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0000l ntroduction

The State Administrative Manual (SAM) is a compilation of policy statementsconcerning the interna
operations of State government. Policies are based on authorizing statuteor other approved regulations,
although policies may be establisted in the abserte of specific statues where particular guidance and
instructions are necessary for agencies to condwct busness. This manwl is publishedfor useas a guide
in condcting the State Hbugness, and individual departments or divisions within the Exeautive Branch
of state government may not establish policies that contradict or supersede the State Administrative
Manual, except where expresdy outlined in this documen. Departments, divisions, agencies, or other
organizations of state government that require more detailed information should reference the
applicable statues that are cited following many of the policy statements, reference specific statites
pertaining to the department, agency or office or contad the Budget Division of the Governords
Finance Office.

This edition of SAM replaces all previouseditions.
Questions orcommentsregarding SAM shouldbe direded to:
Govemord Binance Office

Budget Division

209 E. Mussesitreet, Room 200

Carson Cty, NV 897014298

(775)684-0222

JamesR. Wélls, Director, Govemord Binance Office

0002 Purpose

The State Administrative Manual (SAM) presents to all State agencies a single reference souce for
policies, procedures, regulationsand informationissued by the Legislature, the Board of Examiners, the
Govemord Binance Office theDepartment of Administration and othercontributingagencies.

0004 Jurisdiction

SAM is an official publication of the Gowvernord sFinance O ffice and is issuedunder authority of
the Gowvernor and the Board of Examiners (NRS 353.04). The Gowernor instructs all State
exeautive agencies to comgy with the provisions of this manw to promote emnamy and
efficiency in the govemment of the Sdte of Nevada.

0006 Exceptions

Deviationsfrom 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 Examiner saproval.

Congitutional agencies with broad powers (e.g., the Nevada System of Higher Education) are expeded
to follow theseregulations when notin conflict with the Congitution, NevadaRevised Statutesor 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/

0100Board of Examiners Policies

0102Placement of Items onthe Agenda

Any Board of Examiners (BOE) memler is entitled to place items on the agenda; and any Conditutional
Officer of the State of Nevada may request items to be placeal on the agenda upon the Clerk of the
Boardd setemhination that the item is legal and within the jurisdction ofthe Board of Examiners.

0104 Agerty Attendanceand Notification

BOE agenda adion items (items preceded by an astaisk on the agenda) require attendance by
appropriate agency staff to present their items (NRS 353.035. Agencies must aso be prepared to
present information regarding leases, contrads, and Master Service Agreements,which may be pulled
on a caseby case basis. Any Board menber, who wishes to pull an agendaitem for discussion, particularly
items generally taken on a consent basis such as leases, contracts, and Master Service Agreaments, shall
notify the Clerk of the Board prior to the BOE meeting of the iterms he/she wishes to be pulled for discussion.
The Clerk of the BOE or his or her designee shall notify the appropiate agercy of any agendaitem(s) that
has been identified by a member of the Board as an item for discusson. Any agency with an item pulled for
discusson should have the appropiate staff member(s) present at the BOE meseting to respond to Board
Membersd uegions.

The agency is not required to attend the BOE meding if an agencyG only agenda items are leases,
contrads, Master Service Agreements,or information items and they are not contected by the Clerk of
theBoard or his’her designee regarding additional item(s) identified for discussion.

0106 Distribution of Meeting M aterials

The Clerk of the Board must disseminate meding materials to eadcy member of the Board no lessthan5
working days before the meeting unless nafied by the Clerk or his designee.

0108 SoleSource Contracts

If a solesource contract is placed on the agenda, the contrad materials providedto the Board membeas
must include the sole source or non-compettive procurement approval request. Agencies must attach
this in CETS in the tab marked AAddI. Infod and the document shouldbe attached in the ASupporting
Info (Prints onBOE A genda)o area.

0110 Retroactive Contracts

If an agency has sulmitted a retroactive contrad for inclusionon the adion item agenda, the agency
must attach a memaandum explaining why the contrad should be approved retroadively. The
memaandummust be oragency letterhead and must beattached in CETSin the tab marked

fAddI. Infod and thememo should beittached in thefiSuppating Info (Prints onBOE Agenda)o area


http://leg.state.nv.us/NRS/NRS-353.html

200 Travel

NRS 281.160outli nes the States statutes regarding travel and subsistence for State officers, board
and commission members, contractors, and employees, hereinafter referred to collectively as
fliemployees 0O .

0204 Board ofExaminers Travel Paolicy

In acordance with NRS 281.16@7) the Board of Examiners shadl establish the rate of reimburssment
employees are entitled to recave while transading public busiress. This rate must be the same as the
compaable rate establishedfor employees of the Federal Government. However, cettain State policies
may differ and supersede the establishedfederal guidelinesor policy. It is the Board of Examiner s 6
policy that travel should be by the least expensve methodavail able when such factors as total travel
time, salary of employee, availability of agency cars or Fled Serwices Division cas, and costs of
transporttion are consicered.

NRS 281.160(6) alows an agency to adopt a rate of reimbursement lessthan the amourts specified in
NRS 281.160(1) where unuwsua circumstances make that rate desirable. An agency adoping such rates,
must submt their proposed policy to the Board of Examiners for approva. The les®r rates may not be
adopted untilsuchapproval.

A personemployed by an agency that has adopted a lessr reimbursement rate shall be reimbursed in
accordance with the agencyGs policies.

Employees are eligible for per diem, lodging and/or vehicle rental reimbursementsonly if they are 50
miles or more from their official work station,unlessthe Board of Examiners has approved a policy for
agiven department that pemits travel reimbursements within 50miles ofthe assigned duy station.

Advanced planningfor travel will allow for the purchaseof airline tickets at discountedrates.

0206 Agency Poalicies Re@rding Travel

Becauseof the vaiiety of situationsfaced by State agencies, it is important for State agencies to adopt
agency-spedfic policies. The Board of Examiners instructs al agencies to carfully review travel
requirementsand to adopt detailed policies consistentwith the Board of Examiner stréave policy and
within the legislatively approved travel budget authority. These policies should address, but may not be
limited to, theéollowing situations:

Thehous andconditions duing which an employee will bealowed to claim meds;

Owemight lodging, vehicles and per diem alowances within fifty (50) miles principal duty
station, ifapproved by the Board of Examiners;

Cambining Statebusness and prsordl travel;

Outof-Statetravel requests;

Empbyees raveling as memlers of non-stateagencies;

Useof privateaircraft;

N =
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7. The conditions under which an employee will be alowed to claim mileage while using the
employeed persord vehicle; and

8. If approved by the Board of Examiners, the conditions under which an employee will be allowed
to claim rembursement for lodging, meds and incidenils while camping inside or outside of
establisheccampgrounds while on dficial Statebusiness.

0208Agency Accounting for Travel Expenses

All travel expensesof State employees will be charged to the budget account specifically appropriated
or authorized to provide for the employees' salary and/ortravel expenses.The diredor of the department
paying for thetravel mustapprove exceptions tothis rulein adwance of thetravel.

0210Travel Satus

Employees in travel staus shall recaeve reimbursement that mathes the rates establishedby the U.S.
General Services Administration (GSA) for the employe & @rimary destination. Maximum per diem
reimburementratesfor lodging, meds, and incidental expensesare esteblishedby city/courty and vary
by season. State employees are directed to the GSAG website http://gsa.gov and the link fiPer Diem
Rat e ander the fiTravel a@rop-down menuto locae the most current rates. Employees may receive
reimbursement for bre&fasts even though continentl breakfasts are provided. Empbyees shal not
claim full meds furnished to them during a conference meding, or other work function on their
reimbursementrequest.

For out-of-statetravel, employees are required to submita Travel Request for approval prior to making
any travel arrangements.

Upon approval of the department head, agencies may make exceptionsto the rate of reimbursement for
lodging when the following applies:

1. Lodging is procured at a prearranged place such as a hotel where a meding, conference
or training sesson is keld, or

2. Costs have escdated because of spedal events; lodging within prescribed allowances
cannot be obtaned neaby, and coststo commute to/from the neaby location exceeal the
costsavings from accupyinglessexpensive lodjing.

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

|n-State Travel
1. 150%of the standrd Continental United States (CONUS) federal per diem rate
for non-suwveyed sites, or

Out-of-State Travel
1. 175%of thefederd per diemrate for surveyed out-of-statesites, or
2. 300%of the stancard CONUS federd per diem rate for non- suwveyed out-of-state
sites.


http://gsa.gov/

0212Air Trangsportation between LasVegasand Reno

State agencies travelling between Reno and Las Vegas are to use the Southwest Airlines corporate
Intemet booking tool, SWABIZ. State agencies can obtaininformaion about SWABIZ from the State
Purchasing Di v i s websitedats http://purchasing.nv.gov/. Due to the fluid nature of the trave
industry, changes to the State ©travel program will be annowunced to State agencies via All Agency
Memaranda, as well as pastings on theState PurchasingDivis i 0 rel@sie. w

0214Bonus Flight Points

Most commercial airlines maintaincusomer loyalty programs which allow for the acaumuation of free
bonusflight points to travelers based on milesflown or the amountof the fare as an inducementto trave
with that airline. Any bonusfli ght points or otherrewards recaved by State agencies or State employees
as a result of State-paid air travel shall, whenever possble, be used by the agency to med State travel
needs.

0216Use of Rental Cars

The Fled Services Division mustbe usedfor al in-statemator vehicle travel when an agency car is not
avail able. Employees should not independently rent vehicles for in-stateuse; instead, they must utili ze
the Fled Sewices Division. When traveling aut-of-stag, rental cars are to be rented from the State-
contraded companes. Visit the Purchasing D i v iweabsitefar the names of thesecompanes and the
guidelineson how to accessthesecontrads. When renting from these compangs, it is not necessary to
purchase collision damage waivers, as these protedions are arealy included in the negotiated overriding
agreement. Should an employee be required to rent a vehicle outside of these agreements,he/she should,
if possble, rent the vehicle using he State sporsored credit card, which provides coverage for physicd
damageto therentedcar.

0218Travel Reimbursement

All claims for travel reimburement to an individua should be filed on a fiTravel Expense
ReimbursementClaim" (TE) form, as developed by eat department. TE forms may not contain claims
for expensesasgciated with travelers other thanthe traveler indicated on the form, even if the traveler
paid for the otler travelers éxpensesAll areas ofthe TE form must becompleted, including:

gart andend tmes ofjourney;,
cestination;

puposeof trip;

dficial sttion; and
authentcaed sgnatures

abrwnpE

If applicable, hotel bills noting the employee name, date(s) of stay, and breakdown of costsby day are
required for al lodging expenses. If lodging was paid for through a travel website, (Expedia,
Travelocity, etc.) the travel website recapt shall acompay the hotel bill. In addition to the
reimbursable lodging rates, employees may be reimbursed for lodging taxes and fees. Lodging taxes are
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limited to the taxes on reimbursable lodging cost. For example, if the maimum lodging rate is $50 per
night, and the traveler eleds to stay at a hotel that costs$100 per night, the traveler can only claim the
amountof taxes on $50 which is the maximum authorized lodging amount. Meals will be eimbursed in
accordance with the meds and incidental expense (M&IE) alowance for the primary destination.
Receapts are notrequired for the M&IE allowance Pursuantto SAM 0206, the hoursand conditions to
which employees are al owed to chim meds mustbeincluded within ead agencyd gavet policy.

