
1 NYE COUNTY RESOLUTION NO. 2020- 31

2 A RESOLUTION ESTABLISHING A COMPREHENSIVE FINANCIAL MANAGEMENT POLIC
FOR NYE COUNTY

3

4 WHEREAS, the County Board is the fiscal authority for Nyc County government; and

5 WHEREAS, the County Board is responsible for the management of County funds and financial

6 operations of the County; and

7 WHEREAS, the County Board finds the need to budget and deliver essential county services a

8 the lowest possible tax rate; and

9 WHEREAS, the County Comptroller is responsible for the execution of County Board directio

10 related to the financial management of the County and must maintain duties pursuant to NRS 251.030;

ii and

12 WHEREAS, the County Comptroller finds the need to develop a comprehensive financial polic

13 to provide for prudent financial practices, fiscal transparency, compliance with financial-related statues,

14 budget process management, and maintaining the County’s bond rating; and

15 WHEREAS, the purpose and objectives of comprehensive financial policies are, to the fulles

16 extent practicable, to: earn and maintain the public’s trust in the County’s collection, use, and conservatio

17 of public funds; ensure the legal and appropriate use of County funds through a system of internal financial

18 controls as enumerated herein; provide reasonable assurance that financial records are reliable in th

19 preparation of financial statements and accounting for assets and obligations by abiding by generally

20 accepted accounting principles as applied to governmental entities; and provide financial information

21 clearly and transparently; and

22 WHEREAS, the comprehensive financial policy framework will strive to: prepare accurate and

23 timely budgetary, financial, and socio-econornic information for policymaking; identify and establish

24 principles that minimize the County government’s cost and financial risk; provide financial principles to

25 guide financial and management decisions; provide direction to County departments related to financial
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matters; and provide information regarding the County government’s current financial condition.

NOW, THEREFORE, BE IT RESOLVED that the Nye County Comprehensive Financial

Management Policy set forth in Exhibit A are adopted by the County as guidelines governing its financial

practices; and

BE IT FURTHER RESOLVED, that the County Comptroller intends to review and update these

policies at least annually.

APPROVED this 6th day of October, 2020.

NYE COUNTY ATTEST:
BOARD OF COUNTY COMMISSIONERS:

__- __________________

Koenig, Chairman
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Nye County Comprehensive Fiscal Management Policy Information 
 

 

Document and Contact Information 

 

Procedures Manager: 
Nye County Finance 
(775) 751-6391 

File Name: Nye County Comprehensive Fiscal Management Policy 

To obtain this document or  
to make inquiries: 
 
 
 
Requirements for 
Document acceptance and 
changes: 

Nye County Finance Office 
(775) 751-6391 
Attn:  Savannah Rucker, Nye County Comptroller 
 
 
Acceptance of and changes to this document must be reviewed 
and approved by the Nye County Manager and subsequently the 
Nye County Board of County Commissioners (BOCC). 

 
 
History of Revision 

 
Date Version Comments 
10/6/2020 1-2020 Resolution 2020-XX Initial Establishment of Policy  
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Introduction 
 
Purpose 

The Comprehensive Financial Management Policies assembles all of the County’s financial policies in 

one document. They are the tools used to ensure that the County is financially able to meet its 

immediate and long-term service objectives. The individual policies contained herein serve as 

guidelines for both the financial planning and internal financial management of the County. 

 

Nye County is accountable to its citizens for the use of public dollars. Local government must use 

resources wisely to ensure adequate funding for the services, public facilities, and infrastructure 

necessary to meet the community’s present and future needs. These policies safeguard the financial 

stability required to achieve the County’s goals and objectives.  

 

Objectives 

This fiscal policy will influence the financial management practice of Nye County, Nevada. A fiscal 

policy that is adopted, adhered to, and regularly reviewed is recognized as the cornerstone of sound 

financial management. Effective fiscal policy: 

1) Guides the Board of County Commission and managements policy decisions that 

have a significant financial impact, 

2) Contributes to the County’s ability to insulate itself from a fiscal crisis, 

3) Enhances short-term and long-term financial creditability by helping to achieve the 

highest credit and bond ratings possible, 

4) Promotes long-term financial stability by establishing clear and consistent guidelines, 

5) Directs attention to the total financial picture of the County rather than single-issue 

areas, 

6) Promotes the view of linking long-run financial planning with day to day operations, 

7) Provide the County Staff, the County Board of Commissioner and the County citizens 

a framework for measuring the fiscal impact of government services against 

established fiscal parameters and guidelines, and 

8) This policy will be reviewed annually by County Finance staff and any changes 

approved by the Board of County Commissioners. 
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Distribution:  This policy will be distributed to all members of the County Commission, County 

departments, and other County employees involved in areas covered by this manual. This policy will 

also be available on the Nye County Finance Employee Resources webpage. All recommended changes 

or corrections should be forwarded in writing to the Comptroller, Nye County Finance Department, 

2101 E. Calvada Blvd., Suite 200 Pahrump, NV 89048, or email to the Comptroller at 

comptroller@co.nye.nv.us.  
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General Policies 
 
 
 Purpose 

The General Policies identify the responsibility of the Finance Department, and details the 

means with which the department will see success in implementing and managing all aspects of 

this policy.  

 

Financial Management: The Comptroller is charged with establishing policies and procedures 

and regulations for the implementation of a sound and efficient financial system for 

administering the funds of the County. 

 

Finance Department Personnel: Employees performing the functions of accounting, 

budgeting, contracts, grants, payroll auditing, and purchasing shall be supervised by the 

Comptroller.  All financial books and records, including contracts and grants, are to be 

maintained under the control of the Comptroller. 

 

Finance Department Employees: Employees are responsible for accounting, accounts 

payable, budgeting, contracts, fixed assets, grants, payroll auditing, and purchasing for the 

County and will be held to high professional and ethical standards. 

 

Training and Staffing:  Appropriate training and staffing are necessary to provide expected 

levels of service to County offices and officials. The ability to provide expected and necessary 

information will be assessed on an annual basis to determine if the needs of the County are 

being met under present staffing.  Changes in needs shall be addressed during the budget-

planning process and incorporated into the appropriations request. Annual training will be 

offered to maintain and improve the skills and knowledge necessary for optimum job 

performance. 

 

Conflict of Interest:  It is a breach of ethical conduct for any employee or official to 

participate, directly or indirectly, in a contract or procurement when he/she or any immediate 

family member has a financial interest in the transaction.  County officials and employees shall 
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not solicit, nor may they accept, gratuities, favors of any monetary value from 

contractors/vendors, potential contractors/vendors, or other parties with a  financial interest 

in any arrangement. This does not include items less than $5 in value such as pens, coffee 

mugs, notepads, or other similar items. Ethics in Government, Chapter 281A of the Nevada 

Revised Statutes. 
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Accounting, Auditing, & Financial Reporting, Revenue, Expenditure, and 
Electronic Payment Policies 

 

 

 Purpose 

The purposes of government accounting are: to carry out the financial business of government 

in a timely, efficient, and reliable manner, subject to necessary financial controls. 

 

General 

 

The objectives of accounting are to provide information for decision making concerning the use 

of limited resources, effective direction and control of human and material resources, and 

control of and accountability for expendable financial resources.  The primary considerations of 

the governmental environment are compliance and accountability.  Therefore, accounting, 

reporting, and auditing of the governmental unit are principally tools of compliance control and 

accountability demonstration. 

 

The Governmental Accounting Standards Board (GASB) is the authoritative source for 

governmental accounting and is responsible for establishing accounting standards for activities 

and transactions of state and local governments. 

 

Accounting, Auditing & Financial Reporting Policies 

The County Finance Department shall maintain a system of financial monitoring, control, and 

reporting for all operations and funds to provide effective means of ensuring that the overall 

County’s goals and objectives are met. 

1) Accounting Records and Reporting: The County will maintain its accounting 

records in accordance with state and federal law and regulations, GASB, and 

generally accepted accounting principles (GAAP). Budgetary reporting will 

be in accordance with the state’s budget laws and regulations. The County 

will report its financial condition and results of operations in accordance with 

state regulations and GAAP applicable to governments. 
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2) Auditing:  an external Auditor will perform the County’s financial and 

compliance audit annually pursuant to NRS 354.624. The auditor’s opinions 

will be contained in the County's Comprehensive Annual Financial Report 

(CAFR). The results of the annual audit shall be provided to the Commission 

timely and pursuant to statute. An annual audit is required to provide 

reasonable assurance that the financial statements of Nye County present 

fairly the financial position, results of operation and cash flows or changes in 

financial position in accordance with generally accepted accounting 

principles.  Legal compliance is considered an integral part of both managerial 

responsibility and accountability of the fiscal audit. 

3) Simplified Fund Structure: The County will minimize the number of funds. 

The funds will be categorized in accordance with generally accepted 

accounting principles (GAAP) for reporting purposes, although some funds 

may be functional classifications but may also be referred to by Nye County 

fund types. 

 

Revenue Policy 

The County will strive to maintain a diverse and stable revenue stream to protect against the 

short-turn volatility of any single revenue source. 

1) Because revenues, especially those of the General Fund and other tax-supported 

funds, are sensitive to economic changes, the County will use a conservative 

approach to revenue forecasting. 

2) Special and restricted revenues will be segregated with a separate fund, or 

revenue string, for tracking purposes. 

3) Volatile and one time revenues shall fund capital improvements, debt reductions, 

pre-funding of OPEB and other similar liabilities, or increase reserves. 

a) I.E., net proceeds, one time payments for development agreements. 

4) Charges for Services: As much as is reasonably possible, County services that 

provide private benefit should be supported by fees and charges to provide 

maximum flexibility in the use of general County taxes to meet the cost of 

services of broader public benefit. Charges for services that benefit specific users 
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should recover full costs, including all direct costs, capital costs, department 

overhead, and countywide overhead. Departments that impose fees or service 

charges should prepare and periodically update cost-of-service studies for such 

services. A subsidy of a portion of the costs for such services may be considered 

when consistent with legal requirements to meet other County interests and 

objectives, such as remaining competitive within the region. 

5) Periodically, rates shall be reviewed for all services provided, with a goal of full 

cost recovery for services rendered. 

6) As a general rule, revenue/cash receipts should post to revenue accounts. 

a) Exceptions to this rule: 

i) The revenue is a true reimbursement of expense. 

(1) I.E., office supplies are purchased and paid for, then returned. 

The resulting deposit should reduce the expense account 

originally charged for the original purchase. If the 

reimbursement is from a prior, and closed, fiscal year, the 

reimbursement shall post to a revenue account. 

b) Revenues resulting from a County department billing outside entities for an 

expense incurred by that department are not considered reimbursements. 

These revenues should post to a revenue account. 

7) Refunds for overcharged services in governmental funds post to revenue accounts 

to reduce the overstated revenues. 

8) Revenues that are expected to be received at a future date shall be entered into the 

Accounts Receivable module for proper tracking of payment and posting. 

9) Revenues receipted by departments shall be reconciled and forwarded to the 

Treasurer’s Office no less than weekly and no more frequently than daily. All 

departments shall reconcile all payments, whether electronic or cash, or check, at 

the end of the business day. All deposits received in each month are due to the 

Treasurer’s Office no later than the 5th of the month following receipt. 

Departments are encouraged to coordinate the process for receipt processing with 

the Treasurer’s Office to facilitate a functional process. 
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10) Initial revenue receipts will be receipted through the following modules: Accounts 

Receivable, General Ledger – Receipts, and Permits. 

11) Departments are responsible for journalizing incorrect revenue postings in 

revenue funds they manage. Corrections made to accounts receivable and permit 

payments are to be processed in their respective modules, and all other revenue 

adjustments will be made in the Journal Entry module. 

 

Expenditure Policy 

1) The County will maintain expenditure categories according to state statute and 

administrative regulation. Capital expenditures shall meet the requirements of 

generally accepted accounting principles (GAAP). 

2) The County shall use major one-time revenues to fund capital improvements, 

debt reductions, or reserves. The use of one-time revenues to fund operating 

expenditures is strongly discouraged. 

3) As a general rule, when an expenditure is incurred for which both restricted 

and unrestricted fund balance is available, the County will consider the more 

restricted amounts to have been spent first. 

4) As a general rule, expenditures shall post to expenditure accounts. 

a) Exceptions to the rule include:  

i) Inventory invoices posts to balance sheet accounts; inventory is 

charged to the department expense funds upon the use of inventory. 

ii) Tax trust expenses post to revenue accounts. 

iii) Refunds for overcharged services in governmental funds post to 

revenue accounts to reduce the overstated revenues. 

iv) Contracts that run multiple years may be prepaid to secure discounts. 

The future fiscal year contract payments may post to the prepaid trial 

balance account for the affected fund. Finance will monitor and 

manage prepaid accounts. 

5) Departments are responsible for correcting expenditures that are incorrectly 

charged in the general ledger regardless of the originating module. All 
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correcting entries for expenditures shall be processed through the Journal 

Entry module. 

Electronic Payments 

1) Upon request of the vendor, and approval of the Treasurer’s Office, electronic 

payments can be made via electronic payment. 

a) Electronic payments are to be generated within the online banking system 

by the Treasurer’s Office following receipt of an approved check run 

from the Finance Department.  

b) Electronic payments are to be approved by a representative of both the 

Treasurer’s Office and the Finance Office. 

2) Upon request of the vendor, and approval of the Treasurer’s Office, electronic 

receipts can be received via electronic payment. 

a) The department managing the revenue and payment must enter an 

Accounts Receivable invoice for the revenues to be received and inform 

the Treasurer’s Office of the A.R. invoice number for receipting.
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Fund Description and Reserve Policy 

 
 
Purpose 

Fund accounting is used in government to record resources whose use has been limited by the 

donor, grant authority, governing agency, by law, or other means. It emphasizes accountability 

rather than profitability and is utilized by all governments.  

 

Fund Descriptions 

A governmental accounting system should be organized and operated on a fund basis. A fund is 

defined as a fiscal and accounting entity with a self-balancing set of accounts recording cash 

and other financial resources, together with all related liabilities and residual equities or 

balances, and changes therein, which are segregated for the purpose of carrying on specific 

activities or attaining certain objectives in accordance with special regulations, restrictions, or 

limitations. Fund financial statements should be used to report detailed information about the 

primary government, including its blended component units. 

