contracts (BOE, Non-BOE, interagency and interlocal) of 

$2,000 and 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 be recorded on 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 Purchasing Divisionôs contract database by certifi ed contract monitors (see SAM  0322, 

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 must agree 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 S ystem (CETS). Instructions for entering contracts into CETS 

can be found on the Budget Division's website at: 

 
http://budget.nv.gov/Manuals-Instructions/ 

http://budget.nv.gov/Manuals-Instructions/


37 

 

 

0400 Records 
 

0402 Agency Responsibil ity  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 agency. 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 of each State agency shall take the following actions to establish and maintain the agencyôs 

records management program: 

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

guidelines and instructions. 

2.   Control the creation, maintenance, 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 schedule as mandated by NRS 239.080 and 

NAC 239.710 to 239.720; 

c.   Does not create information system forms and reports that collect information 

ineff iciently 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 gathering that 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 is not 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 the security and 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 equipment to 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 with  NRS 239.080, 239.090, 378.250, and NAC 239.760, and 

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 electronic records, the head of each State agency must: 

http://leg.state.nv.us/NRS/NRS-239.html#NRS239Sec080
http://leg.state.nv.us/NAC/NAC-239.html
http://leg.state.nv.us/NRS/NRS-239.html#NRS239Sec080
http://leg.state.nv.us/NRS/NRS-239.html#NRS239Sec090
http://leg.state.nv.us/NRS/NRS-378.html#NRS378Sec250
http://leg.state.nv.us/NAC/NAC-239.html#NAC239Sec760
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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 software, and the establishment of security and training 

programs consistent with  NRS 242; 

b.   Work with the State Records Management program of the Nevada State Library and 

Archives (NSLA) to ensure the proper use, maintenance, retention, preservation and 

disposal of that record, and to implement the procedures outlined in NRS Chapters  239 

and 378, and NAC Chapter 239; 

c.   Establish a records retention and disposition schedule for the record series to be created, 

in accordance with  NRS 239.080, NRS 378.255(3)(7), and  NAC 239.710 to 239.720; and 

d.   Create a migration 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 written safeguards 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 custody of the agency are not to be compromised or destroyed 

except in accordance with  NRS 239.080 and NAC 239.715 to 239.722; and 

b.   That penalties are provided in law for the unlawful removal, misuse, damage, alteration, 

destruction or loss of records as provided by NRS 205.4765 to 205.481, NRS 239.010 to 

239.012, NRS 239.080 to 239.085, NRS 239.300 to 239.330, NRS 378.255(9)(a), NRS 
281.180 to 281.190, and NRS 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 Administrator for Archives and Records, 

he/she shall  initiate action as provided by NRS 378.255(9) to recover records that he/she knows 

or has reason to believe were unlawfull y 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 held accountable 

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 Administrator for Archives and Records, 

as provided by NRS 378.255(6)(7), shall  provide advice and all  help possible in saving or 

restoring damaged records. 

7.   As part of the Emergency Management Plan required by the Division of Emergency 

Management of the Department of Public Safety, and as allowed by NRS 378.255(6) in 

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 agency. The disaster recovery plan must 

include measures staff 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.   A list of staff assigned responsibilities and duties to be carried out in case of an 

emergency; 

http://leg.state.nv.us/NRS/NRS-242.html
http://leg.state.nv.us/NRS/NRS-239.html
http://leg.state.nv.us/NRS/NRS-239.html
http://leg.state.nv.us/NRS/NRS-378.html
http://leg.state.nv.us/NAC/NAC-239.html
http://leg.state.nv.us/NRS/NRS-239.html#NRS239Sec080
http://leg.state.nv.us/NRS/NRS-378.html#NRS378Sec255
http://leg.state.nv.us/NAC/NAC-239.html#NAC239Sec711
http://leg.state.nv.us/NRS/NRS-239.html#NRS239Sec080
http://leg.state.nv.us/NAC/NAC-239.html#NAC239Sec721
http://leg.state.nv.us/NRS/NRS-205.html#NRS205Sec4765
http://leg.state.nv.us/NRS/NRS-239.html#NRS239Sec010
http://leg.state.nv.us/NRS/NRS-239.html#NRS239Sec010
http://leg.state.nv.us/NRS/NRS-239.html#NRS239Sec080
http://leg.state.nv.us/NRS/NRS-239.html#NRS239Sec300
http://leg.state.nv.us/NRS/NRS-239.html#NRS239Sec300
http://leg.state.nv.us/NRS/NRS-281.html#NRS281Sec180
http://leg.state.nv.us/NRS/NRS-281.html#NRS281Sec180
http://leg.state.nv.us/NRS/NRS-603.html#NRS603Sec080
http://leg.state.nv.us/NRS/NRS-378.html#NRS378Sec255
http://leg.state.nv.us/NRS/NRS-378.html#NRS378Sec255
http://leg.state.nv.us/NRS/NRS-378.html#NRS378Sec255
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c.   A list 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. 

8.   ñOff icially Filedò means that records have been placed in the legal custody, care and keeping of 

a State agency. 

9.   Records that have been off iciall y filed with a State agency are subject to the provisions found in 

NRS Chapter 239 and NAC Chapter 239and must be inventoried, appraised and included on a 

records retention schedule. 

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

b.   If an approved records retention schedule provides for the destruction of such records, 

they may be destroyed subject to  NAC 239.722. 

10. If any agency in the regular course of business, has kept, received or made any off icial State 

record, and in the regular course of business has caused the same to be recorded, copied, 

reproduced on any photographic, Photostat, microfilm, micro card, miniature photographic, 

computer or other electronic recording, optical media, audio or audio-visual media, or any 

durable medium for so reproducing the original, the original may be destroyed in the regular 

course of business unless prohibited 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 Records under  Custody of the Secretary of State 
 
The Secretary of State has legal custody of the following records: 

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

and distributed. 

2.   Off icial records of election returns, reports and results after final compilation. 

3.   Corporation records, trademarks, limited partnerships, etc. 

4.   All deeds and conveyances belonging to the State. 

5.   The off icial bond of the State Treasurer as approved by the Board of Examiners. (SAM  0120) 

6.   All written contracts to which the State is a party, unless required to be deposited elsewhere. See 

SAM  0332 

7.   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. 

8.   Files and records of l icensed ministers. 
9.   Rules and regulations of executive agencies filed pursuant to provisions of the Nevada 

Administrative Procedures Act. 

10. Securities agents and dealers licensing and registration records. 

11. A record of all  Notary Public appointments. 

12. Statements of financial disclosure for Statewide and multi-county candidates and public off icers. 

(NRS 281.561) 

13. UCC financing statements and related documents, federal tax liens and utility fili ngs. 

http://leg.state.nv.us/NRS/NRS-239.html
http://leg.state.nv.us/NAC/NAC-239.html
http://leg.state.nv.us/NRS/NRS-378.html
http://leg.state.nv.us/NAC/NAC-239.html#NAC239Sec722
http://leg.state.nv.us/NRS/NRS-281.html#NRS281Sec561