Employees may be reimbursed for thefollowing:

1. Actual expensesincurred for parking or vehicle storage fees for private automohbiles and
commercial transportation costs(i.e., &xi, shuttle, etc.). Recepts are required.

2. Other miscdlaneous reimbursable busiress related expensesincluding: use of intemet services,
compuers and other business madines, conference room rentals, and official telephane
cdls/service Recapts are required.

3. Laundry cleaning/pressing sewvices if the employee official busiressrelated hotel stay is four
(4) consautive nights orlonger. Recepts arerequired.

4. A med rate approved by the Board of Examiners for employees traveling outsidethe United
States, commensuite with the U.S. Department of State ¥med allowances for foreign cities as
listedin the U.S. Department of Stated gublication, Maximum Travel Pe Diem Allowance for
Foreign Areas. The current foreign per diem rates can be accessed at the U.S. Department of
Stated s website.

5. Using his/her own personal vehicle for the State © convenience, at the standrd mileage
reimbursement rate for which a deduction is allowed for travel for federal income tax. The
Govemorés Finance Office Budget Division, shall isue an All Agency Memorandum
periodicdly refleding the current rate ineffect at that tme.

6. Usinghig’her own persona vehicle for hisher own convenierce at one-half the stancrd mileage
rembursementrate.

7. Using his/her own personal vehicle for any miles driven in excess of hisher norma commute
while on official State bugiess. An employeeGs normal commute is the roundtip mileage
between theemployee gresidence and his/herofficial duty station.

8. The standrd credit cad 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 othertravel expense,and shouldbe limited to
one(1) per authorized trip.

9. Additional bank ATM facili ty charges relating to obtainng an authorized advance from an ATM
are aso rembursable by the State to the employeg and should be limited to one (1) per
authorized trip.

10. Interest charges incurred due todelays beyond the control of the traveler will betravel expenses
reimbursable by the empl oyee agency.

The claimantés signature on the TE form attests to the acaracy of the claim. A supervisor, manager, or
designee must sign the TE form approving the appropriateness of the travel. Travel clams must be
sulmitted within one month of comgetion of travel unlessprohibited by exceptional circumstance. An
employee cannot sign as the authorizing signature on any travel voucher madeout in hisher own name
unlessthat employee is the heal of the agency. All TE forms mustbe retained either by the travelers 6
agency or fiscd agency if eledronic or facsimile copiesare usedfor payment purposes purstant to SAM
2616(Suppating Documentation for Expenditures).


https://aoprals.state.gov/web920/per_diem.asp
https://aoprals.state.gov/web920/per_diem.asp

Alternate documertation and/or procedures which provide at least the level of control described in this
section are acceptable, but the documertation must be speified in the agencyG approved travel policy.
For the purposes of this chapter, a fiscd agency is an organization that performs ac@muning transactions
and budgeting functions for a given department, division, agency, or office within the Exeautive Branch
of Stategovernment.

0220 Reimbursements for Meals Purchased for Firefighters,
Patients,Wards, or |nmates

The Nevada Division of Forestry, when providing firefighters meds per NRS 472.11Q may request
reimbursementfor trips that are diredly related to the provision of fire meals for firefighters when the
cost of the ned in tatal isless tlan orequal to the Stateper diem rate.

State officers or employees who purchase meds for people in their cugsody are entitled to
reimbursement for the actual cost of such meds, within the limits estaldishedfor State employees. A
recept for eaty med purchased mustacmmpany claims for reimbursement. If a State agency sends an
unchaperoned or unguarded client to an institution for treagment or care by public conweyance, an
employee of the agency may advance an allowance for meds at the same rate allowed State employees.
Reimbursmentfor suchadvance shall bemade upon aregular travel claim, with therecapt 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 acounts to reimburse employees for meds purchased for
firefighters, patients, wards or inmates. A recapt for ead med purchased mustacompany claims for
reimbursement tothe petty cashaccount.

0222Travel Advancesfrom the Agency BudgetAccount

In the event an advance is not available throwgh the use of he State sponsoed credit cad, a State
employee may be advanced monrey to cover anticipated travel expenses from the agency budget account
at the discetion of theagency or, in thecaseof atemporary budget restriction, theBudget Diredor.

Only State officers and employees may recave a travel advance Independent contradors are not
eligible to recave travel advances. The agency heal, or his/her designee, must approve employees'
written requests. The amount advanced must be justfied by the circumsances. Travel advances
conditute alien upon theaccrued wages of he requestingemployee. (NRS281172,281.173

Theprocedurefor obtaning atravel advance through the agency budget is:

1. If the administrative heal or his/her designee approves the request, the agency shall process a
voucher for a cash advance fortravel in the approved amountin the same maner as otherclaims
againstthe Sate are rocessed.

2. Unless approved by the Budget Division in advance, all cash advarces for travel issued by the
administrative heal or his designee mustbe charged to the budget account to which morey was
appropriatedor authorized for expenditure for the ravel.


http://leg.state.nv.us/NRS/NRS-472.html#NRS472Sec110
http://leg.state.nv.us/NRS/NRS-281.html#NRS281Sec172
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3. If theadministrative head or hig’her designee cannot process a cash advance for travel becaise of
a tempaary budget restriction, the administrative head may, with the approval of the Budget
Division, forward acopy of therequest andapproval to theState Treasurer.

4. Theadministrative heal or his’/herdesignee mustreconcile cashadvances to atual travel taken.

0224 State Sponsored Credit Cards for Official Travel Only

The State Department of Administration has contraded with a provider of credit card services for travel
related expenses. The State sporsored 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 experses. Employees must contad
their agencyé designated Travel Card Administrator (TCA) to request approval. The payment of the credit
cad bill is the resporsibility of the individual to whom the card isisaued and payment in full is due monthly.
It is the State agencys resporsibility to monitor enployeesd credit card adivity on a monthly basis.
Information regarding the State sporsored credit card program can be found on the Purchasing DivisionGs
website under the _ i C redit Card Programso link within the fiState Contractso section.

0226Claims and PaymentsWhen Credit Cards Have Been Used

When an employee who has useda State sponsoed credit card for Statetravel expensessulmits a claim
for reimbursable expenses, al 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 employe e égency shouldtake no more than two working
days toprocessthe claim.

Whenever an employee usesa State spons@&d credit card for authorized cash advances and/or travel
expensesand the recept of hisher travel reimbursement may be delayed more thanfive working days
after the date of the initial submission of the travel reimbursement claim, the administrative head or
his/herdesignee may issueto the employeg for payment to theissuer of that credit card, a cash advance
in theamountof the to#l travel expensescharged on theStatesponsoed credit card.

Payment of the credit card bill is the resporsibility of the employee to whom the credit card has been
issted and payment is duein full monthly. If a State sponsoed credit card bill is not paid timely, NRS
281.1745authorizes the Stateto withhold from an employeets payched the amountrequired to pay any
delinquent babnce

0228 Digposition of State Sponsored Credit Cards upon
Employeed €hange ofEmployment Status

When an employee who has been issued a credit cad for officid State travel expensestransfers to a

different agency or leaves State service, the employeds agency Travel Card Administrator shall suspend
the cad within 5 days and cancd the cad after the current staementcycle. If the employee is moving

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

agency to determineif a travel card will berequired in their new position.

10
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0230Travel & Moving Expenses onTransfer or Hire of Employee

NRS 281.167defines the Stated6 s  imuimmrequirementsfor authorizing reimbursement of travel and
moving expenseswith regard to the trander or hire of State employees. All requests for payment of
travel expenses,subsisence allowances and moving expensesmust be sulmitted to the Clerk of the
Board of Examiners before oblgations are incurred. An estimate of costs to be incured must be
providedwith therequestand includehe following, at a minimum:

1. Alistingof theindividua (s) being consicered for reimbursemert.
2. Anexplargtion ofthe purposeof the reimbursement including:
i. For new hires:
1. An explargtion detailing the postion's critical need and why this need
cannot otrerwise befil led.
ii. Fortransfers, ane of two criteria must bemet:
1. Anexplaretion of how thetrander is for the convenierce of the Stateand
not forthe convenience of the employee or
2. Anexplaration of the critical need being metby the transfer, including an
explaration of why this need cannot dherwise be filled.
3. Thedates theobligationswill beincurred.
4. A detailed estimate of the total expensesincluding an itemization of travel costs,per diem rates
and movngexpenses.

Upon approval by the Clerk of the Board, claims are sulmitted for payment in the same mamer as other
travel clams against the Statefrom the agency's fundsand mustincludea copy of the approved request.
Recapts must support all moving expense remburements. Agencies must ensure that funds are
avail able within their existing budgets.

0232Reimbur sement Eligibility
To bedligible for reimbursement, thefollowing conditions musbe met:

1. The tranderring or hiring agency head must approve moving reimbursement, or in the case of a
pemanent employee who is transferring between State agencies, the head of the agency, boad
or commission accepting theemployee

2. The payment of moving expensesmust be jugified. For tranders, it must be lessexpensive for
the agency to pay moving expenses thanto pay the employee per diem and travel expensesfor
new duty station assignments of short dration.

3. Therelocation mustoccur within six monthsof transfer or appoinment.

4. Except for people newly hired due to critical need, the employee must have achieved permanent
statuswithin the agency, thus being pemanent to the agency rather than pemmanent in postion
classificaion.

5. Where citing fi @anvenience of the Stateo as justification for the transfer or hire pursiant to SAM
0238,the agency mustshow that the tranger is for the convenience of the State and not for the
convenierce of the indvidual.

6. The move must be for more than fifty (50) miles between duty stdion or home address,
whichever is less.
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7. Subjed to al other conditions of digibility, the State may, on behalf of those current State
employees with demonstated financial hardshp, pay a vendor diredly for moving expenses
incurred. For example, the State may pay the common carier diredly for moving of houshold
goodsin 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 obligationsare incurred.

8. Departments must have policies related to alowances for moving household goodsby common
carier, rental truck or trail er, and moble hame.

9. An agency may, with the approval of the Board of Examiners, estabish a rate of reimbursement
less than themounts specified in 0248 and 0256or per diem and nileage for moving

0234Pea Diem and SubsstenceAllowancesfor Moving

Allowable per diem and subsigence allowances:

1. Per Diem will bepaid for the adual days in transit not to excea six (6) days. The employee may
eled to utilize a portion of the total day allocaion to locate suitable housing before the move,

with prior approval from the agency hea.

Per Diem and mileage rates allowable for location of housingwill only apply to the employee
and spousand will bereimbursed at the establshed in-Staterates.