 

1) Fund Types 

a) General Fund: Should be used to account for and report all financial 

resources not accounted for and reported in another fund. NRS 

354.534. 

b) Special Revenue Fund: Should be used to account for and report the 

proceeds of specific revenue sources that are restricted or committed to 

expenditure for specific purposes other than debt service or capital 

projects. NRS 354.570. 

c) Debt Service Funds: Should be used to account for and report 

financial resources that are restricted, committed, or assigned to 

expenditure for principal and interest. NRS 354.510. 

d) Capital Projects Funds: Should be used to account for and report 

financial resources that are restricted, committed, or assigned to 

expenditure for capital outlays including the acquisition or construction 
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of capital facilities or other capital assets. Capital outlays financed 

from general obligation bond proceeds should be accounted for 

through a capital projects fund. Capital project funds exclude those 

types of capital-related outflows financed by proprietary funds or for 

assets that will be held in trust for individuals, private organizations, or 

other governments (private-purpose trust funds). NRS 354.49950. 

e) Enterprise Funds (Proprietary Funds): May be used to report any 

activity for which a fee is charged to external users for goods or 

services. Enterprise funds are established to account for operations 

that are financed and conducted like the activities of a private business 

enterprise. NRS 354.517. 

f) Internal Service Funds: May be used to report any activity that 

provides goods or services to other funds, departments, or agencies of 

the government, or to other governments, on a cost-reimbursement 

basis. NRS 354.543. 

g) Pension (OPEB) Trust Funds: Should be used to report fiduciary 

activities for the following: 

i) Pension plans and OPEB plans that are administered through 

trusts that meet the criteria in paragraphs 3 of GASB Statement 

67 or paragraph 3 of GASB Statement 74, respectively. 

ii) Other employee benefit plans for which (1) resources are held 

in trust that meets the following criteria: the assets are (a) 

administered through a trust in which the government itself is 

not a beneficiary, (b) dedicated to providing benefits to 

recipients in accordance with the benefit terms, and (c) legally 

protected from the creditors of the government and (2) 

contributions to the trust and earnings on these contributions 

are irrevocable. 

2) Governments should establish and maintain those funds required by law and 

sound financial administration. Only the minimum number of funds 

consistent with legal and operating requirements should be established. 
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Using numerous funds results in inflexibility, undue complexity, and 

inefficient financial administration. 

 

Fund Reserve Policy 

The Board of County Commissioners has established operating and reporting guidelines for the 

fund balances of the governmental funds in accordance with Governmental Accounting 

Standards Board Statement Number 54. The County’s Fund Balances shall be classified into 

five categories based on the strength of the constraints governing how those balances can be 

spent:  

1) Nonspendable Fund Balance: Represents amounts that cannot be spent 

because they are either (a) not in spendable form or (b) legally or 

contractually required to be maintained intact. Nonspendable criterion 

includes items that are not expected to be converted to cash, I.E., prepaid 

amounts, and long term notes receivable. 

2) Restricted Fund Balance: Represents amounts that are restricted to specific 

purposes, with constraints placed on the use of resources by (a) external 

creditors, grantors, contributors, or laws or regulations of other governments; 

or (b) imposed by law through constitutional provisions or enabling 

legislation.  

3) Committed Fund Balance: Represents amounts that can only be used for 

specific purposes that have imposed constraints by formal action of the 

government’s highest level of decision-making authority, the Board of County 

Commissioners. The amounts may not be used for other purposes unless the 

Commission removes or changes the constraints pursuant to the same type of 

action used to commit them initially. 

4) Assigned Fund Balance: Represents amounts that are constrained by the 

government’s intent to be used for specific purposes but are neither restricted 

nor committed. The governing body may delegate its authority to assign 

amounts to other officials, for example, the County Comptroller.  

Assignments may occur subsequent to fiscal year-end. Unlike commitments, 

assignments generally only exist temporarily. Assignments will be made when 
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necessary to utilize reserves to balance the proposed budget as needed or in 

the event of unforeseen circumstances that arise and require the expenditure of 

funds for which there was not an offsetting revenue source to account for the 

increase in unplanned appropriations. I.E., A catastrophic event. 

5) Unassigned Fund Balance: Represents the residual amount in the general 

fund that has not been restricted, committed, or assigned to specific purposes. 

 
Reserves: 

1) In governmental funds other than the General Fund, the assigned fund balance 

represents the remaining amount that is not restricted or committed. 

2) Unassigned General Fund Balance: comprise funds that remain available 

for appropriation by the County Board after all considerations for future 

expenditures, required restrictions defined by State statutes, and previous 

Board commitments have been calculated. The County will define these 

remaining amounts as “available fund balances.” 

3) Governmental Fiscal Officers Association (GFOA) recommends, at a 

minimum, that general-purpose governments, regardless of size, maintain an 

unrestricted budgetary fund balance in their general fund of no less than two 

months of regular general fund operating revenues or general fund operating 

expenditures.  

4) Committed General Fund Balances: The Board of County Commissioners 

took action on October 6, 2015, to repeal Nye County Code Chapter 3.28 to 

abolish the County’s Payment Equal to Taxes (PETT) policy. On February 16, 

2016, the BoCC took further action to collapse the PETT funds into the Nye 

County General Fund, the Nye County Debt Service Fund, and the Nye 

County Special Capital Project Fund. Resolution 2016-18 transferred 

$5,800,000 into the Nye County General Fund, and these funds have been 

committed as general fund balance.  

5) Total committed and unassigned General Fund balances shall equal at 

minimum $5,800,000, or 16.67% of the total budgeted expenditures for 

the fiscal year, whichever is higher.  16.67% of the total budgeted 
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expenditures, including departmental and intergovernmental transfers, equals 

approximately two months of operational expenditures in the general fund. 

Government Fiscal Officers Association (GFOA) recommends, at a minimum, 

that general-purpose governments, regardless of size, maintain unrestricted 

budgetary fund balance in their general fund of no less than two months of 

regular general fund operating expenditures. 

6) The Board of County Commissioners may utilize fund balances reducing 

General Fund balances below the 16.67% fund balance policy for a declared 

fiscal emergency, or other such global purposes as to protect the long-term 

financial security of Nye County. In such circumstances, after available fund 

balances have been calculated as part of closing out a fiscal year, the Board 

will adopt a plan as part of the following year’s budget process to restore the 

available fund adoptions. If restoration cannot be accomplished within the 

timeframe without severe hardship to the County, then the Board will 

establish a different and more appropriate timeline. 
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Budgeting 

 
 
Purpose 

The budget determines which constituents give to the entity and which receive services from the 

entity, which government activities are supported and which activities are assessed. The force 

of law backs government budgets, and officials use it to guide and oversee spending. The 

Budget Policy on the following pages is to provide direction in the compilation and 

administration of the budget. 

 

 

Budget Summary 

1) The budget process will be compliant with the Nevada Local Government Budget 

statutes, NRS 354-Local Financial Administration. 

2) The County’s fiscal year is July 1 through June 30.  

3) NRS Chapter 354 directs the budget must be adopted no earlier than the third Monday 

in May, and no later than May 31 for the upcoming fiscal year. 

4) The County shall adopt a balanced budget. 

5) One-time, volatile, or other special revenues, will not be used to finance continuing 

County operations, but instead will be used for funding special projects, pre-funding 

OPEB, and capital projects.  

 

General 

The annual budgetary process is critical as it is an expression of public policy, strategic 

planning, and intent. The budget is a financial plan that indicates the proposed expenditures for 

the next year and the means of financing them. The adoption of the budget implies that 

decisions have been made, based on a planning process, as to how the County, and each 

department, is to reach the County’s collective objectives and strategic plan. 

 

The most preeminent budget provisions are that County departments must live within the 

constraints of the County budget, and the specific budget assigned to their department. 
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Departments may not obligate the County to spend more money than budgeted and must 

process all budget transfers through the Finance Department. The Finance Department will help 

facilitate the appropriate reviews and necessary approvals consistent with this policy. 

 

The Board of County Commissioners adopts the budget as the annual appropriation of the 

County at a regularly scheduled meeting in May, of each fiscal year.  When approved by the 

County Commission, the budgetary expenditure estimates become binding appropriations that 

both authorize expenditures and limit the amount that can be expended for each specified 

purpose.   

 

The County shall develop a budget based on actual and anticipated revenues and other financial 

resources estimated to be available as provided by law on the last day of each fiscal year to fund 

the proposed budget. The fiscal year of the County spans twelve months from July 1 through 

June 30. 

 

A significant challenge for the County is not to become dependent upon state or federal funds 

that could dissipate from one year to the next. The sum of expenditures shall not exceed the sum 

of stable operating revenues from ad-valorem property taxes and sales taxes combined with a 

reasonable estimate of operating income. Expenditures shall be budgeted from most significant 

to least significant, with salaries and benefits of staff being the most significant as the County 

provides services to citizens first and foremost.  

 

In addressing future goals and objectives, the County shall continually formulate and maintain 

revenue trends and expenditure forecasts for the current fiscal year at a minimum. Projections 

shall be based on prior years actual data and projected future economic indicators such as the 

rate of inflation, growth, the local economy, national and international factors affecting Nye 

County, the region, along with other relevant known factors. 

 

The Board of County Commissioners may enact a voluntary freeze on hiring, promotions, 

transfers, operating expenditures, and capital equipment purchases as deemed financially 

necessary and appropriate. The BoCC may make exceptions to the freeze as considered 
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necessary. During the budgeting process, the County Comptroller may recommend reducing all 

department’s salary and benefit budgets for position savings as the result of turn over. The 

percentage of reduction will be based on the average turnover rate for the County in total across 

5 years, and that rate will be applied to all County departments in all funds.  

 

Appropriations 

During the budgetary process, when allocating resources, funding shall be aligned with strategic 

goals while simultaneously ensuring that functions and programs within the County continue to 

provide adequate service levels.  

 

Certain appropriations may not follow the fiscal year calendar due to various constraints on the 

fund type. Capital project funds are budgeted on a project basis across multiple years until the 

project is complete. Grant funds are appropriated on a grant-year basis until the end of the grant 

award period. New grant awards constitute an automatic augment pursuant to NRS 

354.598005(3). 

 

The County will integrate performance measurement within the budget process where 

appropriate and continually strive to improve the budget development and monitoring process 

through evaluating and utilizing innovative alternative approaches to costing and budgeting.  

Appropriations, as approved by the Board of County Commissioners, are set up and maintained 

in the County financial system by the County Comptroller. The following general character 

level categories are used to appropriate funds annually: Salaries and Benefits, Services & 

Supplies, and Capital. These categories, along with a lower level of detailed expenditures, are 

used for overall budgetary planning purposes. 

 

Development, Processes & Timeline 

The County shall develop an annual calendar relating to the development of the budget, which 

includes but is not limited to the following:  

1) Budget manuals for annual preparation, including forms and necessary 

instructions, shall be distributed to all County offices and departments.  
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2) All offices and departments must prepare and submit their existing budget 

justification and proposals or requests for budget increases to the Finance 

Department.  

3) Initial proposed budgeted revenue and expenditure estimates are provided by 

the County Comptroller.  

4) A proposed and balanced budget will be developed and distributed to the 

members of Board of County Commissioners.  

5) County Comptroller continues to revise revenue projections and may update 

thereafter to reflect the certified tax estimates as well as other relevant revenue 

data.  

6) Board of County Commissioners shall adopt a property tax rate annually for 

all funds which receive property tax funds. 
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Major Steps in Budget Preparation 

 

 

1. Finance meets with departments to discuss budget needs. January 1 
2. Assessor valuation furnished to the Department of Taxation 
    (DTAX) by Assessor on Segregation of Property Report.

January 31 

3.  DTAX to provide Preliminary Revenue Projections 
     Package. 

February 15 

4. Last day for local government entities to notify 
    DTAX about proposed tax rate changes.

February 21 

5. Department budget meetings end. February 28 
6. County Assessors file the Segregation of Property Report 
    to DTAX. 

March 10 

7. DTAX Provides Final Revenue Projections Package. March 15 
8. DTAX Provides Final Abated Revenue Projections (Pro- 
    forma). 

March 25 

9. File tentative budget with DTAX. April 15 
10. Finance meet with all advisory boards to review, amend, 
      and approve tentative budgets.

April 1-30 

11. Budget workshop. April 16-May 31 
12.  Final budget approval. No earlier than the 3rd 

Monday in May and the end 
of May 

13.  Nevada Tax Commission meets to certify tax rates. June 25* 
14.  BoCC approves tax levy for all funds. July 1* 
15. Debt management policy, indebtedness report, and 
      CIP plan review and approval. 

August 1 

 
*Nevada Tax Commission dates vary year by year, and because of the varying meeting dates, the 

due date for the BoCC levy of tax will also vary. Typically, tax rate levy approval by the BoCC will 

occur during the first BoCC meeting in July. 

**If any date falls on a weekend: if task due date falls on Saturday, the task is due the Friday 

before, if the task due date falls on Sunday, the task is due the Monday following. 
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Department Responsibility  

The department is responsible for the following items related to the budget process:  

1) All departments must submit their existing budget justification by fund. 

Departments may also submit proposals and requests for budget increases, 

whether personnel or service and supplies, to the Finance Department. 

2) All departments are required to submit a 5-year capital improvement plan for 

each fund they manage, and for their general capital needs. Capital 

improvement plans are used to calculate capital needs in upcoming fiscal 

years and are a requirement pursuant to NRS 354.5945. Departments must 

prioritize all capital projects, ranking projects for priority by fund and also by 

fiscal year. All unplanned capital requests will require additional justification 

from the department and may be denied if the department failed to plan for the 

capital need properly. 

3) Should projected economic conditions show a negative impact on the 

County’s ability to meet its financial goals and standards, the Finance 

Department may ask the department to submit budget justifications that are 

less than the department's current funding levels. In that event, the department 

should outline the impact on the department’s performance measures of such a 

reduction in resources.  

4) Notify the Finance Department on any key fiscal issues or State mandates that 

will affect their department’s budget.  

 

Budget Augments/Increases 

The budget is a plan for revenue and expenditure that is adopted in order to provide specific 

services and, thereby, implement the policies of the Board.  It is also the legal authority to 

receive and expend funds. As it is a plan, it is recognized that changing conditions will require 

budget adjustments and may require budget augments.  The continuing process of reviewing 

budgeted and actual revenues and comparing appropriations, expenditures, and encumbrances, 

and revising the budget as needed in view of changing circumstances, is considered good 

financial management.   
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The Finance Department will process these revisions to the budget in the form of a Budget 

Augment in accordance with the procedures and approvals, as discussed in the following 

sections. If budgeted revenue resources exceed appropriations in a fund the Finance Department 

may perform an augmentation pursuant to NRS 354.598005. Departments in receipt of revenues 

exceeding budget shall inform Finance of those revenues for determination if an augment is 

necessary or appropriate. The augment of revenue budgets within a fund generates a subsequent 

augment of expenditure budgets within the same fund. The Finance Department may request an 

augment for the following reasons: 

1) Expense(s) identified as unbudgeted in prior fiscal year(s). 