2. Allowable per diem shall beequal to regular travel status forthe employee and family members.
3. Allowable lodging will be approved as follows:
a. Fortheemployee: Established n-Staterates @r the GSA schedule.
b. Forthe spous Three-fourths(3/4) of theamount allowed theemployee up totheadual.
c. For ead additional member of the family. Age twelve or over, three fourths (3/4) of the
employee allowance up to the adual; under age twelve, one-half (1/2) of the employee
allowance up totheadual.
4. Receaptsarerequired for lodging if the family acompanes theemployee

0236MileageAllowance for Moving

In addition to the allowances for moving household goods,an agency may pay one-way persanal vehicle
mil eage from the old to the new place of residence for a maximum of two persordl vehicles. The adual
miles travelled are reimbursable at the rate established for use of a persoral vehicle at the StateGs
convenierce

0238l nterview Expenses

NRS 281.169allows an agency to pay for the travel and per diem expensesof the three most highly
rated applicants, for a permarent postion with thatagency, incurred while thoseapplicants interview for
that pogtion. All requests for travel and per diem expensesmust be subnitted to the Clerk of the Board
of Examiners before obligations are incurred. An estmateof the coststo be incurred must be included
with therequest and irclude:
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A listof the individual(s) keing consicered for reimbursement;

Thepurposeof the reimbursemert;

Thedates theobligationswill beincurred; and

A detailed esimateof the total expensesincluding an itemization of travel costsand per diem
rates.

PwbdPE

Upon Board of Examiner sapproval, clams are submitted for payment in the same manrer as other
travel claims and must include a copy of the approved request. Agencies must ensurethat funds are
avail able within their existing budgets.

No reimbursement nmay be madeto anapplicant who tes keen offered theposition and dedined.
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0300Cooperative Agreaments and Contracts

0302 Comerative Agreamentd/I nterlocal Contracts

Cooperative Agreements and Intedocd Contrads are contracts between public agencies to povide
services orfacilities tooneanotheror to thepublic in accordance with the"Interloca Cooperaion Act.”
(NRS277.080 to 277 80)

0304 Definitions of Public Agency

Public Agency means:

1. Anypoliticd subdvision of thisState, includngwithoutlimitation, cunties, incaporated cities
and towns irluding Carson City, unin@rporated towns, ghool districtsand otherdistricts.

2. Any agency of this State orof the United States.

3. Anypoliticd subdvision ofanotherState.

4. Any Indian tibe, group of tribes, @ganized segment of atribe or any organization representing
two ormoresuchentities.

State includes any of the United Statesand theDistrict of Coumbia.

0306 Coperative Agreements

A cooperative agreementis anagreanent letween two or morepublic agenciesfor the "joint exercise of
powers, pivileges and authority,” including, butnot limited tolaw enforcement.(NRS277.080 to
277.170Q

0308 Cantents of Agreaments

1. Any agreement madepursuant toNRS277.110that estblishes aseparate legal or administrative
entity to conduwt thejoint or cooperative undertaking shall speify:

a. Theprecise aganization, compasition and nature of such entity and thepowers delegated
thereto.
Theduration ofthe agreanent.
The purposeof the agreement.
Themanrer of financing suchundertaking and of establishingand maintaning a budget.
Themethod omethods to bemployed in accomplishingthe gartial or complete
termination ofthe agreementand for disposingof property uponsuch partial or compete
termination.

f. Any other necessary or proper matters.
2. Any agreement somadewhich dces notestablish suclan entity shall contain:

a. Theprovisionsenumerated in paagraphsB to F, inclusive, of subgdion 1.

PaooT
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b.

C.

Provision foran administrator orjoint boad respongble for administeringthe
uncertaking. In the caseof ajoint board, publc agencies ttet are parties tothe agreament
shall berepresented.

Themanrer of acquiring, holding and disposingf real andpersoral property used in
suchundertaking. Any agreement must be in vting.

0310Approval of Cooperative Agreements

1. Cooprative agreements becomeeffective only upon:
a. Ratificaion by appropriate dficial action of e governing body of eadt party to the

b.

contrad asacondiion precalent to its enty into force. Coopeative agreements anging
in cost fom zero to $1999 require approval of the agency head; cooperative agreanents
ranging in costfrom $2000 to $49,99%equirethe approval of the Clerk of the Board of
Examiners, ordesignee on kehalf of theBoard of Examiners; and cooperative
agreementstotaling $50,000 ormorerequirethe approval of theBoard of Examiners; and
Ratification by appropriate ordinarce resdution orotherwiseby law on the m@rt of the
governing bodies ofthe participating public agencies.

2. Cooprative agreements shall besulmitted tothe Attorney General before becoming effective
for detemmination of proper form andcompatbility with the laws of this State. If the Attorney
Generd does not thapprove an agreement wihin 30 days after its submission, thefailure to
disappove congitutes approval.

3. Cooprative agreements mustberecorded with thecounty recorder of ead county in which a
participating political subdivisionof this Stateis located,and filed with the Secretary of State.

4. Cooprative agreementsdedingin whde or in part with savices orfacilities over which an
officer or agency of this Statehas control mustbe submitted tothat Stateofficer or agency for
approval or disapproval as to all mattes within higheror its jurisdiction before the agreement's
entry into force. This requirement is in addion to the requirement of submission and approval
by the Attaney Generdl.

A Contract Summary Form mustacaompany all cooperative agreements sbmittedfor review and

approval.

0312Administrative Support of Cooperative Agreanents

Any public agency that has entered into a cooperative agreement nay sugport the administrative joint
board orotherlega or administrative entity created pusuant toNRS277.080 to 277.17ih any one or
moreof thefollowing ways:

1. By appropriating funds;
2. Bysdling, leasing, giving or otherwisesugpl ying property; or
3. By providing suchpersonnel or services as may be within its legal power to furnish.
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0314 Interlocal Contracts

Any one or more public agencies may contrad with any one or more other public agencies toperform
any governmental service, adivity or undertaking whichany of its pubic agencies is authazed by law

to peform. NRS277.180)

Interlocd contrads are distinguishedfrom cooperative agreements in that cooperative agreamentsare
for the "joint exercise of powers, privileges and authority" by public agencies and interlocd contracts
are agreementsby public agencies to"obtain aservice' from anoher public agency.

Agencies are advised towork closdy with the Attorney General to ensure compliance with the stautes
governing any cooperative agreement orinterlocd contract ertered into pusuantto NRS277.080
through 277.180

0316Approval of Interlocal Contracts

If an agency of this Stateis a p@rty to the interlocd contrad, theintedocd contrad must beapproved by
the Attorney Genera asto form andcompiance with law.

Interlocd contrads mustbe ratified by appropriate official adion of the governing body of ead party to
the contrad as a condition precedent to its entry into force. Intedocd contracts ranging in costfrom zero
to $1,999 equire approval of theagency heal; interlocd cortracts ranging in cost fom $2,00Q0
$49,999%equirethe approval of the Clerk of theBoard of Examiners, ordesignee on behalf of the

Board of Examiners; interlocd contracts taaling $50,000 ormorerequirethe approval of the Board of
Examiners.

A Contract Summary Form mustacompany al interlocd contracts submited for review and approval.

0318 Board ofExaminersdRequirements

All Stateagenciesare required to file onecopy of any approved cooperative agreanent orintedocd
contrad with the Clek of theBoard of Examiners.

Theapproval of the Board of Examiners and theOffice of the Attorney Generd isrequired on
cooperative agreementsand interloca contracts pursuant to SAM sedions0310and 0316

0320 Independent Contractors

1. Thedetemination asto whetheran individual performing sewices forthe Stateshould bereated
as anindependent contactor oras a Séte employee is an imporant one.That deermination can
affect theindividud's qatusin severa regards, ncluding:

a. His/Her treatment by the Intema Revenue Seavice for tax and Social Seairity
withhalding purposes;

b. His/Her treatment by the U.S. Department of Labor for purposes of owertime cdculation
under theFar Labor StandardsAct;
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c. His/Her treatment by the insurance companes providingworker scdimpensation
coverage relative tocoverage for on-thejob injury; however, if the contrador qualifies as
asole poprietor as cefined in NRS Chapter616A.310Q and hes ekded notto puichase
industril insuance for himself/herself, the sole poprietor mustsubmitto the contrading
Stateagency a signed and notaized affidavit so gating.

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

e. His/Her treatment by the courts in detrmining possibleliability to the Stateof Nevada
for his actions.

2. Thefollowingis thedefinition of an indegendent contrador .

"An independent contador is a ratural person,firm orcorporation whoagrees toperform
services for afixed price acwrding to his/heror its own methodsand withoutsubgdion tothe
supeivision orcontrol of the otker contrading party, except as to theesultsof the wak, and not
as tothe meansby which the ®rvices are acoompished.”

3. Trereare severa additiona fadors that shoulthe balanced to determine whetherthe Sate, as an
employer, has such control overtheworker soas to render the relationshiponeof employment
ratherthan hat of independent contact.

a Thefollowingfactorsindicae thecreation ofan employer-employee rel ationship ether
than ttat of an independent contactor:
i.  Thelad of any comgetion date, time limit or unitof work designation;
ii.  Theemployer'srightto hire and fire the person folding the contrad;
iii.  Thepayment ofaregular salary;
iv.  Thedelegation tothe contractor of administrative powers over employees; and/or
v. Thelevel of control owr the meansand mamer of acompishment of thework.
b. A person is notan indegendent contector simply because hereis an agreament
designating him/heras such orbecaise he employer permits him/herconsderable
disaetion and freedomof action. If a personperforms rvices sulpea to the will and
control of theemployer, that pason is aremployee and his/hersalary mustcomefrom
the slary caegory.

4. Agenciesunaure whether or not an employee-employer relationship exists in a potentialcontrac
shouldrequest the assgned Deputy Attorney Genera to review the contract for compiance with
the povisions of NRS. An independent contector is notprovided thefollowing:

a. Withholdngof income Bxes or Socil Seaurity by the Sate;

b. Participation ingroupinsurance plans whichmay be avail able toemployees of the State;

c. Participation orcontributionsby either the independent cantractor or the Sate to the
Public Employees’ RetirementSystem;

d. Accumuation ofvacdion or stk leave; or

e. Cowerage for unemploymentcompenstion pgrovided by the State.

5. Agenciescontemplatingthe useof State employees as independent cortractors must adlere to
thefollowing condtions:

a. Contradswith Stateemployees mustmed the criteria for independent contradors
outlinedabove.

b. All Statepermanent enployees mustdevote full time attention and effort to State
employment during official duty hours andnot to contracual doligations.(NAC 284.766
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c. A State employee shall not entr into acontract with the Sate inany capadty that may be
constried as an extenson of his/her asggned duies orrespmsibilities to the State(NAC
284.754.

d. Contads with public officers oremployees are prohibited in instacesin which the
officer or employee "has a peauniary interest” (NRS 281.22)

e. A memberof any board, commission orsimilar body engaged in the profession
occupation orbushessregulated by such baard or commission and &culty memlers of
the Nevada System of Higher Education, may bid on orenterinto acontract with any
governmental agency if heis notpart of the development of contrad plansor
specifi cations,and if he/sheis notpersorelly invol ved in opemng, consiceringor
acceting offers. (NRS 281)

f. A public dficer or employee may bid orenter into a contrad with any governmental
agency if the contrading processis governed by rules ofopen compettive bidding, the
souces of supply are limited, and if he/she is nopersonally involved in goening,
consicering or accepting offers. (NRS 281)

0. An employee may be disciplinedfor a vidation of NAC 284738, "Conflicting
Activities." An appoirting authority has the power under theregulations todefine which
adivitiesare in conflict with functions ofan agency. (NAC 284650)

h. Stateemployees employed by one agency may lawfully work on contrad for another
Stateagency while onannual leave from thefirst agency.

i.  Agenciescontracting with Stateemployees must provide awritten justifcation as
to why this individual was sekdedand awrittendescription of theproposed wark
and theemployeés rormal job duties sothe Board can makea determination as to
whetheror notthe contract can beconstried "as an extension ofassigned job
duties.” The Board's favorable condderation of such requestswould be asssted if
the contrad service and regular employment ofthe contrador benefit different
agercies,or will beunder thesupervision of different individuals.

Travel expenses, pr diem and otler expensesmay be paid to an indegndent contactor if
providedfor in the contract and mustonform to theprocedures andratesallowed for State
officers and employeses. It is the policy of the Board of Examiners torestrict contradors tothe
sameratesand pocedures alloved Stateemployees.

. While proposd independent contacts are reviewed by the Attorney General as to fom under
NRSthatreview isonly as tothe £ms of therelationship thatppea in the writing presentedfor
review. If the adual relationship betveen theworker and the $ate later changes anddoes not
comport with that witing, suchas if the Sate subsequently provides office space, seaetarial

help or requires theworker to report to a spervisor, the rature of the agreement nay well
bemme oneof employment and notontrad. For this reason, itis important for agency heads to
monitor theadual wak relationships of prsonshired pusuant toNRS to ensurethatan
independent contact relationship istruly present under theabove referenced stanards. If thereis
some doubas tothat relationship, onsultyour assigned deputy attorney generd.

If the services of anindependent contractor are contradedto represent an agency of the Statein
any procealing in any court, the contrad must require the independent contractor to identify in
al pleadings the pedfic Stateagency thathe/sheis representing.

Any person,firm or corporation who grformswork under any contract with the State must
furnishthe Stateagency with a certifi cae oftheinsuser or other evidence certifying that the
contractor has compied with the provisions oflaw regarding providing workers compensation
coverage. NRSChapters 616Ato 616D, inclusve. (6168, 616C)
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0321Warrantiesfor All Contracts

It is the Board of Examiners recommendation that,in the regotiations ofall contrads, warranties asset
forth in the mo@! contrad form appoved by the Attorney General, remain as dipulated unéss
negotiated with the assstance of and approved by the agencyé Deputy Attorney Generdl.

0322 Independent Contract Review

1. Contads mustberatified by appropriateofficial adion of thegoverning body of ead party to the
contrad as acondition precedent to its enry into force. Contiads under $2,000require the
approval of theagency heal ordesignee contracts ranging in cost fom $2,000 tounder $50,000
requirethe approval of the Clerk of theBoard of Examiners (BOE), or designeg on kehalf of the
BOE; and contrads totaling $50,0000r mare require the approval of the Board of Examiners. All
revenue-generating contrads require approval limits consstent withthedallar thresholdsas set
forth heein. All contracts andamendnents withcurrent orformer employees require BOE
approval regardlessof the contrad amount. Acurrent empbyeeis apersonwho isan employee
of an agency of the State; and aformer employee is anemployee of any agency of the Stateat
any timewithin 24morths peceding the commencement aite of the proposedcontrad. See
SAM 0323for requirements ielated to contads with current orformeremployees.

No department, dvision oragency of the Stateshall enterinto any contrad with a person to povide
services without ensting that the prson is inadive and good sanding with theSecretary of State.

1. TheBoard of Examiners shall eview eat contrad submitted for approval and consicer whether
suficient authaity existsto expend the momry required by the contract andwhetherthe services
thatare the subgad of the contrad couldbe provided by a Stateagency in a morecost dfective
manner.

2. Stateagencies $dl identify an intemal, professional level postion to function as acontrac
manager. This paitionwould beresponsble for facilit atingthe agencyd RFPs, condicting
compex agency sdicitations or, in theavent of decentrali zed agency purchasing procedures, the
review and approval of agency sdicitations and theresulting contrads for comgiance with NRS
Chapter333, NAC Chapter 333,and SAM Chaper 0300. Agency contrad managers must
bemmecetifi ed thraugh the Sate Puchasing Divisio n 6 s acCQentification Class.Contrad
managers will be respmsible for competing a comprehensive taining coursethatwill cover all
aspects of theRFP process,informal solicitationprocess,law pertaining to the Sate Puchasing
Act, contiact negotiations, intedocal contracts andcooperative agreementsand othertopics
relevant to Statecontrading and reducing the Stated exposureto risk. Contrad manager
certifi cation classes are avail able in NEATS.

3. All contracts submited tothe Board of Examiners whichare lessthan $50,000,and those
contrads eriered into by the Sate Gaming Contiol Board for the puposes of investigating an
applicant for or halder of agaming license MAY beapproved on behaf of theBoard by the
Clerk of theBoard of Examiners orhis designee Theclerkd senial of acontrad is apgdableto
theBoard of Examiners. Theapped must be nadein writingto the Clerk and includeafull
explarnation and justification for the apped. The apped will be phcal on subsguent Board of
Examinerés Agendasubjed to the sime ceallines established fodll otheragendaitems. Such
contrads are not effedive until signed by the Clerk.
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4. All sewvices provided toan agency by personsand/or firms falling under the definition of an
independent contactor as enumerated inSAM 0320 mustbe supplied undr acontrad exeauted
by the agency receiving the services. Examples of suchservices include, hut are notlimited to:

Medicd services (des not include employee physicals).

Consultants.

Training.

Telephoneanswering services.

Repair, replacementor install ation of parts for automolilesand light trucks morethan

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

Clippingsevices.

Data Praessing Services, includinghardware mainterance (must bereviewed and

approved by the Department of Information Tedhnology before sulmittal to theBoard of

Examiners).

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

5. Whenever possibé, agencies should anticigie and negotiate contrads for preventive services to
eliminate theneed for emergency services at some future date. Suchcontrads may includeminor
remodeling, repair or preventive mainterance work. Thefollowing rules must beconsicered in
the peparation of suchcontrads.

a. All such contrads are subject to therequirements of SAM.

b. All such contrads mustconform to the bidang requirementsin SAM 0338and the minor
remodeling, repair and maintenance requirementsin SAM 0338.

c. Fundingmustbeavailable for payments against thecontrad.

Poo oW
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03231 Contracts with State Employees,Former Sate Employees
and SecondaryEmployment

This sedionrelates to arrent orformer employees whocontrad with theStateto provide ewices, and
certain contracts with businessentities whoemploy current orformer state employees. Additionaly, this
section addresses theresponshilities of current employees who hold outsidemployment.

The contrading processfor a department, dvision oragency of the State that intends tocontrad with a
current orformer State enployeeis a two-stepprocess. Theproposed relationshipbetween the $ate
and acurrent orformeremnployee mustbe documented ushg the forms prescribed in this sedion and
sulmitted to BOE for consideation. Subject to approval of therelationshp by the BOE, the agency
may thenexeaute thecontrad and inacmrdance with current contect pdicy submitit to the BOE.

Definitions of Employee For purposes othis section:

1. Curent empbyeeis apersonwho isan employee of an agency of the State;
2. Formeremployeeis aperson whowas anemployee of any agency of the Stateat any time less
than 2years preceding the commencementdate ofthe poposd contrad.

Note: Emplyees of the Nevada System ofHigher Educaion (NSHE), Boardsand Commisgons ae
congdered Stateemployees.

BOE Pre-Approval Required
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Before any department, division oragency of the Statemay exeaute acontract for services with acurrent
employeg aformer employee, or apersonemployed by the NevadaDepartment of Transpatation
(NDOT) for transportation projects that are entirely funded by federd money and the &rm of the
contrad exceels 4yeas, the Board of Examiners (BOE) mustgive pre-approval for enteringinto a
contrad with that grson.(As noed in sedion 5 kelow, contrads exeautedby NSHE, Boardsand
Commisgonsand cettain other contrads do notrequire BOE pre-approval) This pre-approval doesnot
constitute approval of the contrad terms, but ofy approval to contrad with the g@rticular current
employee or former employee.

Theauthorization form and contrad to initiate theemployment of theperson must be subitted for
review in acordance with SAM 0324. Theautharization form and contrad may be consicered at the
same BOE meding; however they will be agendized as seprate items.In the event the employmentof
the person is nogpproved by the BOE, thecontract cannot beconsicered by the BOE and will be
withdrawn from theagenda.

A limited exception exists for contrads lessthan four months detrmined by the department, dvision or
agency to constiute an emergency situation necessitating a contrad with acurrent orformer employee

A department, dvision or agency of the Statemay seek blanket pre-approvals from BOE for former
employees whowork in seasonal, inermittent or othetempaoary cgpadtiesif the personwill be
performing or producing services for which the lusiness oentity is employed. For example, five
seasonal snow plow ivers terminate their employment at theend ofwinter. The divers are later hired
by constuction companes to drivetrucks aspar of contrads thecompanes have with a $ate agency;,
in this ingance, BOE pre-approval for entering into ead contrad is required unless thé&tate agency has
ablanket pre-approval for theformer employeses.

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

If an agency will beusing atemporary worker to be supplied hrough a contrad with atempaary
employment service, and thatperson is ecurrent or former stae employeg the Board of Examiners shall
not appovethe useof thetempaary worker unlessthe Board of Examiners detemmines that:
1. Theperson povides sevices not preidedby any otheremployee of the agency or for which a
critical labor shaotage exists; or
2. A shot-term nead orunusualecnorric circumstance exists.

The Board of Examiners will apply these stardards toall proposed contrads for services invdving
current employees orformeremployees.

Contracts Potentially Requiri ng BOE Pre-Approval

Contrads afecting current or formeremployees and requiring Board of Examiners pre-approval may
taketheform of:
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1. A drect contiact beaween adepartment, dvision or agency of the State and acurrent empoyee
or formeremployee.

2. Acontrad with abusiness orany otherentity that employs a current or formeremployee who
will be performing or producing the contraded services

3. Acontrad with atemporary employment service that provides dgormer state employee to the
Stateto paform sevices as atemporary worker.

A personwho is acurrent or formeremployee may not evadethe intent otthis sedion by performing
contrad work for the Sate through creation of a corporation or othelbusihess etity.

Exemptions

Therequirements foBOE pre-approval of contrads with curent empbyees orformer employees do not
apply to thefollowing contrads:

1. Acontrad with acurrent employee or former employee for 4 morths or kss, wrerethe
exeautive head of thedepartment/division/agency detemines an emergency exists that
necesstates thecontrad. (Note: acopy of the contract and a description of theemergency must
be submitted tothe BOE. BOE stall review the contrad and thedescription of theemergency
and notfy the department, division oragency utilizing this energency exception wietherthe
BOE would lave approved thecontrad).
2. Contads with Professional engineers employed by the Department of Transporgtionfor a
transporttion project entirely funded by federd funds.
3. Contads with Nevada System ofHigher Education, or aboard orcommisson ofthe State
4. Contads with a grsonemployed by an entity, which is aproviderof services for Medicad, and
which provides g1vices on afee for service basis or through managed care
5. Contads for$1 nillion ormoreentered into:
a. Pursuant to théstatePlan for Medicad establshed pusuant to NR3122.271
b. Forfinancial services
c. Pursuant tahe Public Employees' Benefits Program

6. ContadingAgency Requirements

Complete Corract Authorizationi Theagency must conplete an Authaization form (avail able onthe
PurchasingDivision's website) requesting authorization to contact with acurrent orformer employee
and receve approva from the BOE before enteringinto a contrad for services with acurrent employee
or formeremployeg or with an entity that will be having a current employee or former employee
perform the contraded services.
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Contrad Approval Process- If the contrad is goingto be with &

T
T
)l

T

Current empbyee

Formeremployee

Personwho isemployed by the Department of Transporgtion for atransportation progd, which
is entrely federal y funded, and the &rm of the contrad is ower 4 years

Businessemploying a current orformer employee whowill be gerforming or producing the
contraded services

Thefollowingflowchart summarizes geps to beperformed

Flow Chart

7. Addtional RequirementsFor Current Empbyees
a TimeKeeping

State tme tiacking - Current empbyees, durig the pay period they perform
contrad or provider agreement wak with the State, mustinclude in theitime
sheet nates for ead day, the safic times they used flex, sick,compenstory
time,annual leave, etc. If contrad work is performed during their stardard shift,
the employee mustdocument the sedfic timesin the nogs andexplain how this
was peformed duing flex time, compenstory leave, annual leave, or non-state
paid time.