2) New contracts associated with regular business operations. 

3) Increased contractual expenditures associated with an existing contract for 

regular business operations. 

4) New positions as approved by the BoCC. 

5) Collective bargaining agreement ratified mid-cycle impacting department(s) 

budget. 

6) Emergency items where funding cannot be identified within the department 

internally and expense cannot be delayed until the next fiscal year without a 

significant impact on the public. 

**Grants are an automatic augmentation of the Grants Fund upon BoCC acceptance of the grant. 

 

Budget Transfer/Augments/Amendments 

All amendments to the adopted budget shall require a submitted request and documented 

justification for transfer from the respective accounts.  

1) Budget Augmentation Required Approvals:  The Board of County 

Commissioners is the approving authority for budget augmentations that result 

in an increase or decrease of the total budgeted revenue or expenditure of a 

fund. Budget augmentations are prepared by Finance and presented by the 

Comptroller. The impacted department head may be requested to attend the 

BoCC meeting to explain the augmentation to their department or fund. 

2) Function Budget Amendments Required Approvals:  The Board of County 

Commissioners is the approving authority for budget transfer between 
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functions. Budget transfer between functions revises budget in departments 

and functions, moving budget from one department/function to another. 

Budget transfers are prepared by Finance and presented by the Comptroller. 

3) Department Line Item Budget Amendments Required Approvals:  With 

the approval of the Department Head and the Comptroller, amendment of line 

items within a department budget group is authorized, provided there is no net 

change to the total department budget. Budget groups include: salaries, 

benefits, and services and supplies. Budget transfers within a department and 

between groups, require additional justification.  

 

Contingency 

Contingency is an account to hold budgeted resources that have been appropriated for 

unforeseen expenditures, or anticipated expenditures of an uncertain amount. The maximum 

amount of contingency which may be appropriated is 3% of the month otherwise appropriated 

to the fund, exclusive of any amounts to be transferred to other funds. NRS 354.608 

 

No expenditure may be made directly from Contingency, except to transfer approved funding 

from Contingency to the receiving department, pursuant to NRS 354.598005. 

 

Contingency Required Approvals:  The Board of County Commissioners is the 

approving authority for contingency utilization as the action will result in an increase in 

a department’s appropriations. Contingency funding requests are prepared by Finance 

and presented by the Comptroller. The impacted department head may be requested to 

attend the BoCC meeting to explain the augmentation to their department or fund. 

 

Finance Department 

The Finance Department facilitates the budget and capital planning process. Finance shall 

establish and approve policies, forms, and documents, procedures, and regulations necessary 

for the preparation of the annual operating and capital improvement budgets in compliance 

with the NRS. 
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Enterprise Funds 
 
Purpose 

The County maintains Enterprise Funds (Proprietary Funds) that are self-sustaining for both 

operational and capital purposes.  Enterprise funds represent funds that charge a utility or 

service fee for services. 

 

Current Enterprise Primary Functions: 

 Ambulance services 

 Municipal golf course 

 Solid waste 

 Water 

 Wastewater/Sewer 
 

Enterprise funds will adhere to the County’s Fiscal Policy with any exceptions reported in this 

section of the policy. 

 These policies will allow for the orderly expansion of services and to allow 
operation within the financial framework, ensuring efficiency while providing 
necessary services. 

 They promote long-term financial stability. 

 They ensure future viability by guaranteeing rates that maintain constant in 
conjunction with inflation. 

 

Budget Policies 

1) Departments managing Enterprise Fund services will develop a 10-year 

capital improvement plan, which will be reviewed and updated annually. 

2) Any improvements required to meet new regulatory requirements, or to meet 

changes in service demands, shall be included in the annual budget request. 

3) Service rates will be reviewed annually by the department as part of the 

budget process. 

4) Service rates will be reviewed and assessed by a third party, or a state 

regulatory agency, at minimum every five years. 



 
 

 
 

 Page 29 
  

5) Services rates schedules will have an automatic adjustment built into the fee 

schedule for the Consumer Price Index increases for goods and services. The 

fee increase will be effective July 1, and will be based upon the prior years 

December Consumer Price Index for West Region for All Urban Consumers 

(CPI-U).   

6) Services rates will be adjusted as necessary due to debt service obligations. 

7) Each Enterprise Fund will maintain a retained earning level that is no less than 

an amount of 8% of its operating expenses. 

8) Individual projects costing in excess of $100,000 will typically be financed. 

The Comptroller will determine the best course of funding based on the 

project and present it to the BoCC for approval. 

9) Individual projects costing under $100,000 will typically be appropriated from 

either retained earnings or capital funds or a combination of both funding 

sources. The Comptroller will determine the best course of funding based on 

the project. 

10) Each Enterprise Fund is responsible for its own debt service.
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Petty Cash and Change Fund Policy 
 
 
Purpose 

The purpose of a petty cash fund is to allow for the reimbursement or purchase of minor, small-

dollar (less than $100), unanticipated business expense, where the use of alternative means is 

neither feasible nor cost-effective. The purpose of a change fund is to allow for change to be 

made within departments that accept cash payments. 

 

General Overview 

Definitions 

 Petty Cash Fund: A set amount of money kept on hand by a department to pay for 

small, unplanned expenses. 

 Change Fund: A set amount of money used by a department to make change for 

customers who are purchasing goods or services. Change funds make change only, they 

are not to be used in lieu of a petty cash fund and should not request reimbursement 

unless incorrect and excess change is given. 

 

Departments may request the establishment of a new petty cash or change fund, an increase or 

reduction to an existing fund, or may request termination of a petty cash or change fund through 

the Finance Department. The Finance Department will present the resolution for the creation, 

modification, or termination of a petty cash/change fund to the governing body.  The requesting 

department shall be in attendance at the BoCC meeting to answer questions presented relating 

to the use of the fund. 

 

Upon approval of a petty cash or change fund, the department is responsible for requesting 

reimbursement and submitting reporting to the Nye County Finance Department. Each 

department with a petty cash or change fund is required to assign a custodian of the fund, and 

the department head is required to sign all reports verifying receipts, reimbursement requests, 

and other petty cash or change fund related reporting. 
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Annually, Nye County Finance will physically visit each department with petty cash or a 

change fund for a physical count of cash on hand 

 

Nye County Petty Cash & Change Fund Accountability Procedures 

The Nye County Board of County Commissioners has authorized the use of petty cash and 

change funds throughout Nye County. The following procedures are required for the Finance 

Department to administer petty cash and change funds: 

 
Step 1: Petty Cash slips will be filled out for each expenditure. The slip 

shall include the following: date, amount, the purpose of the 
expenditure, name, and signature of the individual making the 
expenditure. (Form PC-1) 
 

Step 2: Receipts supporting petty cash expenditures shall be attached to 
the petty cash slip. 

 
Step 3: A Fund Accountability report will be prepared monthly, which 

reconciles the petty cash or change fund balance to the impress 
balance. The custodian and the department head shall sign off 
approving this document.  
 An electronic signature is sufficient for all signatures required 

on petty cash reporting. 
 In the event a Fund Accountability report is over or short cash 

due to improper cash handling or improper receipt handling, 
the department is to inform the Finance Department 
immediately to discuss the shortage/overage, to discuss internal 
controls of the department, and to discuss the timing of the 
remedy.  

 If cash is short, the department shall request replenishment of 
the petty cash or change fund through Accounts Payable.  

 If cash is over, the department shall request a deposit fund from 
the Finance Department. 

 If the loss/gain of cash exceeds 10% of the change fund total, 
the governing body must approve the reimbursement. Finance 
will facilitate the agenda item, and the department head, or 
fund custodian, shall be present to discuss the loss. 

 
Step 4:  Departments are required to submit for expenditure 

reimbursements when petty cash receipts exceed 20% of the petty 
cash fund balance, or quarterly, whichever comes first. The 
following are required as backup when submitting an invoice for 
petty cash reimbursement:  
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 Vendor Claim form requesting amount to be reimbursed with 

allocation to funds/accounts to charge. 
 Petty Cash slips (Form PC-1) and receipts 
 Reimbursement form (Form PC-2) 
 Accountability report (Form PC-3) 

 
Step 5: The Finance Department will audit the requested reimbursements; 

once approved, the reimbursement check will be processed and 
sent to the requesting department. 
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Risk Management 
 
 
 
Purpose 

Nye County, and sub-entities represented on the County’s insurance policy, recognizes its 

obligations to its employees to provide a safe place to work, and to its constituents to minimize 

loss exposure. Nye County has developed this plan to address concerns related to risk 

management. 

 

Employee Safety: Employee safety is best addressed by education and training, which helps to 

raise awareness and to reduce personal injuries, interruption of job progress, damage to 

equipment, loss of materials, additional job costs, and increased insurance costs.  County 

employees also have the responsibility of using due care and precaution in the performance of 

their work. 

 
County personnel must incorporate safety and loss prevention in their daily activities. 

Supervisors must ensure that each staff member understands his/her particular job, as well as 

the possible hazards and safety issues. All staff is encouraged to discuss safety-related matters 

with their Safety Committee liaison. 

 
Loss of Assets:  Loss of assets may result from pilfering, embezzlement and theft, fire, 

accidental breakage or destruction, and carelessness. Nye County Administration Risk 

Management Officer shall be notified upon identification of any loss for appropriate action and 

direction. The Nye County Administration Risk Management Officer will inform the County 

Comptroller of any theft or embezzlement immediately. Necessary action shall include 

notification to an insurance carrier, filing of a police report, amendment of the fixed assets 

listing, etc. Upon completion of the claim Administration will inform the Comptroller and the 

Fixed Asset Manager of the asset status for proper accounting and asset management. 

 

Accident, Injury, and Property Damage Reporting Procedures:  Timely and accurate 

accident and loss reporting is a requirement of proper record keeping.  It is the responsibility of 
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each employee and supervisor to report all injuries, accidents, damages, and other losses within 

24 hours.  For risk management and safety reasons, all accidents and losses must be reported 

even if damage or loss is minimal or immaterial. 

 

Reportable losses fall into one of the following categories: 

1) Injury to an employee while on the job. 

2) Losses caused to and by Nye County automobiles, trucks, buses, and heavy 

equipment. 

3) Property damage or bodily injury loss to all persons other than County 

employees. 

4) Damage and loss to county buildings, contents, and other property. 

 

All losses will be reported and reviewed by the Risk Manager and the Workplace Safety and 

Training Officer to assess what could have been done to prevent the loss and to determine if 

processes need clarification or amendment. 

 

Legal Actions:  Increasingly, lawsuits and other claims are filed against local governments.  

Such claims include, but are not limited to, violation of employment laws, contractual actions, 

actions of government personnel, and claims relating to personal injury and property damage.  

The County Administration office shall keep the Comptroller apprised of all pending lawsuits, 

settlements, dismissals, judgments, appeals, et al. 

 

Claims against a government are contingencies and must be recognized in the financial 

statements if it is probable that the court case will be settled or adjudicated on behalf of the 

claimant and if the amount of the loss can be reasonably estimated.  If the outcome is uncertain 

or if the amount of the loss cannot be estimated, the contingency is disclosed in the notes to the 

financial statements. 
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Sub-Entities Insured on County’s Policy 

Several sub-entities are insured on the Nye County insurance policy for property, general 

liability, cyber risk, environmental liability, and workers' compensation.  

 

Liability Policy 
The policy costs associated with the County’s property, general liability cyber risk, and 

environmental liability and all expenditures associated with this policy shall be administered 

through the County’s Risk Management Fund.  All claims and other expenditures must be 

processed according to the County’s financial policies and in accordance with all applicable 

laws and shall be approved by the Nye County Comptroller in the same manner as other claims 

against the County.  

 

All entities insured on the County’s policy will cost-share in the policy expense in funds legally 

allowed to cost-share. Cost-sharing funding levels may vary from year to year based on Board 

direction, see current and prior fiscal year cost-sharing details below: 

 FY20 – 4% of budgeted revenues in all funds legally allowed to cost-share in the 

policy costs. 

 FY21 - 4% of budgeted revenues in all funds legally allowed to cost-share in the 

policy costs. 

In the event, the Nye County Risk Management Fund has an audited ending fund balance in 

excess of 100% the prior fiscal year policy premium, and the excess funds shall be returned to 

all cost-sharing funds based on the audited fiscal year contribution rates as a reduction of 

current fiscal year costs.  

 

Workers Compensation Policy 
The Worker's Compensation policy associated with Nye County provides workers 

compensation insurance coverage to Nye County and several sub-entities. All Worker’s 

Compensation costs are incurred at the time of payroll and are charged to the department 

incurring the payroll expense, with the exception of volunteers. In May of each fiscal year the 

Worker’s Compensation audit is completed, and the new fiscal year rates are generated based 

on claims experience, including volunteer rates. Volunteer Worker’s Compensation costs shall 
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be calculated for the upcoming fiscal year and allocated to departments and funds with 

volunteers.   

 

Annual Review: An annual review shall be made of the County’s insurance policies by 

Administration and the Comptroller to determine if coverage is adequate. Recommendations 

related to improvements to training, protection, and safety shall be forwarded as appropriate. 
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Write-Off of Uncollectible Accounts Receivable 

 

 

Purpose 

To establish uniform guidelines pursuant to NRS 354.255 and NRS 354.256 for determining 

which delinquent accounts, receivable should be considered a bad debt and written off. Also, to 

provide a fair representation of accounts receivable in Nye County's financial statements.  

 

 

General  

Some situations which may result in writing-off uncollectible receivables include: 

1) Contractual adjustments based on contracts with insurance payors. 

2) Accounts receivable submitted to a collection agency are returned to the 

County as uncollectible. 

3) Litigation losses involving accounts receivable. 

4) Receiving notification from the bankruptcy court that a debtor has filed for 

bankruptcy and that collection of the debt is remote. 

5) Department advised by the District Attorney's Office that it would not be 

productive to sue a debtor. 