Cortrad time tracking - The contraded employee mustdocumentall time (date
and time of day) spent working on thecontrad and includeit in the invace.
Additionally, the employee must provide asupevisor approved copy of their
Statetime $ed with their invoice

b. Contador Oversight

Current empbyeés sipervisors responsbilities- Theemployeés siypervisor must
compae theemployees NEATS time sheet to thetimes g thecontrad invoice

to ensure contrad work was not doneduring stde time. The supervisor must sign
thetime sheet and the invoice certifying that contract work was performed during
flex time, compenstory leave, annual leave, or non-statepaid time.

Cortrading agency's responshilities - The Corntrad Monitor mustreconcile the
current employeés approved NEATS time sheets to thetimes noed on the
invoices to enste contract work was performed duing flex time,compenstory
leave, annual leave, or non-statepaid time.

c. Sewndary Employment

Any employee with secondary employment mustcomplete aSecondary
Employment Disclosure form (avail able on the Rirchasing Division's website)
and submitit for approva by the agency head. When an employee obtainsor has
achange in their secondary employment, tley must submit a Secondary
Employment Disclosure form within 30 days of acceptance and must enew the
Disclosure by July 1st ofead year. The agency head mustreview theform for
conflicts with Stateemployment. Approved forms shouldbefiled inthe
employeés persome file.
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ii.  Seoondary employmentincludes but notimited to contrads with the State, work
with temporary employment agencies, andorovider agreanents.

0324 Independent Contract Review Procedure

Thefollowing procedures stould beadhered towhen submitting a contrad for review:

1.

2.

Contads should besubmtted tothe Clerk of the Board of Examiners by the deadline
establishedy the Clerk and diseminated toStateagencies viaagency memorandums.

Eadh contrad mustinclude aclause that sgdficdly staes that theStateis not oli gated unay
theagreement lefore approval by the Board of Examiners.

Thecontrad shouldconsist of the Attorney Generd @gproved contrad form for independent
contradors, he Sated solicitation and thesuaessful venda sHpropaal. Any negotiated items or
clarifi cations shald bereduced to writing and incorporated intothe contract docunent as a
separate attachment.It is important, when listing the order of the attachments within acontrad,
to give congderation tothe order of precedence to prevent pdentia confli ct in the ems.

Three copies ofthe contrad must be subiitted; each copy mustinclude sgnatures of he
Attorney General or representative, therespmsible agency representative and thecontrador. The
signature requirement may be met in counterparts and with facsimile and/or electronically scanned
copies of thesignature page. Contraa distributionis asfollows: onecopy for the Fiscd Analysis
Division of theLegislative Coungl Bureau; onecopy to be returned tothe agency; and ane copy
for the indgpendent contador. Accessto al sulmitted poposls shall be made avail able by the
soliciting agency and will be retained for the life of the contrad or six (6) yeas, orfor a period
of timeas deérmined by the soltiting agencyds records ietention €hedule,whichever is longer.
TheBoard of Examiners requestsagencies to sibstantiateall contrads entered into with former
employees whowould perform work smilar to their State employment.

Bidding requirementsfor contrads are outlined in NRS Chapter333 NAC Chapter333 and
SAM 0338

Board of Examiners'policy is toreview and approve contrads prior to theservices being
renderad. Agenciesare to present cortracts in atimely manner and prior to the obigation of
Statefunds.Contracts with aretroadive effective date, e.g., work commenced priorto the Board
of Examiner sgprova date, mustbe acomompaned by amemorandum dealy justifying the
circumsances.

All contacts invdving informationsystemsmustbereviewed and approved by the Department
of Informatioral Services prior to submitél to theBoard of Examiners.

All applicable contrads placed on theagendafor Board approval or the Clerk of theBoard
approval must providesatisfactory proof fromthe Secretary of Stated s ffic®(SoS) that the
contradors have a current Nevada StateBusinesd.icense(SBL), and if they are aNevada
corporation, LLC, LP, LLP, or LLLP, or non-profit corporation, that theicorporation isadive
and ingood sanding. Satisfadory proof may includeoneof the following: fromthe contrador; a
copy of the certificate of good sanding or of an unexpired busiresslicenseor aprint-out from
the SoSree BusinesgEntity Seach stowing adive status. Addionally, if they are a corporation,
LLC, LP, LLP, or LLLP, or nan-profit corporation based outof state, they mustberegistered as
aforeign equivalent in Nevada, in adive status and iigood ganding. Any busiess,except nan-
profit organizations oganized pusuant to NRSChapters 82 Non Prit Corporationsand
Chapter84 CorporationsSole that qualifies foran exemption from the bginesslicense
requirement must filea notice of exemption whichwill beon record with the SoS6 ©ffice
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03253ate Agencies, Boards, and Commisgons with | ndepencdent
Contracts for Outside Legal or Professional Services

Professona services shal includeconsultation orepresentative vices within theprofessona @rea
of educational expetrtise performedby licensedpraditioners as defined in NRS Chapter439A, attorneys,
accountantsenginees, architeds, orexperts (by educaion orexperience) for judicial or administrative
procealings. It is the paicy of the Stateof Nevada to limit and morntor cods assocatedwith the hring
of professona and expert savices, includng private attorneys whoprovide services tothe Stateas
independent contictors. Accordingly, al suchcontrads includingthoseentered into between theState,
its agencies, ba@rdsand commissons, must include the following contrad terms. Further, nosuch
contrad may extend keyond atwo-year term without review and approval of the Board of Examiners.

1. Notification of Attarney General's Office - Contrador shall natify and consult with the Attorney
Generd's Office promptlyregarding al significant developmentsin regard to any potential egal
matters or kgal services provided undr this contad. Shouldlitigation involving potential
liability for the Statecommerce or significantl y change during the term of this contect, the
Attorney General's Office shall beimmediatel y informed in witing. Contrador skall prompty
advise theRisk Management Division of theéDepartment of Administration regarding changesin
the status ofiti gation that may have afiscd impact onthe State.

2. Copies oWork Products Provided to Atorney Genera's Office - Contrador shell promply
provide theAttorney General's Office 100 N.Carson Sreet, CarsonCity, NV 897014717, with
copies offinal versionsof thewrittenwork product elevant to any legal matter, including
correspordence and executedcounteaparts ofany original pleadings or other matters of
importance. Contractor shell also provide to théttorney General's Office written, quartery
reports summazing signifi cant developmentsin regard to the suject matter of the contrad and
significant services performed under thecontrad.

3. Work Product the Property of the State- All work products of the Contcor resulting fromthis
contrad are the exclusive pgoperty of the State. If any work remainsin progress at the
temination ofthis agreement, the Conéctor shall surrender originals ofall docunents, objets
or othertangible itemsrelated tothework to the Attaney Genera's Office

4. Conflcts of Interest- Contrador shall not acept otherrepresentation orwork known to ben
direa corflict with thesubject matter of the contrad without priorwritten approval of the
Attorney General's Office and all attorneys will consult withthe Attorney Genera's Office
regarding potentialconflicts of interest, atall times acting in acawrdancewith the NevadaRules
of Professonal Conduct, Supreme Court Rues 157 - 159

5. Copies ofprofessonal liability insurance will beattached to the contract with proofof policy of
professond liability insurance for errors and omssionsthat is issuedy an admitted insuance
company authorized totransact insuiance in the State of Nevadaor by an insurance compay
authorized totransact surpluslines inthe Stateof Nevadain an amountnotlessthan $1 million,
or as otherwise determined orwaived by the Divisionof Risk Management, Department of
Administration, 201S. Roop Street, Suite #201,Carson Cty, NV 89701.

6. Billing - In the absence of an agreed uponflat rate or per diem, cortractor shall submitmorthly
billings for work performed, billingonly for acdual time s@nt peforming atask,and not forunit
charge (e.g., noautomatic billingof one-third haur for aphane cdl thatmay take only five
minutey. In every caseall billings sall describe al work performed with particularity and by
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whom itwas performed. Billi ngs shall besttached to payment vaichers and processedas are
otherclaimsagainst the State. Such billings ae subject to thefollowing guidelines:

a.  Unless dhewise agreal in adwance, it is expededthat oty oneprofessonal from
contrador's organization will attend meetings, depositonsand argumentsand other
necessry events, although asecond person nay be nealed for trials and majorheaings
or medings;

b. Charges for professonal time duing travel will not normelly be reimbursable unkessthe
time isadualy used performing professonal sevices oras adhemwisearranged in
advance

In addition, the Statewill not pay:

c. Feesfor the training of personrel incurred as aresult of staffing changes orincreases
duringtheterm of the contraa;

d. Feesfor time ent edicaing junior professiorals or assocétes;

e. Feesfor morethan tenhours ofwork per day for any individual, except during trial or
anotherextraordinary event.

7. Epense Sétements- If the contrad providesfor spedfic reimbursement for expenses,
contrador shal submitmonthy staements to th&Contrading Agency itemizing all expenses for
which reimbursement isclaimed. &rtain disburements will notbe paid unless @reed toin
advance Theseinclude:

a. Secretarial or word procesgng sewvices (namal, temporary, or overtime);

b. Photoc@y expenses oimorethan 15centsper page;

c. Photocqy costsin excess of $2,0000r a single job;

d. Any other staff charges, suchas mels, filing, proofreading, regardlessof when incured;
e. Computer time (other than compuer legal research spedfi cal y authorized in advance).

The Statewill not reimburseexpensedfor the foll owing:

a. Locd telephoneexpenses or dfice suypply cods;
b. Thecostsof first-class travel (travel arrangementsshould bemadein adwance to take
advantage of cog-effedive discountsor spedal rates.

8. Dispues- In theevent that acivil action isinstituted tocolled any payment dueunder this
contrad or to ob&in performarce under this contad, the Stateas aprevailing party shall
recover, as thecourt ceems appopriate, reasonable attorneys' fees and all costsand
disburements ircurred in such adion.