 

Overview: Various Nye County departments have non-tax accounts receivable resulting from 

their operations. Some of these receivables become uncollectible after a period of time or an 

event. When the County determines that a receivable is uncollectible, the receivable is written 

off for accounting purposes, which does not constitute forgiveness of debt. Contractual 

adjustments made on medical billings are written off due to the contracts in place with the entity 

for standardized billing levels. 
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Policies: 

1) County agencies with non-tax receivables shall comply with these policies and 

procedures in order to ensure accounts receivable balances are stated in 

accordance with Generally Accepted Accounting Principles for presentation in 

the Nye County's financial statements.  

2) Contractual adjustments are the result of medical-related billings, and 

insurance vendors paying their standardized billing levels as directed in 

existing contracts. These contractual adjustments are based on the contracts 

with payors, posts to the contractual write-off expense account, and require 

Comptroller approval only.  

3) County departments shall prepare and review an Aged Accounts Receivable 

Balance of their accounts receivable monthly to determine if any delinquent 

receivables should be forwarded to the County’s collection agency or written 

off as bad debt. This review shall be completed and recorded at least monthly 

and in July for year-end closing.  

4) County departments shall review an Aged Collections Report from the 

County’s collection agency quarterly to determine if any accounts should be 

written off as bad debt. This review shall be completed and recorded at least 

quarterly and prior to the year-end closing.  

5) County agencies shall send their requests to write-off receivables as bad debt to 

the Comptroller. Comptroller will review and, if write-off is approved, forward 

the write-off request to BoCC for approval. The BoCC must approve all write-

offs, except contractual write-offs, regardless of value. The request shall be 

supported by sufficient evidence of uncollectibility, described below. 

a) For write-off requests up to $100, sufficient evidence of uncollectibility 

shall include records of telephone calls, copies of correspondence between 

the agency and the debtor, or record of a collection agency's inability to 

collect the debt. 

b) For accounts over $100 but less than $1,000, sufficient evidence would 

include copies of documents indicating court action (whether small claims 
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or district court), or justification for an absence of court action, or attempts 

by a collection agency to collect on the debt.  

c) For accounts over $1,000, sufficient evidence of uncollectibility shall 

include all evidence for lesser amounts, and a response from the collection 

agency that the debt can no longer be collected on.  

6) A write-off of uncollectible accounts receivable from the County's accounting 

records does not constitute forgiveness of the debt. The debt continues to be 

owed to the County. 

7) County agencies shall maintain records of accounts written-off in accordance 

with Federal and/or State records retention rules. 
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Addendum A - References/NRS related to Financial Policies 
 
 

Accounting Policy NRS 
 
 NRS 354.624  Annual audit: Requirements; designation of auditor; scope and disposition; dissemination; 
prohibited provision in contract with auditor. 
      1.  Each local government shall provide for an annual audit of all of its financial statements. A local government 
may provide for more frequent audits as it deems necessary. Except as otherwise provided in subsection 2, each annual 
audit must be concluded and the report of the audit submitted to the governing body as provided in subsection 6 not 
later than 5 months after the close of the fiscal year for which the audit is conducted. An extension of this time may 
be granted by the Department of Taxation to any local government that submits an application for an extension to the 
department. If the local government fails to provide for an audit in accordance with the provisions of this section, the 
Department of Taxation shall cause the audit to be made at the expense of the local government. All audits must be 
conducted by a certified public accountant or by a partnership or professional corporation that is registered pursuant 
to chapter 628 of NRS. 
      2.  The annual audit of a school district must: 
      (a) Be concluded and the report submitted to the board of trustees as provided in subsection 6 not later than 4 
months after the close of the fiscal year for which the audit is conducted. 
      (b) If the school district has more than 150,000 pupils enrolled, include an audit of the expenditure by the school 
district of public money used: 
             (1) To design, construct or purchase new buildings for schools or related facilities; 
             (2) To enlarge, remodel or renovate existing buildings for schools or related facilities; and 
             (3) To acquire sites for building schools or related facilities, or other real property for purposes related to 
schools. 
      3.  The governing body may, without requiring competitive bids, designate the auditor or firm annually. The 
auditor or firm must be designated, and notification of the auditor or firm designated must be sent to the Department 
of Taxation not later than 3 months before the close of the fiscal year for which the audit is to be made. 
      4.  Each annual audit must cover the business of the local government during the full fiscal year. It must be a 
financial audit conducted in accordance with generally accepted auditing standards in the United States, including 
findings on compliance with statutes and regulations and an expression of opinion on the financial statements. The 
Department of Taxation shall prescribe the form of the financial statements, and the chart of accounts must be as 
nearly as possible the same as the chart that is used in the preparation and publication of the annual budget. The report 
of the audit must include: 
      (a) A schedule of all fees imposed by the local government which were subject to the provisions of NRS 354.5989; 
      (b) A comparison of the operations of the local government with the approved budget, including a statement from 
the auditor that indicates whether the governing body has taken action on the audit report for the prior year; 
      (c) If the local government is subject to the provisions of NRS 244.186, a report showing that the local government 
is in compliance with the provisions of paragraphs (a) and (b) of subsection 1 of NRS 244.186; and 
      (d) If the local government is subject to the provisions of NRS 710.140 or 710.145, a report showing that the local 
government is in compliance with the provisions of those sections with regard to the facilities and property it maintains 
and the services it provides outside its territorial boundaries. 
      5.  Each local government shall provide to its auditor: 
      (a) A statement indicating whether each of the following funds established by the local government is being used 
expressly for the purposes for which it was created, in the form required by NRS 354.6241: 
             (1) An enterprise fund. 
             (2) An internal service fund. 
             (3) A fiduciary fund. 
             (4) A self-insurance fund. 
             (5) A fund whose balance is required by law to be: 
                   (I) Used only for a specific purpose other than the payment of compensation to a bargaining unit, as 
defined in NRS 288.134; or 
                   (II) Carried forward to the succeeding fiscal year in any designated amount. 
      (b) A list and description of any property conveyed to a nonprofit organization pursuant to NRS 
244.287 or 268.058. 
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      (c) If the local government is subject to the provisions of NRS 244.186, a declaration indicating that the local 
government is in compliance with the provisions of paragraph (c) of subsection 1 of NRS 244.186. 
      (d) If the local government is subject to the provisions of NRS 710.140 or 710.145, a declaration indicating that 
the local government is in compliance with the provisions of those sections with regard to the facilities and property 
it maintains and the services it provides outside its territorial boundaries. 
      6.  The opinion and findings of the auditor contained in the report of the audit must be presented at a meeting of 
the governing body held not more than 30 days after the report is submitted to it. Immediately thereafter, the entire 
report, together with the management letter required by generally accepted auditing standards in the United States or 
by regulations adopted pursuant to NRS 354.594, must be filed as a public record with: 
      (a) The clerk or secretary of the governing body; 
      (b) The county clerk; 
      (c) The Department of Taxation; and 
      (d) In the case of a school district, the Department of Education. 
      7.  After the report of the audit is filed by the local government, the report of the audit, including, without 
limitation, the opinion and findings of the auditor contained in the report of the audit, may be disseminated by or on 
behalf of the local government for which the report was prepared by inclusion, without limitation, in or on: 
      (a) An official statement or other document prepared in connection with the offering of bonds or other securities; 
      (b) A filing made pursuant to the laws or regulations of this State; 
      (c) A filing made pursuant to a rule or regulation of the Securities and Exchange Commission of the United States; 
or 
      (d) A website maintained by a local government on the Internet or its successor, 
 without the consent of the auditor who prepared the report of the audit. A provision of a contract entered into 
between an auditor and a local government that is contrary to the provisions of this subsection is against the public 
policy of this State and is void and unenforceable. 
      8.  If an auditor finds evidence of fraud or dishonesty in the financial statements of a local government, the auditor 
shall report such evidence to the appropriate level of management in the local government. 
      9.  The governing body shall act upon the recommendations of the report of the audit within 3 months after receipt 
of the report, unless prompter action is required concerning violations of law or regulation, by setting forth in its 
minutes its intention to adopt the recommendations, to adopt them with modifications or to reject them for reasons 
shown in the minutes. 
      (Added to NRS by 1965, 735; A 1967, 939; 1969, 800; 1971, 1344; 1973, 184; 1975, 451, 1688, 1801; 1977, 
547; 1981, 313, 1768; 1987, 1043; 1989, 620; 1995, 1896, 1935; 1997, 574, 1611, 1739; 1999, 472, 2945; 2001, 
1810; 2003, 1231; 2005, 292, 1344) 

 

Fund Description and Reserve Policy NRS 
 
NRS 354.534  “General fund” defined.  “General fund” means the fund used to account for all financial resources 
except those required to be accounted for in another fund. 
      (Added to NRS by 1965, 728; A 1981, 1762) 

NRS 354.543  “Internal service fund” defined.  “Internal service fund” means a fund used to account for the 
financing of goods or services furnished by a designated department or agency to governmental units within its own 
organization or to other departments or agencies on the basis of reimbursement for costs. 
      (Added to NRS by 1971, 200; A 1981, 1762) 

NRS 354.570  “Special revenue fund” defined.  “Special revenue fund” means a fund used to account for specific 
revenue sources, other than sources for major capital projects, which are restricted by law to expenditure for specified 
purposes. 
      (Added to NRS by 1965, 729; A 1971, 200; 1981, 1763; 2001, 1798) 

NRS 354.4995  “Capital projects fund” defined.  “Capital projects fund” means a fund created to account for 
resources used for the acquisition or construction of designated capital assets by a governmental unit except those 
financed by proprietary or trust funds. 
      (Added to NRS by 1983, 1636; A 1989, 402; 2001, 1798) 
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      NRS 354.510  “Debt service fund” defined.  “Debt service fund” means a fund to account for the 
accumulation of resources for and the payment of principal or interest on any general long-term debt or medium-term 
obligation. 
      (Added to NRS by 1965, 727; A 1981, 1761; 2001, 1797) 

NRS 354.517  “Enterprise fund” defined.  “Enterprise fund” means a fund established to account for operations: 
      1.  Which are financed and conducted in a manner similar to the operations of private business enterprises, where 
the intent of the governing body is to have the expenses (including depreciation) of providing goods or services on a 
continuing basis to the general public, financed or recovered primarily through charges to the users; or 
      2.  For which the governing body has decided that a periodic determination of revenues earned, expenses incurred 
and net income is consistent with public policy and is appropriate for capital maintenance, management control, 
accountability or other purposes. 
      (Added to NRS by 1971, 200; A 1981, 1761) 

 
 
Budgeting NRS 
 
NRS 354.598005  Procedures and requirements for augmenting or amending budget. 
      1.  If anticipated resources actually available during a budget period exceed those estimated, a local government 
may augment a budget in the following manner: 
      (a) If it is desired to augment the appropriations of a fund to which ad valorem taxes are allocated as a source of 
revenue, the governing body shall, by majority vote of all members of the governing body, adopt a resolution reciting 
the appropriations to be augmented, and the nature of the unanticipated resources intended to be used for the 
augmentation. Before the adoption of the resolution, the governing body shall publish notice of its intention to act 
thereon in a newspaper of general circulation in the county for at least one publication. No vote may be taken upon 
the resolution until 3 days after the publication of the notice. 
      (b) If it is desired to augment the budget of any fund other than a fund described in paragraph (a) or an enterprise 
or internal service fund, the governing body shall adopt, by majority vote of all members of the governing body, a 
resolution providing therefor at a regular meeting of the body. 
      2.  A budget augmentation becomes effective upon delivery to the Department of Taxation of an executed copy 
of the resolution providing therefor. 
      3.  Nothing in NRS 354.470 to 354.626, inclusive, precludes the amendment of a budget by increasing the total 
appropriation for any fiscal year to include a grant-in-aid, gift or bequest to a local unit of government which is 
required to be used for a specific purpose as a condition of the grant. Acceptance of such a grant and agreement to the 
terms imposed by the granting agency or person constitutes an appropriation to the purpose specified. 
      4.  A local government need not file an augmented budget for an enterprise or internal service fund with the 
Department of Taxation but shall include the budget augmentation in the next quarterly report. 
      5.  Budget appropriations may be transferred between functions, funds or contingency accounts in the following 
manner, if such a transfer does not increase the total appropriation for any fiscal year and is not in conflict with other 
statutory provisions: 
      (a) The person designated to administer the budget for a local government may transfer appropriations within any 
function. 
      (b) The person designated to administer the budget may transfer appropriations between functions or programs 
within a fund, if: 
             (1) The governing body is advised of the action at the next regular meeting; and 
             (2) The action is recorded in the official minutes of the meeting. 
      (c) Upon recommendation of the person designated to administer the budget, the governing body may authorize 
the transfer of appropriations between funds or from the contingency account, if: 
             (1) The governing body announces the transfer of appropriations at a regularly scheduled meeting and sets 
forth the exact amounts to be transferred and the accounts, functions, programs and funds affected; 
             (2) The governing body sets forth its reasons for the transfer; and 
             (3) The action is recorded in the official minutes of the meeting. 
      6.  In any year in which the Legislature by law increases or decreases the revenues of a local government, and 
that increase or decrease was not included or anticipated in the local government’s final budget as adopted pursuant 
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to NRS 354.598, the governing body of any such local government may, within 30 days of adjournment of the 
legislative session, file an amended budget with the Department of Taxation increasing or decreasing its anticipated 
revenues and expenditures from that contained in its final budget to the extent of the actual increase or decrease of 
revenues resulting from the legislative action. 
      7.  In any year in which the Legislature enacts a law requiring an increase or decrease in expenditures of a local 
government, which was not anticipated or included in its final budget as adopted pursuant to NRS 354.598, the 
governing body of any such local government may, within 30 days of adjournment of the legislative session, file an 
amended budget with the Department of Taxation providing for an increase or decrease in expenditures from that 
contained in its final budget to the extent of the actual amount made necessary by the legislative action. 
      8.  An amended budget, as approved by the Department of Taxation, is the budget of the local government for 
the current fiscal year. 
      9.  On or before January 1 of each school year, each school district shall adopt an amendment to its final budget 
after the average daily enrollment of pupils is reported for the preceding quarter pursuant to subsection 1 of NRS 
387.1223. The amendment must reflect any adjustments necessary as a result of the report. 
      (Added to NRS by 2001, 1793; A 2015, 3731) 

NRS 354.5945  Capital improvement plan: Preparation and submission; provision to Director of Legislative 
Counsel Bureau upon request; filing for public inspection; limitation on amount of expenditures; required 
contents; reconciliation of capital outlay; exemption. 
      1.  Except as otherwise provided in subsection 7, each local government shall annually prepare, on a form 
prescribed by the Department of Taxation for use by local governments, a capital improvement plan for the fiscal year 
ending on June 30 of that year and the ensuing 5 fiscal years. 
      2.  On or before August 1 of each year, each local government shall submit a copy of the capital improvement 
plan of the local government to the: 
      (a) Department of Taxation; and 
      (b) Debt management commission of the county in which the local government is located. 
 The Department of Taxation shall provide a copy of a capital improvement plan of a local government to the 
Director of the Legislative Counsel Bureau upon his or her request. 
      3.  Each local government shall file a copy of the capital improvement plan of the local government for public 
record and inspection by the public in the offices of: 
      (a) The clerk or secretary of the governing body; and 
      (b) The county clerk. 
      4.  The total amount of the expenditures contained in the capital improvement plan of the local government for 
the next ensuing fiscal year must equal the total amount of expenditures for capital outlay set forth in the final budget 
of the local government for each fund listed in that budget. 
      5.  The capital improvement plan must include the estimated or actual revenues and expenditures for each capital 
project and the estimated or actual date for completion of each capital project. 
      6.  The capital improvement plan must reconcile the capital outlay in each fund in the final budget for the first 
year of the capital improvement plan to the final budget in the next ensuing fiscal year. The reconciliation must identify 
the minimum level of expenditure for items classified as capital assets in the final budget and the minimum level of 
expenditure for items classified as capital projects in the capital improvement plan. The reconciliation of capital outlay 
items in the capital improvement plan must be presented on forms created and distributed by the Department of 
Taxation. 
      7.  Local governments that are exempt from the requirements of the Local Government Budget and Finance Act 
pursuant to subsection 1 of NRS 354.475 are not required to file a capital improvement plan. 
      (Added to NRS by 1999, 832; A 2001, 1798; 2003, 802; 2005, 128, 1402; 2017, 1041) 

NRS 354.608  Contingency account: Establishment; limit on appropriations; expenditures.  A contingency 
account may be established in any governmental fund. The maximum amount which may be appropriated for such a 
contingency account is 3 percent of the money otherwise appropriated to the fund, exclusive of any amounts to be 
transferred to other funds. No expenditure may be made directly from such a contingency account, except as a transfer 
to the appropriate account, and then only in accordance with the procedure established in NRS 354.598005. 
      (Added to NRS by 1965, 733; A 1981, 1766; 2001, 1807) 
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Accounts Receivable Policy NRS 
 
NRS 354.255 Establishment of uniform procedures for collection of accounts and removal of uncollectible 
accounts: 
1) The board of county commissioners of each County shall establish uniform procedures for the collection 
of accounts receivable owed to the County and the removal of uncollectible accounts receivable from the records of 
the County. The procedures may provide for the collection of accounts receivable by a centralized collection system 
established pursuant to NRS 244.207 or by the office of the district attorney. 
2) The procedures established pursuant to subsection 1 must provide for: 
(a) The steps a department of the County must follow in collecting an account receivable, including a requirement 
that a department send a follow-up invoice to each debtor at 30-, 60- and 90-day intervals; 
(b) The transfer of an account receivable to the centralized collection system or the district attorney for collection if 
the department is unsuccessful in its efforts to collect the account receivable; 
(c) Review by the centralized collection system or the district attorney of each account receivable that is transferred 
for collection and a determination of whether the account receivable is collectible or uncollectible; and 
(d) Application by the county auditor to the board of county commissioners to have the amount of the account 
receivable and the name of the debtor removed from the records of the County. 
      (Added to NRS by 1993, 1199) 

 

NRS 354.256  Notification of county auditor concerning uncollectible account; application for removal of 
information concerning uncollectible accounts from records of County: 
 
1) If at any time, in the opinion of the centralized collection system or the district attorney, it becomes impossible or 
impractical to collect an account receivable owed to the County because: 
(a) The debtor has filed bankruptcy; 
(b) The debtor has died; 
(c) The amount of the account receivable is less than the amount it would cost to collect it; or 
(d) Of some other reason or circumstance, 
Ê the centralized collection system or the district attorney shall notify the county auditor in writing that the account 
receivable is uncollectible and the reasons therefor. 
 
2) Upon receiving notification that an account receivable is uncollectible; the county auditor may apply to the board 
of county commissioners to have the amount of the account receivable and the name of the debtor removed from the 
records of the County. 
 
3) The application must include: 
      (a) The amount of the account receivable; 
      (b) The name of the debtor; 
      (c) A record of the efforts made to collect the account receivable; and 
      (d) The written notice provided pursuant to subsection 1. 
 
4) If the board of county commissioners approves the application, the county auditor shall remove the amount of the 
account receivable and the name of the debtor from the county records. 
      (Added to NRS by 1993, 1199) 
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Addendum B - Nye County Purchasing Policy  

 

 
History of Revision – Purchasing Policy 

 
Date Version Comments 

5/6/2003 1-2003 Resolution 2003-14 Approved and accepted by BOCC 
5/20/2013 2-2013 Resolution 2013-22 Approved and accepted by BOCC 

7/1/2014 3-2014 Resolution 2014-30 Approved and accepted by BOCC 
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Nye County Purchasing Policies and Procedures Manual 

Document and Contact Information 
 

Procedures Manager: 
Nye County Purchasing 
(775) 482-7256 

File Name: Nye County Purchasing Policies and Procedures Manual 

To obtain this document or  
to make inquiries: 
 
 
 
 
 
Requirements for Document 
acceptance and changes: 

Nye County Purchasing Office 
(775) 482-7256 
Attn:  Judy Dodge  
 
 
 
Acceptance of and changes to this document must be reviewed 
and approved by the Nye County Manager and subsequently 
the Nye County Board of County Commissioners (BOCC). 

 
 

History of Revision 
 

Date Version Comments 

May 6, 2003 1-2003 Resolution 2003-14 Approved and accepted by BOCC 

May 20, 2013 2-2013 Resolution 2013-22 Approved and accepted by BOCC 

July 1, 2014 3-2014 Resolution 2014-30 Approved and accepted by BOCC 
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1. PURPOSE: 

 
Establish uniform policies and procedures to be used by Nye County employees in the 
procurement of supplies, services and equipment. 

 
Establish uniform policies and procedures for vendors who wish to do business with Nye 
County. 

 
 Provide additional controls in the expenditure of public funds. 
 
 Provide assistance to Nye County employees in matters relating to purchasing. 
  

Ensure that all County employees know and conduct all purchasing-related activities strictly in 
accordance with all applicable laws, best procurement practices and ethical standards in their 
acquisition of the goods and services necessary for County operations. 
 
Assure the needs of the citizens of Nye County are satisfied at minimal expense consistent with 
the suitable quality and reliability of the products procured.  

2. POLICY: 

 
The Purchasing Department will procure needed goods and services in a timely and efficient 
manner, obtaining the best and most suitable product at least cost to the County and its 
citizens and in accordance with applicable laws, policies and procedures.   

 
Using/requiring departments are responsible for: 
 

A. Assuring that adequate funds are available for the intended purchase prior to initiating a 
purchase action and recording in the financial system. It is an inappropriate practice to 
solicit offers without a firm intent to award a contract or without available funds. 

 
B. Performing the purchasing function for the department’s requirements. 

 
C. Providing complete information on all requisitions, purchase orders, solicitations and 

contracts, including but not limited to: realistic performance dates, quantity and unit of 
measure, manufacturer and part number as applicable, description, cost, date prepared, 
fund, cost center, account code, “ship to” address (consignee), vendor and authorized 
signature. 

 
D. Notifying the Purchasing Department immediately in writing if an incorrect, incomplete 

or damaged item is received. Such nonconforming delivery must be noted on the freight 
bill before it is signed, and noted into the financial system. 
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E. Processing the receiving copy of the purchase order, shipping document or schedule of 

work completed promptly after inspecting the product or service provided and noting 
any exceptions to the Purchasing Department. 

 
F. Assuring that quantities of work or materials requested reflect realistic requirements 

with a reasonable expectation of being used for their intended purpose. 
 

G. Allowing product substitution at a reasonable price when quality is not sacrificed and 
compatibility is not a factor. 

 
H. Providing detailed descriptions, specifications or scope of work or plans sufficient for 

the intended procurement. 
 

I. Designating a specific individual(s) within the department to be responsible for all 
purchasing matters. 

 
J. Processing all change orders through Purchasing. 

 
K. Maintaining all purchasing records applicable to the department’s procurements, 

including retention of packing lists, in a manner suitable for subsequent audit and 
potential litigation. 

 
L. Establishing and maintaining lists of responsible bidders. 

 
M. Properly tracking contracts awarded by Purchasing for the department, and assisting in 

enforcing all the terms and conditions of the contract.  
 

N. Advising the Purchasing Department of the funding sources for any purchase requiring 
the formal bid process. 

 
The Purchasing Department is responsible for: 
 

A. Advising and assisting as requested in the purchasing and contracting for all supplies, 
services, equipment, materials and public works required by the County. 

 
B. Administering the procurement aspects of the Procurement Card Program. 

 
C. Reviewing, modifying and standardizing specifications as appropriate. Specifications and 

scopes of work are the responsibility of the using department. 
 

D. Expediting delivery or performance and initiating return of improper deliveries for credit 
or replacement and corrected performance. 
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E. Conducting formal advertised bids and requests for proposals as requested. 

 
F. Providing ongoing assistance to using departments regarding applicable state law, 

purchasing policies and procedures, bid and contract forms, good procurement 
practices and vendor sourcing. 

 
G. Advising Nye County concerning unfair and unethical procurement and trade practices. 

 
           Unlawful Purchases: 

 
                  A. Except as otherwise provided, if any department or agency purchases or contracts for 

any supplies, materials, equipment, or contractual services contrary to the provisions of 
these Policies and Procedures,  such purchase or contract is void.  If the County's money 
has not been used to pay for the purchase, the department or agency making such 
purchase is liable for the costs involved. If the purchase has previously been paid with 
the County's money, the amount thereof may be recovered in the name of the County 
in any appropriate manner. 

 
                   B.  Bid awards will be approved for award by the County Commissioners at a scheduled 

meeting as a published agenda item as they require. A contract or agreement which is 
not signed by the Board of County Commissioners is void, unless otherwise exempted. 
The signing of a contract  or  agreement  by   an unauthorized person is  a violation  of 
these  Policies and Procedures  and  may  be  referred  to  the  County Manager for 
disciplinary action. 

 
                   C. It is a violation of these Policies and Procedures for any department or agency to split its 

requirements for supplies, materials, equipment and contractual services into estimated 
lesser amounts in order to avoid the provisions of the Nevada Revised Statutes or these 
Policies and Procedures or good procurement practices. 

 
                   D.  It is a violation of these Policies and Procedures for any department or agency to draft 

its bid specifications in a manner which intentionally precludes more than one vendor 
from bidding.  Such bid specifications will be deemed an attempt to avoid and violate 
the intent of the competitive bid requirements of the Nevada Revised Statutes. 

 
                  E. No member of the Board of County Commissioners, representative of the Board, or any 

person with purchasing authority may be interested, directly or indirectly, in any 
contract entered into by Nye County, but the County may purchase supplies, not to 
exceed $300.00 in the aggregate in any one calendar month from a County 
Commissioner when not to do so would be of great inconvenience due to a lack of any 
other local source.  However the commissioners furnishing supplies may not vote on the 
allowance of the claim for such supplies. (See NRS 332.155.) 
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                   F. It is a violation of these Policies and Procedures for any department or agency to solicit 

anything valued in excess of $10,000 from a single source without first justifying, in 
writing, in accordance with the Nevada Revised Statutes, the need for that supplier and 
the absence of any competitive sources. 

 
 Gratuities: 
 

A. The acceptance of any gratuity in the form of cash, merchandise, or any other thing of 
value by an official or employee of the County from any vendor or contractor is hereby 
deemed an incompatible activity and is cause for termination or other disciplinary 
action. 

 
B. The offer of any gratuity to any official or employee of the County by any vendor or 

contractor is cause for declaring the vendor or contractor to be an irresponsible bidder 
and for barring the vendor or contractor from bidding on County contracts for a 
minimum period of one year or such period as may be specified by the Board of 
Commissioners of Nye County. 

 
C. Conviction of any unlawful act involving any contract with or attempt to contract with 

Nye County shall result in barring the vendor or contractor from bidding on County 
contracts for a minimum period of one year or such period as may be specified by the 
Board of Commissioners of Nye County. 

 
Penalties: 
 

 Violations of these policies and procedures or the Nevada Revised Statutes may result in 
disciplinary action up to and including personal liability for costs and termination and 
conviction of a misdemeanor. (See NRS 332.155, NRS 332.161) 

 
 Under certain circumstances, the employee may be guilty of a gross misdemeanor (see 

NRS 333.497, NRS 333.500, NRS 338.090).  

3. DEFINITIONS: 

 
1. Addendum- A change, addition, alteration, correction or revision to a bid or contract 

document. Synonymous with amendment. 
 
2. Bid- The response submitted by a bidder to an invitation for bids (IFB) or Request for 

Proposal (RFP). Also means the complete bid document. Synonymous with bid response. 
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3.  Bid opening- The process of opening, reading and tabulating bid responses at a time and 
place specified and in the presence of any interested observers.  Applies only to invitations 
for bids (IFB) or Request for Proposals (RFP). 

 
4. Bidders list- A categorized list of interested potential suppliers maintained by the local 

government and used to solicit bids and proposals. 
 
5. Change order- A written order, either unilateral or bilateral, directing changes in the 

requirements, terms or conditions of a contract; especially price, performance and delivery 
terms. 

 
6. Contract- A written understanding between two competent parties under which one party 

(contractor) agrees to do something and the second party (local government) agrees to 
compensate the contractor for that performance. This includes equipment leases and rental 
agreements. 

 
7. Contract administration- The process of managing, monitoring and administering contracts 

to ensure that the contractor meets all requirements of the contract. 
 
8. Default- Failure by either party to a contract to comply with the material (major) 

requirements of the contract. 
 
9. Evaluation criteria- Factors relating to management capability, technical capability, financial 

capability, method of meeting performance requirements, price and other material 
considerations used to select the most qualified offerors. 

 
10. Governing body- The Nye County Board of Commissioners. 
 
11. Independent contractor- A supplier of services, who must exercise independent judgment 

as to the means used to achieve results, is responsible for the results obtained and who 
must be free from the control or orders of others. 