0326 Independent Contracts Not Requiring Board of Examiners 6
Review
Thefollowingtypes of contrads need notbe fil ed with or approved by the Board of Examiners:

1. Contads exeautedby the Department of Transporgtion for any condruction orreconstriction of
highways.
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2. Contads exeauted bythe Sate Pubic Works Division or any other department oragency for
any constriction or major repairs, which includes without limitation anticépatory repairs swch as

remodeling or maintenance, of Stte buildngs, or Stateimprovements {.e., dams, bat ramps,
camp grounds), ircluding its leaseholds, if thecontrading process was controlled by the rules of
open compettive biddirg. (SAM 0338and 1908

3. Contrads exeauted bythe Housng Division of the Department of Business & Industy.

4. Contads exeauttedwith busness entiiesfor any work or maintenance or repair of office
madhinesand equipment. (Does not includecomputerhardware, computer hardware
maintnance and computer sdtware, or items lised in SAM sedion 0330

5. Contadsentered into by the Nevada System of Higher Educaion.

6. Contads forsimilar sewvices provided by the same contrador within the smefiscal year which
if combined would notexceal $1,999.

7. Repair, replacanentand install ation of parts onautomobiles andlight trucks, includingaircraft,
hedingand air conditioning refer to SAM 1552

8. Conputer sdtware maintenance that consiss of thefollowing: license agreements, rght to
download updites emotely and/or df sitetechnical suppat.

0328 Lease&Contracts

State Offices - The Administrator of the Sate PublicWorks Division has lhe authority to lesseand
equip office space outsde of State buildngs whenever suficient office space cannot be povidedwithin
Statebuildings. No sih office space leassemay extend keyond the &rm of one(1) year unlessit is
reviewed and approved by the Board of Examiners regardlessof thetotal cost. (NRS331.110. The
exception isleased space used strictly for storage. In thisinstance, agencies may directy negotiate their own
leases and they are subject to thesame approval thresholdsas operatingleases. The Attorney Genera shall
approve eat leaseentered into pusuant to thisedion as to fam andcompliance with law.

Land - TheDivision of State Landsaajuires and holds all landsand interests inland owred orrequired
by the Sate except:

1. Landsor interestsused or acquired for highway purposes;

2. Landsor intereststhe title to which isvestedin theBoard of Regents of the Nevada System of
Higher Education.

3. Cficebuildings leased by the Administrator of the StatePublic Works Divison; or

4. Lands wsed oraayuired for the Legislature or its staff.

Equipment - The Purchasing Administrator has sde authority to contrad for equipment uriess gherwise
spedficaly provided by law (NRS 333.150Q. Agenciesrequiring equipment leasecontrads should
contect the PurchasingDivision (SAM 1500.

NRS 353.500 to NRS53.630 aitline provisions of &w related tothe purchase ofreal or persorel
property via insllmentpurchaseagreements ol esse-purchase agreements. Theseagreements
contemplatehe Sate taking ownership ofthe property at theend of the agreementterm. Lease-
purchaseagreementsare aso referred to as capital leases. NRS 353.580exempts thesdypes of
agreements from Board of Examiners approval.
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Conversely, an operating lease agreement is an agreementwhere ownershp of the property does not
transfer to the State at the end of the agreementterm. Operating leases are not exempt from Board of
Examiners approval.

Leasecontrads mustberatified by appropriate dficia action of thegoverning body of ead party to the
contrad asacondition precedent to its enty into force. Operating leases ranging in cost fom zero to
$1,999requireapproval of theagency head; gperatingleases ranging in cost from $2,000to $49,999
requirethe approval of the Clerk of theBoard of Examiners, ordesigneg on behalf of the Board of
Examiners; operatingleases totaling $50,000 omore require the approva of the Board of Examiners.

If aleasecontainsan opion totake ownership ofthe property at some later date but the ddsion totake
ownership es not leen mack, the kease should bdreaedas anoperating leaseand forwarded tothe
Board of Examinersfor approval in ac@rdance with the thesholds catained in this sdion.

A Contract Summary Form mustaceompany all operating leases sulmittedfor review and approval .

0330Minor Remodeling, Repair, and M aintenance Contr acts

Contrads ae required for al minorremodeling, repair and maint@ance work and mustbe submitted to
and approved by the Board of Examiners unkssexempted in SAM 0326

Contradors, as defined by NRS 624, mustbe licensedbefore they can submit a bid or proposl on any
minor remodelirg, repair and mainterance work, purswant to NRS 624.700unlessspedfi caly exempt
under NRS624.031

All buildings requiring minor nan-structural remodeling, repair and mainenance work requiring the use
of outside laboand havingan estimated cost of kssthan $5,000 that wilNOT beexeautedby the
Public Works Divisionmay be negotiated by the agency controlling the bulding. (SAM 1908 Where
the buldingis under control of the Buildings and GroundsSedion of theStatePublic Works Division,
see SAM 1004

All nonstructural repairs costing more than $5,®0 and less than $25,000usthave at |east three bids
or proof thet the bids have been requestedfrom atleast three firms. All prgect requiremerts and
specifi cations must beubmitted in writing to all prospedive biddes.

Exception: On jobsthe agency estimates to cosbetween $5,000and $25,000, theagency may
negotiate work on atime and maeria basisif it submits staementsby at |east tworeputable
firms licensedto paform thework that the jolcannot be bid.

Non-structural remodeling, repair and mainteance work is defined as work estimated to cost éssthan
$25,000for which an agercy has budgeted funds,and which daes notaffect the sfety of the buildng
and dces notchange, in any mamer, its stuctural elements. If an agency has questions, it should catad
the Rublic Works Division.

Examples of jobsthat may be included uney this sedion, and requiring contrads, ae as follows:

1. Asplat repar
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Ekctricd repairs

Floor refinishing/repair

Landscape services

Painting of buildings/rooms
Plumbingrepairs

Repair of hea plant boilers ower $15,000.00
Repair of refrigeratorsfreezers
Repair/replacanentof air conditiones ower $15,000.00
10 Repair/replacanentof bathroomtiles

11. Replacement ofbroken windows

12. Exterminator services

13. Maintnance and/orrepair of elevators

©COoNoOO,WN

Solicitation Requiremerts: Refer to SAM 0338.

0332 Reoording Construction Contracts
State constuction contracts mustbe in writing, signed by the contrading partiesand delivered to the

Secretary of State. The Secretary of State files and records the contrads in the State's agreementand
contrad book. This des notapply to contects for mainterance or with independent contictors.

03333ate Building Vending M achine Contracts

Any future contract, renewal of a contract, oramendment ofa contrad with avendorwho supples to a
Statebuilding a vending machine that dispenss soft drinksin auminum cans mustinclude:

A provisionthat requires the vendorto provideabin or othersutable receptacle for the colledion of
empty cans; and

A provisionthat requires the vendorto peiodicdly colled theempty cansfor delivery to an appropriate
recycling centeror nonprofit organization thatcolleds ans.

0334Volunteersin Sate Service

Volunteers in Stateservice should be &ated like contrad empbyees and a contrad should be pcessed.
If the volunee is treded like an independent contrador, then see SAM 0320. If thereis aquestion as to
whetheror notthevolunteer is orshould bdreded like an indendent contrador, contad the Risk
Management Division oryour Deputy Attorney General.

If the volunee is not anindependent contictor congder thefollowinglegal ramificaions of usig
voluntees in pogramsdirededby public agencies:
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Most personswho voluntee their services andparticipatein a program sponsoed by the Sate of
Nevadaare not automaticdly covered by worker's compenstion coverage. Catain types of
"volunteess" are spedfi cally defined by law to be"employees” and must becovered. (NRS
616A.160Volunteer Peace Officers)
2. Voluneas MAY be covered by Workmen's Compenstion undgr NRS 616A.130
a. "The processof discretionary coverage under NRS 616.067is a twastep pocess by
design. Initially, an insurer mustmake a determination that sich volurtees areto be
@eemeddemployees, and secondy, theemploying organization must eed coverage and
compy with the povisions of Clapter616 ofNRS." (AGO 80-15) Applications for
voluntea coverage can be obtaired by cdling Risk Management.
3. When avoluntee is covered under workers' compensation he State"is relieved from aher
liability for recovery of damages or other compersation for those grsonal injury, unless
othewise providedby the terms of Clapters 616A to 616D, irtlusive, ofNevadaRevised
Statutes otkmwiseprovided.” (NRS616B.612)
TheStatemay be liable for the negligent acts of its volunt&rs who injure third parties.
TheAttorney General may be responsble for defending avolunteea whois sued irtivil
procealings relating to that persan’'s voluntay service
6. In mostcases, the State will beliable and the voluntee will be entitled to a defense if the alleged
wrongful aa of the voluntee was done under the diredion and control of the State, in good faith,
in furtherance of the State's busiressand within the courseand scope of the public duty assuned
by the volunee.

S

0336Amendments to Contracts

All' contracts requiring Board of Examiners review may be amended if such an amendnent is deemed to
bein the best interest of the State. Amendmentsinclude, but are not limited to, additional money or time
required to complete the scopeof work of the of the contrad, any change in the basis of payment for the
contrad or any subgantive change to the scopeof work which would affect the anticipated resultsof the
contrad.

Except for thosecontrads waived uncer SAM 0326, all anendnentsto contrads require Board review
and approval. Such review may determinethat itis inthe lest interest of theState to rave anew contrad
with anotler contrador ratherthanamend thecontrad with thecurrent cantrador. TheClerk or his
designee may, on lehalf of the Board, approveamendments that which extend thetime of thecontract
with no additiora money and amendnentsthat increase the contrad by lessthan $50,000. Anendments
increasing the totalamount of thecontrad above$50,000 willneal to be subritted tothe Board of
Examiners. TheClerk may also appove contrad amendments tlat change the sopeof work if sucha
change is deemed to notdversely affect the State's interest.

All amendments mushclude language thatclearly identifies theapplicable change/revision;i.e.,
amountof moretary incresseand new maximum amount, cltange of effective/termination date from
00/00/00to 00/0000, etc.

Amendmentsshouldbe submitted in the following format: one copy of the amendnent with a copy of

the original contrad, complete with any prior amendmentsto the contrad and al attachments(e.g. the
Stated s cisatboh, contradorss responsegtc.) attached as Exhibit A. All remainingcopies ofthe
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amendnent should be gbmitted with acopy of the original contract and any prior anendnents atached
as Exhibit A.

Three copies ofthe amendment musbe sulmitted for Board of Examiner saproval. Each copy must
include sgnatures of the Attorney General or representative, theresponsble agency representativeand
the contrador. Thesignature requirementmay be met in coungparts and with facsimile and/or
electronicdly scanned copies ofthe sgnature page. Contad distribution is as follows: Onecopy for the
Fiscal AnaysisDivision of the Legislative Coun®l Bureau; onecopy to bereturned totheagency; and
onecopy for the independent contiector.

A Contract Summary Form mustac@mpany eat copy of the contrad amendments sbmitted for
review and approval.

0338 Sdicitation Requirements

Proposals and Bids

Particular attention should bejiven to proposls and bids. Kcept as povided in subgdion (3), an
agency shall, whenever possible, sdicit and review at least three bids or poposals for eat contrad.