 
12. Invitation for bids (IFB)/Requests for Proposals (RFP)- All documents, whether attached or 

incorporated by reference, used to solicit competitive or multi-step sealed bids. 
 
13. Joinder- A contract provision that allows any Nevada municipality to use (join on) an open 

contract awarded by any other Nevada municipality instead of soliciting, evaluating and 
awarding their own contract. Note: This is a highly recommended course of action to 
consider before taking the time and expense to develop your own procurement action. See 
NRS 332.195. 
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14. Local government- Any Nevada municipality, county, or related public entity, including 
individual departments of state government, the university system, community colleges, 
school districts and general improvement and irrigation districts. 

 
15. Negotiation- The interaction between a buyer and seller (local government and offeror) to 

achieve an agreement acceptable to both parties. Negotiation is prohibited on competitive 
invitations for bid (IFB’s). 

 
16. Non-responsive bid- An offer that does not conform to the essential requirements of the 

solicitation. 
 
17. Personal services- Services provided by individual independent contractors rather than by a 

group of individuals, a business or an organization.  
 
18. Professional services- Services performed by an independent contractor within the scope of 

accounting, medicine, architecture, law, engineering or other licensed professions. 
 
19. Proposal- An executed offer submitted by an offeror in response to a request for proposals 

(RFP) and intended as the basis for negotiations for a contract. 
 
20. Public works- New construction, repair or reconstruction of any public facility or property. 

(See NRS 338.010 (10). The description of the work to be done is called “plans and 
specifications.” 

 
21. Qualified bidder- A responsive bidder meeting established standards of responsibility for 

providing the contracted performance, as determined by the local government. 
 
22. Requests for proposals (RFP)- The document used to solicit proposals from prospective 

contractors. The RFP usually provides for the negotiation of all terms of the proposal, 
including price, prior to award. 

 
23. Responsible bidder/offeror- A person who has the capability in all respects to perform the 

contract requirements fully and the moral and business integrity and reliability to assure 
good faith performance. 

 
24. Sealed bid- A response to a solicitation that has been submitted in a sealed envelope to 

prevent its contents from being revealed before the time and date set for the receipt of 
such responses. 

 
25. Services- Products whose value lies in the performance of an act. Examples include 

janitorial, laundry, equipment maintenance, training, inspection and testing, imaging and 
many other labor-oriented performances. The description of the work to be done is called 
the “scope of work.” 
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26. Sole source procurement- Award of a contract to the only known or reasonably available 

provider. If known before award, must be justified prior to awarding the contract. If other 
sealed bids are expected in response to an IFB/RFP but not received, the county may then 
enter into negotiations with the sole bidder. 

 
 27. Solicitation- An IFB, RFP, telephone calls, internet or any other document or communication 

used to obtain bids or proposals for the purpose of entering into a contract. 
 
28. Supplies- Products whose value lies in their tangible form. Examples include vehicles, 

equipment, office and maintenance supplies, office machines, software, furniture, uniforms, 
parts and many other products. The description of the product is called the “specification.”  

 
 References: 

Information found in one chapter may be used as precedence for or be construed together 
with another chapter that is silent on a specific issue. 
 
  NRS Chapter 244.1505, (2) 
  NRS Chapter 332 
  NRS Chapter 333 
  NRS Chapter 334 
  NRS Chapter 338 
  NRS Chapter 339 
  NRS Chapter 625.530 

4. PROCEDURES: 

The issuance of a Purchase Order or contract or purchasing card order and acceptance of the 
order or signature on the contract by a vendor constitutes a contract between Nye County and 
the vendor. The following procedures will be followed for the purchase of commodities, 
services, and public works. 
 
The Nevada Revised Statutes describe, and the County engages in, four categories of 
purchasing and related activities: 
 

A. Supplies and Services 
B. Public Works 
C. Professional Services 

  
Procedures will be described below for each type. 
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A. Supplies and Services 
 
             1. Purchases with other Nevada government agencies regardless of dollar value. 
 
 The use of (joining on) existing contracts for the same or similar supplies and services in 

accordance with NRS 332.195 is strongly recommended. The advantages are: (1) using 
an existing contract instead of expending time and labor to create a new procurement 
for the same or similar product; (2) taking advantage of quantity pricing and (3) 
increasing the purchasing power of the existing contract thus enhancing future price 
reductions and improvements in vendor services.  

 
 Using departments are expected to first determine, with the assistance of the 

Purchasing Department, whether such contracts exist. If so, they must be considered 
before beginning a new solicitation process. 

  
 
If an existing contract is used, the Nye County Purchasing Department merely has to 
issue a purchase order to that vendor, citing the existing bid/contract number correctly 
entering the data into the financial system. 
 

2. Emergency Contracts 
 
 Competitive bidding procedures are not required for emergency purchases. 

“Emergency” purchases are only those defined in NRS 332.055. 
  
 3. Purchases of $ 0 - $10,000 
 

Purchases of $0 - $10,000 are left to the discretion of the using department. There is no 
legal requirement to secure more than one price. However, most items in this price 
range are readily available and competition must be sought when available. 
 
Purchases of $0 - $499 no purchase order is required unless the vendor requires one. 
 
Purchases of $10,001 - $49,999 require that at least two quotes, preferably three be 
obtained from qualified vendors unless the purchase is subject to competitive 
purchasing exemptions 

 
Purchases under $50,000 may be approved by the County Manager.   

 

A purchase order and Board of Commission approval is required for a capital outlay 
item over $3,000 unless that item has been specifically identified in a grant previously 
approved by the Board. 
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 4. Purchases of $10,000 - $49,999. 
 

Price quotations must be secured from at least two vendors, preferably three, capable 
of providing the commodity or performing the service, unless the purchase is otherwise 
exempted.  The quotations must be documented and attached to the purchase order. 
 

  State or Federal Funds-  All purchases or contractual services which will be paid from 
federal or state funds must be made in compliance with Federal and State law. In the 
majority of cases the more stringent purchasing policies and procedures of local 
government will prevail. 

 
  Exceptions to competitive bidding-  Contracts, which by their nature are not adapted to 

award by competitive bidding, are described in NRS 332.115. 
 
None of the statutory exceptions preclude Nye County from seeking price quotations, 
Invitation to Bid, Requests for Proposal, or negotiating with providers should there be 
more than one possible source. 
 

 5. Purchases in excess of $50,000. 
 

If the proposed contract exceeds an estimated aggregate sum of $50,000, the using 
department or Purchasing Department shall conduct a formal advertised bid on behalf 
of the using department, unless the purchase is exempted from the sealed bid process 
by law or these Policies and Procedures.  
 
Prior to beginning the formal bid process the using department will forward to the 
Purchasing Department a complete scope of work/description of items to be purchased, 
the date of approval by the BoCC, and the account number it will be funded from.  
 
The award recommendation will be presented by the Purchasing Department based 
upon a written recommendation, analysis, and tabulation of the bidding process.  
 
Bid awards will be approved for award by the County Commissioners at a scheduled 
meeting as a published agenda item as they require.  
 
Only then may the contract be signed by the Board of Commissioners representative.  

 
 Non-competitive Procurement-  Except as otherwise provided, procurement of items or 
services of  $50,000 or more which are not adaptable to competitive bidding, and where 
time is not a factor, shall have prior approval by the County  Commissioners at a 
scheduled meeting. 
 



 

Rev. 3-2014 Purchasing – Nye County, Nevada 10 
July 1, 2014 Nye County Purchasing Policies and Procedures Manual 

If more than one qualified supplier is solicited, but only one responsive bid is received, 
the procurement can be considered competitive. Furthermore, negotiations may then 
be conducted with the one responding bidder. 

   
  Notice to bid-  Except as otherwise provided by law, notice to bid shall be given  in  the 

form of an advertisement  published in a newspaper of  general circulation within the 
County on all proposed contracts and purchases having an  estimated aggregate amount  
of more  than  $50,000.  Such advertisements may be published in adjoining counties or 
states, as necessary, to ensure competitive bidding.   

 
  The notice must state the nature, character or object of the contract, the time and place 

where bids will be received and opened and (if applicable) where plans and 
specifications may be seen.  The notice must appear at least once and not less than 
seven (7) days before the opening of bids. Pending bids shall be available in the 
Purchasing Department for public inspection and preparation. 

 
 Bid specifications-  Bid specifications established for the purpose of securing 
 needed commodities and equipment must be specific, yet general enough in nature, to 
allow for competitive bids.   
 
Brand or trade names may be used for the purpose of establishing general features, 
performance, characteristics, and standard of quality desired, provided that sufficient 
latitude exists to allow an "or equal" bid response. To comply with Federally funded 
projects, at least two brand names must be specified. 

   
  Submission  of  bids- Bids must be submitted to the Purchasing Department  in one copy 

on the original forms provided to the bidder and in a sealed envelope which bears the 
firm name, address, and bid number on the face of the envelope. All bids must be 
submitted before the receiving time indicated on the bid document.  

 
   An addendum to a bid becomes a part of the general conditions and a bidder must sign 

and return the addendum with the original bid documents time permitting.  
 
  Addenda may be submitted by separate cover if the Bid has already been delivered 

(mailed). Addenda submitted by separate cover must be identified on the envelope with 
the bid number and the date/time of the bid opening. Failure to submit an addendum by 
the date/time set for the bid opening will be cause for bid rejection. 

 
  Bidders’ bonds- Bonds may be required by the County if deemed necessary to insure 

bidding and performance. If bonds are required, financial data from the bidders shall 
NOT also be required. See NRS 332.105. 
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  Withdrawal of bids- A bid may be withdrawn by the bidder only if a written request, 
telegraphic notice, or oral request upon the personal appearance of the bidder is 
received by the bid opening office before the time and date set for the bid opening. 

 
  Late bids-  Bids received by the bid opening office after the time and date for  receipt 

specified in  the invitation and bid shall be unopened and rejected. 
 

Bid opening- Bids which are properly completed and submitted shall be opened and 
tabulated at the stated time and place, and be publicly announced. Unsigned bids will be 
deemed non-responsive and will be rejected at the time of opening.  
 
One copy of each of the bids, tabulations, specifications and related documents shall be 
retained in the contract file for the benefit of public inquiry and inspection. Original 
copies of the successful bid and contract shall be filed with the Nye County Clerk. 
 

 Alternate bids- Alternate bids which propose non-specified goods or materials will be 
considered, if the alternate is fully described and illustrated by brochures,   photographs,   
literature   and    written specifications, or any combination thereof, and if the alternate 
accompanies the bidder's response to the specified goods or materials.  Bids submitted 
in response to "Brand Name or Equal" will be considered provided sufficient 
documentation is provided to establish the "Or Equal” basis. 

 
  Surety-  If required, bidders shall furnish surety in the form of a bid bond, certified 

check, or cashier's check in the amount prescribed. The surety must accompany the bid. 
If a bid bond is required, the County shall not also require financial data from the 
bidders.  

  
 After an award has been approved by the Board of County Commissioners as required, 

the surety of the unsuccessful bidders shall be returned.  The surety of the successful 
bidder shall be retained in the contract file until satisfactory performance has been 
rendered. 

 
  Liability Insurance- The vendor or contractor may be required to provide proof of 

liability insurance in an amount specified at the time of the bid solicitation. The 
Certificate of Insurance shall be delivered to the County within ten days of the 
notification of the bid award.  The Certificate shall name Nye County as additional 
insured. 
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  Basis and condition of award-  In analyzing bids, careful analysis will be exercised to 
insure that the quality, utility, value, and performance of goods or services proposed in 
a bid are at least equal to the specifications called for in the notice to bid. Based upon 
this analysis, contract awards for which competitive bids have been received will be 
made to the lowest responsive and responsible bidder. In determining the lowest 
responsive and responsible bidder, the County shall consider the following: 

 
A. Price, including discount terms; 

 
B. Detailed listing of scope of work or specifications 

 
C. Conformance to scope of work or specifications; 

 
D. Ability of the bidder to provide the goods or services required by the 

contract; 
 
E. Whether the bidder can provide the goods or services within the time 

specified; 
 

F. Quality of the bidder's performance under previous contracts; 
 

G. Ability of the bidder to provide future maintenance services on goods 
purchased; 

 
H. Whether the bidder has the financial resources, qualifications and 

experience to fulfill the requirements of the contract; 
 

I. Character and integrity of the bidder and his reputation in complying with 
laws and regulations;  

 
J. The bidder's ability to perform in compliance with the number and scope of 

conditions contained in the notice to bid; and 
 

K. Trade-in allowances as permitted by NRS 332.175. 
 

L. Any other factor that is pertinent or useful in evaluating a bid. 
 
 Recommendation for award- The bids, tabulations, and supporting documents 

accompanied by a written recommendation shall be submitted to the Board of County 
Commissioners as they require. The County reserves the right to hold the bids for a 
maximum of sixty days after the date of opening before awarding or rejecting a bid.  
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 The County reserves the right of severability regarding acceptance or rejection of any 
item or group of items bid unless the bidder has qualified his/her bid by specific 
limitations.  Awards of contracts must be based upon the greatest advantage to Nye 
County. The award must be made to the lowest responsive, responsible bidder in 
accordance with NRS 332.065. The responsibility of the bidders must be determined in 
accordance with NRS 332.085. 

  
 The decision rendered by the Board of County Commissioners to award a contract is 

final. 
 
 Tie Bids- If the acceptable low bids received are for the same total  amount or  unit  

price, the  Board  of County Commissioners may authorize the award of the contract to 
one of the bidders by  drawing lots in public, or by negotiating between the  lowest 
bidders provided  that  the  vendors  are  notified  in advance of the  procedure which 
will  be used to break the tie. 

  
 Rejection of Bids- The Board of County Commissioners reserve the right to reject in the 

public interest any and all bids or any portion thereof for any or all commodities or 
contractual services, or to request a re-bid on any or all items. See NRS 332.075. 

 
 No Responsive Bids Received- 
 

A. The County, with the consent of the requiring department, may elect to re-
bid, 

 
       Or; 
 

B. Publish a notice in the form of an advertisement in a newspaper of general 
circulation within the county that no responsive bids were received and 
that if no bids are received within seven days following the date of 
publication of the notice, the County will enter into negotiations with any 
vendor(s) deemed capable of supplying the commodity or providing the 
service. See NRS 332.148. 

 
Accountability – Prior to the release of any payment, the Department   Head/Elected 
Official must approve a written report accompanying each invoice presented.  Such 
report will identify each task, task elements and hours billed for the current and 
previous periods compared to the total contract amount.   
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 Default -  In case  of default by  a contractor  (vendor) receiving a bid award, the County 
may: 

 
1. Procure the items or services from another source and may hold the 

contractor liable for any additional costs occasioned thereby; 
 

2. Remove the contractor (vendor) from the bid list for a period of not less 
than one (1) year; and 

 
3. Take any appropriate legal action against the defaulting contractor 

(vendor) to compensate the County for damages suffered as a result of the 
default. 

 
Collusion - Any agreement or collusion among bidders or prospective bidders to bid a 
fixed price or restrict the competitive bid process in any way shall render the bids of 
such bidders void.  The County may take any action appropriate to a "Default" as 
enumerated above. (See NRS 332.165.) 

 
 Advance Disclosures -  Disclosure of information to any bidder which would give that 

particular bidder an advantage over another interested bidder in advance of the opening 
of bids, whether in response to a formal or informal request for bids, made or permitted 
by a member of the Board of Commissioners, or an employee, or representative thereof,  
shall operate  to void all proposals  of  that  particular  bid  solicitation or request. 

  
 A request for proposal that contains a provision that requires negotiation may not be 

disclosed until the proposal is recommended for award. (See NRS 332.061)  
 
 Laboratory Analysis - The County reserves the right to obtain a chemical or physical 

analysis of any product offered by a vendor, in order to determine quality and 
conformance to specifications whether the procurement action is by emergency 
purchase, formal bid, informal bid, or price quotation.  Such analysis may be at no cost 
to the County. 

 
 Severability - If any provision of these Policies and Procedures or any application thereof 

to any person or circumstances is held invalid in any court of law, such invalidity shall 
not affect other provisions or applications of these Policies and Procedures which can be 
given effect without the invalid provisions or applications of these Policies and 
Procedures are declared to be several. 
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B. Public Works 
 
 1. Projects $0-$20,000 
 
 Projects below $20,000 are not considered public works projects within the meaning of 

NRS 338.010 and are exempt from the requirements of that chapter. In that instance, 
the provisions of NRS Chapter 332 apply as described above under “Supplies and 
services.” 

 
 2. Projects in excess of $20,000. 
 

If the proposed project exceeds an estimated aggregate sum of $20,000, or Purchasing 
Department shall conduct a formal advertised bid on behalf of the using department, 
unless the purchase is exempted from the sealed bid process by law or these Policies 
and Procedures.   
 
The award recommendation will be presented by the Purchasing Department based 
upon a written recommendation, analysis, and tabulation of the bids submitted. 
Bid awards will be approved for award by the County Commissioners as they require at a 
scheduled meeting as a published agenda item.  
 
Only then may the contract be signed by the Board of County Commissioners. 
  
 State or Federal Funds- All projects which will be paid in whole or part from Federal or 
State funds must be made in compliance with Federal and State law. In the majority of 
cases, the more stringent purchasing policies and procedures of local government will 
prevail. 
 
Bid plans and specifications- Shall be prepared in such as manner so as to not limit or 
restrict, directly or indirectly, to one specific concern. 
 
Shall be approved, stamped and on file prior to opening of bids See NRS 338.143. An 
exception is design/build projects allowed under NRS 338.1711. 
 
The bid shall not designate a specific material, product, thing or service by brand or 
trade name unless necessary to match others in an existing project. The specification 
must call for comparable brand or trade name, followed by the words “or equal”. See 
NRS 338.140.  

 
 Non-competitive Procurement- If more than one qualified contractor is solicited, but 
only one responsive bid is received, the procurement can be considered competitive. 
Furthermore, negotiations may then be conducted with the one responding bidder. 
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  Notice to bid-   Notice to bid may be given in the form of an advertisement published in 
a newspaper of general circulation within the County on a proposed contract having an 
estimated aggregate amount of more than $20,000 but less than $100,000. Such 
advertisements may also be published in adjoining counties or states, as necessary, to 
ensure competitive bidding.   

 
  For projects estimated at over $100,000, the notice to bid shall be advertised as 

described above, in accordance with NRS 338.143. 
 
  The notice must state the nature, character or object of the contract, the time and place 

where bids will be received and opened and (if applicable) where plans and 
specifications may be seen and obtained, and the Public Works identifying number. The 
notice must appear at least once and not less than seven days before the opening of 
bids. Pending bids shall be available in the Purchasing Department for public inspection 
and preparation. 

 
  Labor Commissioner- For projects estimated at over $100,000, a “PWP number” must 

be obtained from the Labor Commissioner’s office, prior to advertising the project and 
the number must be shown on the face of the bid. See NRS 338.013 and NRS 338.080. 

   
  For projects estimated at over $100,000, the County must require the contractor to 

comply with the Labor Commissioner’s prevailing wage requirements in accordance with 
NRS 338.020 through NRS 338.090.  

 
  For projects estimated at over $100,000, the County is now also responsible for 

investigating possible violations of the prevailing wage law, determining whether a 
violation has been committed and informing the Labor Commissioner of any such 
violations. (See NRS 338.070 (1) (a). Failure to do is a misdemeanor. 

 
  Pre-qualification of bidders- Pre-qualification of prospective bidders as described in 

NRS 338.1373 through 1383 is optional for the County but is NOT recommended. All 
prospective bidders should be allowed to bid and their bids evaluated for 
responsiveness and responsibility after bid opening if they are the apparent low bidder 
in accordance with NRS 338.140 through 147.  

 
  Submission of bids- Bids must be submitted to the Purchasing Department in one copy 

on the original forms provided to the bidder and in a sealed envelope which bears the 
firm name, address, and bid number on the face of the envelope. All bids must be 
submitted before the receiving time indicated on the bid document. An addendum to a 
bid becomes a part of the general conditions and a bidder must sign and return the 
addendum with the original bid documents time permitting.  

   
   



 

Rev. 3-2014 Purchasing – Nye County, Nevada 17 
July 1, 2014 Nye County Purchasing Policies and Procedures Manual 

  Addenda may be submitted by separate cover if the bid has already been delivered 
(mailed). Addenda submitted by separate cover must be identified on the envelope with 
the bid number and the date/time of the bid opening. Failure to submit an addendum by 
the date/time set for the bid opening will be cause for bid rejection. 

 
  Withdrawal of bids- A bid may be withdrawn by the bidder only if a written request, 

telegraphic notice, or oral request upon the personal appearance of the bidder is 
received by the bid opening office before the time and date set for the bid opening. 

 
  Late bids-  Bids received by the bid opening office after the  time and date for  receipt 

specified in  the invitation and bid shall be unopened and rejected. 
 

Bid opening- Bids which are properly completed and submitted shall be opened and 
tabulated at the stated time and place, and publicly announced. Unsigned bids will be 
deemed non-responsive and will be rejected at the time of opening. 
 
One copy of each of the bids, tabulations, specifications and related documents shall be 
retained in the contract file for the benefit of public inquiry and inspection. Original 
copies of the successful bid and contract shall be filed with the Nye County Clerk. 

 
 Surety-  If required, bidders shall furnish surety in the form of a bid bond, certified 

check, or cashier's check in the amount prescribed. The surety must accompany the bid. 
If a bid bond is required, the County shall not also require financial data from the 
bidders.  

 
 After an award has been made by the Board of County Commissioners as they require, 

the surety of the unsuccessful bidders shall be returned. The surety of the successful 
bidder shall be retained in the contract file until satisfactory performance has been 
rendered. 

 
  Performance and Payment Bonds-  A performance bond in the amount of at least 50%  

of the bid award and a labor and materials payment bond in an amount of not less than 
50% of the bid award shall be provided by the vendor or contractor as deemed 
necessary to Nye County.  Such bonds shall be delivered to the County within ten 
working days of the notification of the bid award and prior to the issuance of a purchase 
order, notice to proceed, or contract. Bonding requirements shall be stated at the time 
of the bid solicitation. Failure to supply the specified bonds within ten working days will 
result in the forfeiture of the specified surety. The bonds are to be provided by a 
company licensed to do business in the State of Nevada. See NRS Chapter 339. 
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  Liability Insurance-  The vendor or contractor will be required to provide proof of 
liability insurance in an amount specified at the time of the bid solicitation. The 
Certificate of Insurance shall be delivered to the County within ten days of the 
notification of the bid award.  The Certificate shall name Nye County as additional 
insured. 

 
  Basis and condition of award-  In analyzing bids, careful analysis will be exercised to 

insure that the quality, utility, value, and performance of work proposed in a bid  are at 
least equal to the plans and specifications called for in the notice to bid. Based upon this 
analysis, contract awards for which competitive bids have been received will be made to 
the lowest responsive and responsible bidder. In determining the lowest responsive and 
responsible bidder, the County shall consider the following and the requirements of NRS 
338.145 and NRS 338.147: 

 
A. Price; 

 
B. Conformance to plans and specifications; 

 
C. Ability of the bidder to provide the products and work required by the 

contract; 
 

D. Whether the bidder can complete the project within the time specified; 
 

E. Quality of the bidder's performance under previous contracts with the 
County or other government entities; 

 
F. Whether the bidder has the financial resources, qualifications and 

experience to fulfill the requirements of the contract; 
 

G. Character and integrity of the bidder and his reputation in complying with 
laws and regulations; and 

 
H. The bidder's ability to perform in compliance with the number and                      

scope of conditions contained in the notice to bid. 
 

I. Bidder’s preference in accordance with NRS 338.147 
 

J. Any other factor that is pertinent or useful in evaluating the bid. 
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 Recommendation for award- The bids, tabulations, and supporting documents 
accompanied by a written recommendation shall be submitted to the Board of County 
Commissioners as they require. The County reserves the right to hold the bids for a 
maximum of sixty days after the date of opening before awarding or rejecting a bid. The 
decision rendered by the Board of County Commissioners to award a contract is final. 

 
  Rejection of Bids-  The Board of County Commissioners reserve the right to reject in the 

public interest any and all bids or any portion thereof for any or all or contractual 
services or to request a re-bid. The County must comply with NRS 338.143 (5) if 
consideration is being given for the County to do the work. 

 
 No Responsive Bids Received- 
 

A. The County, with the consent of the requesting department, may elect to 
re-bid, 

 
       Or; 
 

B. Publish a notice in the form of an advertisement in a newspaper of general 
circulation within the County that no responsive bids were received and that 
if no bids are received within seven days following the date of publication of 
the notice, the County will enter into negotiations with any vendor(s) 
deemed capable of supplying the commodity or providing the service. 

 
  Default-  In case  of default by  a contractor  (vendor) receiving a bid award, the County 

may: 
 

1. Procure the remaining work from another source and may hold the 
contractor liable for any additional costs occasioned thereby; 

 
2. Remove the contractor (vendor) from the bid list for a period of not less 

than one (1) year; 
 

3. Take any appropriate legal action against the defaulting contractor                
(vendor) to compensate the County for damages suffered as a result of the 
default. 

 
Collusion-  Any agreement or collusion among bidders  or prospective bidders to                                     
bid a fixed  price or  restrict the competitive bid process in any way shall render the bids 
of such  bidders void.   The County may take any action appropriate to a "Default" as 
enumerated above. 
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 Advance Disclosures-  Disclosure  of information to any bidder which  would  give  that  
particular  bidder an advantage over another interested bidder in advance of the 
opening of bids, whether in response to a formal or informal request  for  bids,  made or  
permitted  by a member of the Board  of Commissioners, or an employee, or 
representative thereof,  shall void all proposals  of  that  particular  bid  solicitation or 
request. 

 
  Severability- If any provision of these Policies and Procedures or any application thereof 

to any person or circumstances is held invalid in any court of law, such invalidity shall 
not affect other provisions or applications of these Policies and Procedures which can be 
given effect without the invalid provisions or applications of these Policies and 
Procedures are declared to be severed. 

 
 Progress Payments- The County is responsible for timely payments to the contractor. 

This includes progress payments for satisfactory work completed and invoiced during 
the life of the contract in accordance with the schedule of values submitted by the 
contractor and approved by the architect/engineer. The County must make payments 
within thirty days of the completion of work and proper invoicing. 

 
 The County is also responsible for withholding from progress payments, the retainage 

specified in the contract, subsequently releasing same, with interest when the project is 
satisfactorily completed and invoiced. 

 
 NRS 338.400 through NRS 338.645 contains detailed instructions that must be followed 

by the County in the administration of a public works contract. 
 

B. C. Professional Services 
 

Professional services generally consist of work performed by individuals licensed or 
certified to do that work. They may work independently or in a firm but the certification 
is of the individual. 
 
The work, training and expertise distinguish one individual from another and therefore 
one individual in that profession cannot be accurately compared to another of the same 
profession and certification. Examples include doctors, dentists, attorneys, architects, 
engineers, certified public accountants, certain types of consultants and others who are 
professionally licensed or certified. 
 
Professional services are exempt from competitive bidding by NRS 332.115 (1) (b). 
Generally, their services should not be solicited competitively because of the difficulty in 
comparing and evaluating competing bids. 
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Note that, according to NRS 625.530, “The selection of a professional engineer, 
professional land surveyor or registered architect…must be made on the basis of 
competence and qualifications…and not on the basis of competitive fees.”   
 
It is County policy to select the most qualified professional individual for the job that is 
required and then attempt to negotiate a fee acceptable to both parties for the work to 
be done. 
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APPENDIX A 
 

PURCHASING CARD 
NOTE: This appendix can also be reproduced separately as a manual for employees who are designated 
cardholders  
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NYE COUNTY PURCHASING CARD PROGRAM  
CARDHOLDER MANUAL 

 
 

1. INTRODUCTION 
 

 
Welcome to the Bank of America Purchasing Card Program.  This program is designed to help better manage 
low-dollar purchases and brings many benefits to you, Nye County and your vendors. 
 
The success of the Purchasing Card Program and its continuing use depends on your participation and 
cooperation. Please be sure to read and follow the program guidelines as specified within this manual. 
 

1.1 What is the Purchasing Card? 
 
The Purchasing Card is a MasterCard credit card issued by Bank of America.  It is a fast, flexible new purchasing 
tool which offers an alternative to the existing purchasing processes and provides an extremely efficient and 
effective method for purchasing and paying for small dollar items with individual purchase limits and a monthly 
total expenditure as assigned to each cardholder (automatically renewed each month).  The card is to be used 
for official purchases; primarily goods and services, including official travel. The MasterCard Purchasing Card will 
enable you to purchase non-restricted commodities and services, by telephone or in person, directly from the 
vendors.   
 