Because theStatePurchasingAct, NRS Chapter333is applcable toall procurements withinthe £opea
publishedRequest for Proposal (RFP) (or authorized altemative publicaion) shall be theequired form
of agency-dired solicitation forcontrads of $25000 per fiscal year or more primatrily for services
(matenals, suppies, orequipment provided as anintegral part of a RFP for sevices reed notbe solicited
separatel y by the Purchasing Division). An agency mustwork with the Attorney General @ ice, the
Risk Management Divisionand shouldconsult with the Purchasing Division, or if structural the Public
Works Division, in congucting asdicitation document for services. Anagency using the RFP process
mustrequest a qery of thePurchasingD i v i sdatadesedvizen developing a maili ng list for the
solicitation. Anagency may request posing of the sdicitation dacument on the Purchasing DivisionGs
websiteat http://purchasing.stae.nv.us

Pursuant to NRS333.16%, except as otlerwise provided by statue, the Puchasing Administrator shall
contrad for services whoseestimated vaue is $100,000 or meyand may authorize an agency to
contrad for suwch srvices if he detemmines that todo so would be ithe kestinterest of the $ate.

Prior to releasing any sdicitation, an agency shoud define its needs, giving consideration tothe
development of the $ope of Work, identfying deliverablesand deallines.

The Request for Proposal process:

This praessis applicable to licitationsof service or srvice with goodswhoseestimated contrad
value is $25,00@er fiscal yea or more. Agencies must se the approved RFP templag, which may be
obtaired at the StatePurchasingD i v i s iebsite a htp:/Awurchasing.stae.nv.us. Prior to an FEP
being released, theevaluation criteria must bedetermined and listed in theRFP document in ordr of
importance weight fadors for theevaluation giteria mustbe establishedaind maintaned confidential
until acontrad hasbeen awarded; and theevaluation commitee should badentified and appointed by
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theagency head. Additionaly, it is at thistime thatagencies should hae the draft RFP reviewed by
their Deputy Attorney General for approva of the documentas to fam andcontentand ek minimum
insurance limit requirements from Risk Management. Theminimum insuance imits aeto beentered
into the Comtad for Service of an Independent Contrador, which is then appended tothe RFP
documentfor thevendarés information.

When establishinghe tmelinefor the RFP, it is recommended that theamountof time from thedate the
RFP is released unil the popasal submisson dedline (proposal opening) besix to eight weeks. The
minimumtimelineas recommended by the StatePurchasing Division is four weeks.

RFPs must beadvertisedonetime in a per of genera circulation. Consderation should bajiven as to
whom theagency is trying to target for this sdicitation, i.e., vices in ural Nevada shaild be
advertised in apaper serving thatarea.

Agencies nedl to allowfor a question and answer period within the RFP timeline. The agency must
recave all questionsin writing, placing themanonymoudy into an RFP amendment withthe subsguent
Stateresponse to thguestions. ThisRFP amendnentis thenforwarded to al prospedive vendors who
submitted questionsand madeavail able toany other interestedparties. The templatefor an amerdment
to theRFP is aweil able from the Purchasing Division.

The RFP opening is public; the ory information that is madeavail able isthe names ofthe vendorswho
sulmitted proposls. Submitted informationis canfidential and should oly be shared with the
evaluationcommitteemembea's. Exaluation conmitteememlers are to eval uate thetedhnicd propaosal
individually, with the contrad monitor setting a group evaluation comnittee meding in order for there

to be aconsensusmeding to rank the technica proposls. The mext step inthegroupmedingis to
present and sore the cost proposis. Ths may be doneat the same nreding; however, when deding

with difficult or comgex scopes ofwork it may requirean additional meeting. The outcomeof these
meetings isthe determination ofthe owral rankingafter factoring in thetechnical propcsal andcost
propasal scaes. The highest-ranking vendor is then issued a letterof intent to contrad, at which time the
negotiation processmay begin.

Following successfulnegotiations,a contrad is dafted which incorporates the State $licitation (RFP),
the contrador siresporse and any written regotiated or clarified items.Agercy policy detemines the
order that Sgnatures onthe contrad are obtaired. A contrad that has been signed by the agencyds
Deputy Attorney Generd, theawarded vendor and the agency heal isthen ready to be subriited tothe
Budget Division for phcement on thdBoard of Examiner sagenda. When thecontrad with all required
attachments is gbmitted to the Budget Division, theagency mustissue a Notification of Award (NOA).
Pursuant toNAC 333.170QtheNotification of Award iscomprised ofanotice poséd in three public
locationsand aletterto theunsuccessful vendorsnotifying them d who was avarded thecontrad and
the contrad amourt. Thetencdendar day apped perod, as @fined in NRS 333.370 begins the day the
notice is postedand theletters are sent. It is at thistime that all informationpertainingto the sdicitation
becomes publianformation. Agencies must be diligentin proteding any informationlabeled by the
vendorsas confidential and giving them tmely accessto any requested irformation. Templatesfor the
Notifi caion of Intentand Notifi cation of Award letters may be obtaired from the Sate Puchasing

Di vi s iebsitead Htp:/Awurchasing.stae.nv.us.
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Thecontrad summary form requires an explanation of why the contrador was seéeded. (SAM 0344)
Each proposl by a proposed independent cortractor shall include in the poposal a compete dislosure,
or a writtenaffirmationof the lad thereof, of any all eged sgnificant prior or ongoing contracual
fallures, any civil or criminal litigation or invesigation pending which involves the \endoror in which
the vendorhas been judged guilty or liable regarding either a State orfederal contract. The Stateof
Nevadareserves the right and dscretion to igjed any propasal or terminate any contrad upon
notification ofany past, current orfuture abuse of any government cortract.

Thelnformal Solicitation (or Quote) Process:

This pracess is apptable to licitations of grvices or ®rvices with goods whosesstimated contract
value is norethan $1,99 butlessthan $25,000 g fisca year. Agencies may obtainatemplatefor an
informal solicitation fomthe State6 s chigsing Division websiteat http:/purchasing.stake.nv.us Prior
to a sdicitation keing released, theevaluationcriteria that will be u®d to evaluateall proposls received
mustbe determined. It is at this time that theeval uation committee shouldbe identified. Additonaly,
agencies should conder having the draft solicitation reviewed by ther Deputy Attorney General for
approwa of thedocument as to fam andcontentand &k minimum insu@ance limit requirements fom
Risk Management. Theminimum insu@nce limit requirements are to beentered into the Contad for
Services ofan Independent Contrador Cortract, which isthen appended tothe sadicitation daumentfor
the vendar dinformation.

When establishinghe imelinefor the solcitation, it is reacmmended that thecontrad monitor
determine areasanable amount of timefrom thedate thesdicitation is released tothe date thepotential
vendorsare required to submit their proposls.

It is reaommended thatagencies contad the PurchasingDivision to request a query of the Purchasing
Di v i sdatatesefosssist inthedevelopment of a mailinglist.

Agencies shold allow for aquestion and answer period within the saicitation timeline. Theagency
mustreceave all questions inwriting, placing them anamymousy into aresponsediter, with the
subsegant Stateanswers to the qestions. This l&eris then forwarded toall prospedive vendorswho
sulmitted questionsand madeavail able toany other interestedparties.

Thesdicitation opening is pwlic; theonlyinformation that is madevail able is thenames ofthe
vendorswho sulmitted proposals submited informationis corfidential. Proposls may be evaluated
based on lowest responsble vendoror by an evaluation committee Evaluation canmittee members are
to evdluatethe propaosals individually, with the contrad monitor colleding the ore sheds and
tabuktingthe totals. Théiighest-ranking vendor is contraded, at which time the regotiation rocess
may begin.

Following successfulnegotiations, acontrad is dafted which incorporates the State $sdicitation, the
contrador6 eesporse and any written regotiated or claiified items. Agency policy determines the oder
thatsignatures on thecontrad are obtaired. A contract that hasbeen Sgned by the agencyé Deputy
Attorney Generd, theawarded vendor and theagency heal isthen ready to be sulmitted tothe Budget
Division for placementon theBoard of Examiners égenda. Upon cHlivery of the sgned contrad to the
Budget Division, al information petaining to the sdicitation becomes publiagnformation.Agencies
mustbediligentin protedingany information labeled by the vendorsas confidential andgiving then
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timely accessto any requested infemation. A tenplatefor the Notification of Intent to contrad may be
obtaired from the Stateof Nevada Purchasing Division.

Solicitation of Contracts

It is the Board of Examiner sp@hera policy that contrads be sakited at least every four years. A
contrad which isdetermined by the Purchasing Administrator to bea solesoure acontrad speificdly
authorized by legislative ad or acontrad contirgent upon priorapproval by afederal agency shall be
solicited at least eery four years in theabsence of any longer or shoter authorized period under State or
federd law.

U A fisole souced shallmean any contrador who, at the time of entering the current contrad, was
reasorebly believed to bethe oty knownqualified souce

U A Aqualified souced shal be onemeding or excealingthe minmum statutory, regulatary, and
published orsdicited minimum contrador qualificaions.

U For eadt respective contrad anfionly qualified avail able souced shallbe deemed to men:

a. Theonlyqualified respondent to aState intiated quote sotiitation, poposal solicitation
or notice of intent to bid:

b. Theonly qualified respondent to apublishedRFP;

c. Theonlyqualified source othawise demonsteble in fad.

Exempted Independent Contr actor s

Solicitationsare not required for services performed by independent contractors exempted by law.
Proposils may be evaluated based on lovest responsble vendoror by an evaluation comnittee (NRS
625.530 oras cetermined by the Puchasing Administrator pursuant to egulation.(NAC 333.150

(2)(@(b)

Remodeling, Repair, and Maintenance

Minor non-structural remodelng, repair and mairtenance contrads, proj&ts exempt pursiant to NRS
341.141 throgh 341.148or Statenon-building projects.

All minor non-structural remodeling, repair and maintenance work requiring the use of outsde laborand
having an estimaied costof less than $5,000ay be negotiated by the agency either on asingle
guotation basis or ontameand maerial basiswithoutthe recessty of formal bidding.

Repairs costingmore than $5,000and less than 35,000 mst havest |least three bids or poof that the
bids have been requestedfrom at least three firms. All projed requirementsand gedfi caions musbe
submitted in writing to dl prospedive biddes.

Exceptions: On jobstheagency estimaies to cosbetween $5,000and $25,000 theagency may

negotiate work on atime and maeria basisif it submts staementsby at |east tworeputablefirms
licensedto peform thework that the jolzannot bebid.
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Projeds estmaied to cost$25,000 butessthan $50,000 mudbe advertisedonce aweek for at least two
conseutive weeks in alocal newspaper.

Projeds thet cost $35,000 amore mustbe proteded by a performance and payment bondas required by
NRS 339.025 If ageneral contractor has been awarded acontract, ead of his/her sulcontradorswho
will perform work on thecontrad that exceeals $50,000 orl percent of theproposed projed, whichever
amountis greder, shal also berequired tofurnish abond in aremountto befixed by the Pultic Works
Division as required by NRS 339.025

The Public Works Division can asgst agencies indrafti ng specificaionsand bid proposis, ewdluating
bids and peparing contracts.

Most contrads andagreementscontain aschedule of insurance requirements and hold hanless
(indemnificaion) povisionsthat affect the State's insurance or self-insurance. To ensue that the érms
in thecontrads oragreaments providedequate protection tothe State, the proper insurance and hold
harmlessagreements sbuld bereviewed by the Risk Management Divisbn and must berevioudy
approwed by the Attorney General Gs Office and included in the bid docunents orrequestsfor proposals.

Complianceof RFPsand Solicitations

It is the Board of Examiner dlicy thatall RFPs or othersdicitation dacuments forservices compy
with the modeforms asapproved by the Attorney Generdé sffice@and available on theState
PurchasingD i v i swiebsite. &rs/ apped of a contrad award mustbefiled in strictcompiance with
NRS 333.370and NAC 333170. In the case of an apped of an agency-dired procurement, the
Purchasing Administrator will promptly forward the notice of apped to thecontrading agency, which
will beresponsble for defending the contrad award.

0340 Hfeadive Dates ofContracts

Unless speifi cdly exempt from Board of Examiner gebiew and approval, contracts eriered into under
the povisions of NRSdo not beomeeffedive withoutthe prior approval of the Board. Therefore,
agenciesare to present contrads for Board review and approval before any work is started on the
contrad or any fundsare doligatedto the contrad. Contrads presented to theBoard with a sté date
prior to the dite of Board approva will be ceniedunless suicient writtenjustification as tothereason
for the cllay acompanes thecontrad.

0342 Catract Forms

All contracts shouldconform to theform, termsand conditions set forth in the mostcurrent version of
the Attorney Genera @antrad for services of an independent contictor. This form can befoundon the
StatePurchasingD i v i s iebsitea fgtp:/Asurchasing.stak.nv.us

Agencies are encouraged to work closdy with their Deputy Attorney Genera when drafting contrads
and to usehe mosturrent version of the Office of the Attorrey Generaés interlocd contract and
cooperative agreementsfound on the Pehasing D i v i &bsiteanhtips/puwhasing.stak.nv.is.
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In the event anagency is proposingto usea contract form ather than theapproved contrad for serices
of an independent contactor orenter into intalocal contracts thet arein any way unusual in nature,
thesedocuments shad beprepared with thejoint cooperation of theagency and theirDeputy Attorney
General.

0343 Cantract Logs andDatabase

Agencies dhall maintaincontrad log sheds andenterdata intothe StatePurchasingDi v i s i oad0 s
Database M anagement System for all agency contracts (BOE, Non-BOE, interagency and intedocd) of
$2,000and ower. A contrad log shed shouldincludethe agency name,vendor rame, approved budget

and category authority (initial contrad andall amendments)contrad beginningand ending dates,and

the totalamountof the contrad. Each payment should berecorded on thelogand include tie document
numberand theremaining balance Travel payments mustbe detailed sparately.

Agencies $al maintainthislog asjusificaion for eat payment voucher. Corntrad data can ony be
entered into the Puchasing Divisio n éostrad databeseby certifi ed contract monitors (see SAM 0322,
number 3).

0344 Catract Summary Forms

The Contrad Summary Form provides theBOE with an acarate description of the contrad document.
All information dsplayed on the smmary form mustagree with the contents of thecontrad. Completed
Contrad Summary Forms must beattadched to all contrads andagreamentssulmitted tothe BOE. The
Contrad Summary Form is generated after all the pertinent contad datais entered into theBudget
Divisionis Contrad Entry and Tracking System CETS). Instuctions forentering contrads into CETS
can befoundon theBudget Division's website at:

http://budget.nv.gov/Manuals-Instructiond
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0400Records

0402Agency Responsibility for Reoords

Thehea of eat agency mustmalke, recave and preserve records containing adequate and proper
documenttion of the oganization, functions, pdicies, cedsions, pra@edures andessential tansactions
of theagency. He/Sheis responsble and stall be held accourtable to povidefor effedive controlsover
thecreation, u®, mainenance, saurity, distributionand dispogion of theserecords by establishing a
records managementprogram.

Theheal of eat Stateagency shall take the following adions toestablish ad maintain theagencyds
records managementprogram:

1. Issuueadiredive establishing program oljedives, responsbilities authorities, $andards,
guidelinesand ingructions.

2. Control thecreation, maintenance, use and distrbution of agency recordsand infarmationto
ensurethat theagercy:

a

b.

C.

Does notaccumuate unnecessary records orgather data which do notpertain to the
function ofthe agency;

Adrleres to arecordsretention and dispogion schedule as mandited by NRS 239.080and
NAC 239.710 to 23920;

Does notcrede information system fomsand reports thet collect informaion
inefficienty or unnecessarily;

Annially review all existingformsand reportsto deermineif they need to beimproved
or dispensd with;

Design forms forcomputer data entry or information gathering that are easy to compleg,
read, rangmit, process,retrieveand does notgather information which des not gertain to
thefunctions of theagency;

Eliminates unnecessary reports, aksigns reports for easeof use, deletes inbrmation on
reports whch isnot needed, and limit distributiion of reports toreduce cost;

Maintains ts reardsin acost efective format, which allowsfor therapid retrieval and
protection ofthe nformation;

Provides forthe faurity of eledronic records consistent withthe scurity and disaster
recovery stardards and procedures estblishedby the Department of Information
Tednology;

Establiskes awritten aganized filing system which is standardized for al branches of the
agency, provides for the supplies personrel and equipment to propery run thefiling
system,and provides for an ongoing training program for stéf in theuse of thefiling
system,

Provides forthe tansfer of records to theState Archives ofhistaicdly valuable
informationin acmrdance with NRS 239.080 239.090 378250, and NAC 239.760Q and
Establisks written pocedures forthe proper access or @nial of accessto the public or
othergovernmental agencies ofrecords whch have been dedared by law to be
confidential.

3. Prior to thecreation of eledronic records, te heal of each Stateagency must:
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a. Consult wth theDepartment of InformationTednology on theimplementation of its
strategic planfor information resourcces and informationtechndogy, thepurchaseand
implementationof hardware and ftware and theestablishment ofesurity and training
programs consistent witiNRS 242,

b. Work with the StateRecords Maragement program of the Nevada State Library and
Archives(NSLA) to ensure the poper use, mairtenance, retention,preservation and
disposl of that record, and toimplement the pocedures oulined in NRSChapters 239
and 378 and NAC Chepter 239;

c. Establish aecordsretertion and dispsition schedulefor therecord seresto becreated,
in accordance with NRS239.080 NRS 378.25%3)(7), and NAC 239.7100 239.720and

d. Ceste amigration grategy and include this inawritten pbn for implementationto
ensurethat theinformation will betransferable toanotherformat.

4. Theheal of eat State agency mustestablishand beresponsble and accountablefor the

implementation ofwritten safeguards against the unlawful removal, misuse, damage, alteration,
destruction or lossof records. An omoing training program to tead staff in safeguarding records
mustbe establishedThe taining program mustinclude:
a. That records in the égal cusiody of the agency are notto be compromsed or destroyed
except in accordance with NRS 239.080and NAC 239.715 to 23922; and
b. Tret perdltiesare provided inlaw for the unawful removal, misuse, damage, alteration,
destruction orlossof records as povidedby NRS 205.4765 to 20881, NRS 239.010 to
239.012NRS239.080 td239.085 NRS 239.300t0 239.330NRS 378.25%9)(a), NRS
281.180 to 28190, and NRS603.080 to 60890.
Theheal of eat State agency mustensure that records are proteded from the unbwful removal,
misuse, dmage, alterdion, destruction or loss. Théea of ead State agency mustinform the
Attorney General of any adual, impending or threatened unlavful ad regardingrecords in the
legal custaly of an agency of which he/she isthehead thatcomes to his/heattention. With the
asgstarce of the Attorney General and theAsdgstant Administrator for Archivesand Resords,
he/she shll initiate adion as proviced by NRS 378.2559) to recover records thet he/sheknows
or has reason to telieve were unlawfully removed from his/heragency.
. Thehea of eat State agency shall take all measures posghleto praed therecords in his/her
legal custady from anatural or otherdisaser. He/Sheshall berespasible and held accountable
to pracure the proper syoplies, equipment and grsonrel to proted the records in hs/her lega
cugody. If any damage comes to theecords, thismustbereported tothe Asgstant
Administrator for Archives and Records. The Assstant Adminstrator for Archivesand Records,
as proviced by NRS 3782556)(7), shal provideadviceand al help possble in savingor
restoring damaged records.
. As @t of the Emergency ManagementPlan required by the Division of Emergency
Management ofthe Department of PublicSafety, and as allowed by NRS 378.2556) in
cooperation withthe State Archivist, the read of each Stateagency mustprepare a disaster
recovery planfor thereoords in the égal cugody of the agency. Thedisaser recovery plan must
includemeasures staff will taketo recover records, regardiess of fhysical format, ateradisaster
has accurred. The disaster recovery plan must povide for:
a. A list of vital records,in order of importance, that efforts will bedireded at to proea
and recover;
b. A list of stéf assgned responsbilitiesand duiesto becaried outin case of an

emergency;
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c. A list of vendorscgpable of rendering help in emergency. For eledronic records,
agencies mustfollow the standrds establishedoy the Department of Information
Tednology;

d. A listof equipment and suppies, with thelocation ofead, which areto beusedby staff
in therecovery of records danaged or threatened by a disaser, and

e. An ongoing training program for stdf in disaster preparedness andecovery of damaged
or threaened records.

8. nOfficialy Filed aneansthatrecordshave been placal inthelega cugody, care and keging of
a Stateagency.

9. Reaords that havebeen officially filed with aState agency are suljed to theprovisions found in
NRS Chapter239and NAC Chapter23%nd mustbeinventoried, appraised and included on a
recordsretention shedule.

a. When sich records are transferred tothe State Archives, kgal cugodyis transferred to
the Sate Archivesas piovided inNRS Chapter378

b. If an approved records retention €hedule povidesfor the destruction of suchrecords,
they may be destroyed subjed to NAC 239.72.

10. If any agency in theregular courseof busiress, has kept, recaved ormade any official State
record, and intheregular courseof busnesshas causedthe sme tobe recorded, copied,
reproduced onany phobgraphic, Phdostat,microfilm, micro card, miniature phographic,
compuer or othereledronic recording, opicad media, audio oraudio-visual media, or any
durable medium for soreproducing the aiginal, the origina may be destroyed in theregular
courseof busiress wlessprohibitedby law. The duplicae ofsuchareoord shall bedeemed to be
the aiginal, and must beaetained acordingto an approved recordsretention schedule.

0404 Reoords under Custody of the Sea etary of State

The Seaetary of State has legal cusody of the following records:

1. Ekction lavs and orporation lavs of theStateof Nevadathat havebeen recorded, compl ed,

and distribued.

Cfficial records of éedion returns,reports and resultsafter final compilation.

Caporationrecords, tademarks, limited partnerships, et.

All deadsand conveyances belaging to the State.

Theofficial bondof the State Treasurer as approved by the Board of Examiners. (SAM 0120

All writtencontrads to which theStateis a many, unlessrequired to bedeposited elsewhere See

SAM 0332

Arecord of al commisdgonsand appointmentsmadeby the Govemor. The Seaetary of State

mustattest tothe Govemor's sgnature thereon and affix the Sate Sel.

8. Files andrecordsof licensed ministers.

9. Rulesandregulations ofexeautive agenciesfiled pusuant to provisionsof the Nevada
Administrative Procedures Act.

10. Seauritiesagents anddeders licensingand registration records.

11. Arecord of al Notary Public appointments.

12. Statements offinarcial disclosurefor Statewide and muti-cournty candidatesand pubic officers.
(NRS281.56)

13. UCCfinarcing staemerts andrelated documents, federa tax liensand utlity fili ngs.

SOk wWN

~
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