The MasterCard Purchasing Card will be issued in the employee’s name and have the Nye County sales tax ID 
number clearly indicated on the card. 
 
 

The Purchasing Card program brings many benefits to... 
 
Cardholders - You will be able to obtain supplies directly from your vendors without using a purchase 
order. This streamlines the purchasing process and can help improve turnaround time on receipt of your 
order.  It significantly reduces the workload and processing costs related to the purchase and payment 
of supplies. 
 
Nye County - The Purchasing Card program provides a cost-efficient, alternative method for purchasing 
low-dollar supplies. Built-in card features make the program easy to control and manage and reduces 
processing costs at all levels by reducing the number of requisitions, purchase orders, invoices and 
checks.  The Purchasing Card enables all departments to focus on higher value added activities.   
 
Vendors - The Purchasing Card will be welcomed by vendors who accept MASTERCARD. When they 
accept the card for business purchases, vendors need not send invoices to Nye County, and they will 
receive payment directly from Bank of America within 48 hours. 
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2. PARTIES INVOLVED 
 
Card Issuer - Bank of America’s services include issuing MasterCard Purchasing Cards to Nye County employees, 
providing electronic transaction authorizations, and billing Nye County for all purchases made on the cards. 
 
Nye County - Arranges with the card issuer, Bank of America, to have Purchasing Cards issued to approved 
employees and agrees to accept liability for the employees’ use of the cards. 
 
County Manager/Assistant County Manager – Nye County official with overall administration responsibilities.  
Approves or recommends disciplinary actions.  
 
Department Head - Nye County official who must approve employee’s request for a Purchasing Card, assign 
Departmental Liaison, designate default accounting code for purchases on the Purchasing Card, and submit 
application to the Purchasing Card Administrator.  Department Head approval delegates transaction authority to 
the Cardholder. 
 
Departmental Liaison - An employee in each department designated by the Department Head to be responsible 
for reviewing transactions of individual Cardholders to make sure the transactions are legitimate business 
expenses and are classified appropriately.  
   
Purchasing Card Administrators - The central Administrators located in the Nye County’s Purchasing 
Department who coordinate the Purchasing Card program for Nye County and act as Nye County’s 
intermediaries in correspondence with the card issuer. 
 
Cardholder - An employee of Nye County who is approved by his/her Department Head to use the Purchasing 
Card to execute purchase transactions on behalf of Nye County 
 
Vendor - The merchant from whom a Cardholder is making a purchase. 

3. CARDHOLDER ELIGIBILITY  
 
Criteria to receive a Purchasing Card is as follows: 
 

 His/her Department Head must approve applicant’s request for a Purchasing Card.  

 Applicant must be assigned a Departmental Liaison selected by his/her Department Head.  

 Each individual Cardholder must sign the receipt section of the Cardholder Agreement (Attachment 3). 
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4. KEY CARDHOLDER RESPONSIBILITIES 
 
CARDHOLDER RESPONSIBILITIES 
 
The Cardholder must use the Purchasing Card for legitimate business purposes only.  The Purchasing Card may 
not be used for cash and other categories as included in the Listing of Blocked Vendors (Attachment 2).  Misuse 
of the card will subject Cardholder to disciplinary action in accordance with Nye County Policies and Procedures 
relating to disciplinary action and termination for cause. The Cardholder must: 
 

 Ensure the Purchasing Card is used for legitimate business purposes only. 

 Maintain the Purchasing Card in a secure location at all times. 

 Not allow other individuals to use their Purchasing Card.  

 Adhere to the purchase limits and restrictions of the Purchasing Card and ensure the total transaction 
amount of any single transaction does not exceed the authorized threshold. 

 Obtain and reconcile all sales slips, register receipts, and/or Purchasing Card slips to Bank of America’s 
Cardholder statement and provide it to Departmental Liaison for reconciliation, approval and allocation of 
transactions. 

 Attempt to resolve disputes or billing errors directly with the vendor and notify Bank of America if the 
dispute or billing error is not satisfactorily resolved by faxing Bank of America the required Dispute Form 
(Attachment 2).  

 Ensure that an appropriate credit for the reported disputed item or billing error appears on a subsequent 
Cardholder statement.  

 Not accept cash in lieu of a credit to the Purchasing Card account. 

 Identifying and notifying Departmental Liaison of transactions, that require the submission of use tax to the 
Department of Revenue. 

 Immediately report a lost or stolen card to Bank of America at 1-800-538-8788 (24 hours a day, 365 days a 
year).  

 Immediately notify Departmental Liaison of a lost or stolen Purchasing Card at the first opportunity during 
normal business hours. 

 Return the Purchasing Card to Departmental Liaison upon terminating employment with Nye County or 
transferring Departments within Nye County 

 If a vendor does not accept MasterCard, contact the Departmental Liaison. 

 Report erroneous and emergency transaction needs to the Departmental Liaison during normal business 
hours. 

 Submit monthly statements with receipts attached to the Purchasing Department no later than the 20th day 
of the month the statement is received. 
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5. DEPARTMENTAL LIAISON RESPONSIBILITIES 
 
Each Department Head, if they participate in the purchase card program, must designate one or more 
Departmental Liaisons for his/her department.  The Department Head will assign a Departmental Liaison for 
each Purchasing Card application approved for his/her employees.   
 
Responsibilities include: 
 

 Reviewing vendor receipts attached to the Bank of America Cardholder statements. 

 Retaining all Cardholder charge slips and receipts for audit. 

  

 Resolving any disputes with vendor and/or Bank of America not resolved by Cardholder.   

 Notifying Purchasing Card Administrator in 3 to 5 days of any unresolved disputes, noting the reason for 
dispute. 

 Identifying and notifying Purchasing Card Administrator of transactions, which require the submission of 
use, tax to the Department of Revenue. 

 Notifying Purchasing Card Administrator of lost or stolen cards. 

 Requesting Purchasing Card Administrator to cancel a Cardholder’s card (e.g. terminated employees, 
transferring departments, and loss of purchasing card privileges) as approved by Department Head. 

 Collecting canceled cards from Cardholders and forwarding to Purchasing Card Administrator. 

 Notifying the Purchasing Card Administrator of Cardholder request(s) to have Bank of America set up a 
vendor to accept MasterCard. 

 Assisting Cardholders with erroneous declines and emergency transactions. 
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6. PURCHASING CARD ADMINISTRATOR RESPONSIBILITIES  
 
The Purchasing Office will assign a Purchasing Card Administrator to be responsible for the over-all Purchasing 
Card program. Responsibilities include:  
 

 Nye County liaison with Bank of America. 

 Utilizing SmartData Software from Bank of America.  

 Reviewing Department approved applications for completeness of required information.    

 Submitting completed application to Bank of America and receiving Purchasing Card from Bank of America. 

 Training Departmental Liaisons before releasing Purchasing Cards. 

 Training Cardholder before releasing Purchasing Card.   

 Having Cardholder sign Cardholder Agreement (Attachment 3), signifying agreement with the terms of the 
Purchasing Card program.  

 Handling disputed charges/discrepancies not resolved by Cardholder or Departmental Liaison. 

 Securing revoked Purchasing Cards and submitting information to Bank of America. 

 Reviewing Bank of America bill. 

 Reviewing usage of Purchasing Card data for appropriateness. 

 Ensuring that lost stolen cards have been blocked by Bank of America. 

 Forwarding vendor set up requests to Bank of America. 

 Assisting the Departmental Liaison with erroneous declines and emergency transactions. 
 

6.1 Requirements For Receiving a Purchasing Card 

 
Before receiving a Purchasing Card, you are required to sign the Nye County Purchasing Card Cardholder 
Agreement (Attachment 3). By signing this agreement, you indicate that you understand the intent of the 
program, and will comply with all guidelines of this Manual as well as Nye County Policies and Procedures 
relating to the expenditure of Nye County funds.   
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6.2 Purchasing Card Maintenance and Closure 

 
All contact with Bank of America for card set up, maintenance and closure (except for reporting lost or stolen 
cards) will be handled by the Purchasing Card Administrator who is located in the Purchasing Department.     
 
The Purchasing Card Administrator is required to close an account if a Cardholder: (a) transfers to a different 
department, (b) moves to a new job in which a Purchasing Card is not required, (c) terminates employment or 
(d) for any of the following reasons which will also subject Cardholder to disciplinary action in accordance with 
Nye County Policies and Procedures relating to disciplinary action and termination for cause: 
 

 The Purchasing Card is used for personal or unauthorized purposes. 

 The Purchasing Card is used to purchase alcoholic beverages or any substance, material, or service which 
violates policy, law or regulation pertaining to Nye County 

 The Cardholder allows the card to be used by another individual. 

 The Cardholder splits a purchase to circumvent the limitations of the Purchasing Card. 

 The Cardholder uses another Cardholder’s card to circumvent the purchase limit assigned to either 
Cardholder or the limitations of the Purchasing Card. 

 The Cardholder fails to provide Departmental Liaison with required receipts. 

 The Cardholder fails to provide, when requested, information about any specific purchase.  

 The Cardholder does not adhere to all of the Purchasing Card policies and procedures. 
 
A request for closing a Cardholder account will be submitted to Bank of America by the Purchasing Card 
Administrator.  If your Purchasing Card account is closed for any reason, you should return your credit card to 
your Departmental Liaison immediately. 

6.3 Purchasing Card Use 

 
The card works just like your personal credit card, except Nye County pays all charges in full. It is to be used only 
for the purchase of small dollar items. Nye County spending parameters for each Purchasing Card issued are set 
at a specific amount per transaction with a maximum spending of set at a specific amount per month per card.  
Nye County will adjust limits as determined by demonstrated need. 
 
Nye County requires that certain types of vendors be blocked from Purchasing Card use.   Among these are, and 
cash transactions.  Please refer to the listing in the back of this manual for the types of vendors at which the 
Purchasing Card cannot be used (See Attachment 1).  Transactions will be blocked at the point-of-sale level. 
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6.4 Purchasing Card/Account Number Security and Storage 

 
Cardholders should always treat the Nye County Purchasing Card with at least the same level of care as one does 
their own personal credit cards.  The card should be maintained in a secure location and the card account 
number should be carefully guarded.  The only person entitled to use the card is the person whose name 
appears on the face of the card.  The card may not be lent to another person for any reason.   
 
The Departmental Liaison assigned to each Purchasing Card will maintain the Cardholder’s vendor 
receipts/packing slips/charge slips. The Purchasing Card Administrator located in the Nye County Purchasing 
Department will maintain all other documentation concerning the Purchasing Card program.  This 
documentation includes, but is not limited to, applications, Cardholder Agreements, agency-billing statements, 
reconciliation of accounting statements, , and copies of transmittals and correspondence with Bank of America. 

6.5 Cardholder Liability 

 
The Purchasing Card is a corporate charge card and will not affect your personal credit. It is your responsibility to 
ensure that the card is used within stated guidelines of this Manual. Under no circumstances is the County card 
to be used for personal purchases.  Failure to comply with program guidelines may result in permanent 
revocation of the card, notification of the situation to management, and disciplinary action in accordance with 
Nye County Policies and Procedures relating to disciplinary action and termination for cause. 

6.6 Lost, Misplaced or Stolen Purchasing Cards 

 
Report any lost or stolen Purchasing Card immediately to Bank of America toll-free at 1-800-538-8788. Bank of 
America representatives is available to assist you 24 hours a day, 365 days a year. Be sure to notify your 
Department Liaison about the lost or stolen card at the first opportunity during normal business hours. 
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6.7 Completing a Purchasing Card Transaction 

 
Follow these general guidelines when using your card or account number to make a purchase: 
 

 Determine if the intended supply purchase is within spending and vendor guidelines. 

 For face to face transactions provide the vendor with your Purchasing Card plastic or for mail, fax, 
Internet and telephone orders give the vendor your account number and expiration date. 

 Ask the vendor for any appropriate or previous discounts given to the County. 

 Obtain a copy of the charge slip, sales receipt and/or packing slips and reconcile to the Bank of 
America Cardholder statement. 

 For mail, telephone, fax and Internet orders, advise the supplier the delivery will be rejected unless 
the charge slip, sales receipt and packing slip all accompany the shipment. 

 Provide Cardholder statement with attached receipts to Departmental Liaison. 

 If order is by mail, Internet telephone or fax, provide Departmental Liaison with a copy of the order 
blank or description of the order and maintain a transaction log (sample attached).  

6.8 Erroneous Declines 

 
There may be certain situations when a vendor receives a decline message when processing your Purchasing 
Card transaction. If you do not know the reason for the decline, contact Bank of America at 1-800-538-8788 for 
an explanation. If the decline was in error, the Cardholder should immediately contact the Purchasing Card 
Administrator for assistance.  If purchase is being made outside of normal business hours, the employee must 
find an alternate payment method or terminate the purchase and contact the Purchasing Card Administrator 
during normal hours. 

6.9 Emergency Transactions 

 
Emergency transactions over your authorized limit may not be handled with the Purchasing Card.  For any 
transaction, which does not meet the spending controls, assigned to the card, the Cardholder must contact the 
Purchasing Office for assistance.  

6.10 Credits 

 
The vendor should issue a credit to your card account for any item that they have agreed to accept for return. 
This credit will appear on a subsequent statement.  Under no circumstances should you accept cash in lieu of a 
credit to the Purchasing Card account. 
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6.11 Disputes & Billing Errors 

 
You should always attempt to resolve any disputes or billing errors directly with the vendor.  In most cases, the 
vendor will issue a credit to the card account.  If an agreement cannot be reached with the vendor, you should 
contact Bank of America at 1-800-538-8788. Bank of America may request you to mail or fax to 1-800-253-5846 
a signed Dispute Form to document the reason for the dispute. The Bank of America Dispute Form is included as 
an attachment to this manual (Attachment 2). 
 
Nearly all issues can be resolved using this process.  If you are unable to obtain an acceptable resolution, the 
Cardholder must contact the Departmental Liaison for assistance.  The total amount billed by Bank of America 
will be charged to the individual departmental accounts and credits for disputed transactions will be posted to 
departmental accounts when credit appears on the Bank of America billing. 

6.12 Sales and Use Tax 

 
The Nevada Revised Statutes have granted Nye County sales/use tax exempt status. Direct purchases of tangible 
personal property made by Nye County are exempt from sales/use tax. Therefore, do not agree to pay sales/use 
tax. 
 
The County’s tax exempt ID # is embossed on the face of the card. If a vendor requests verification of the 
County’s exempt status at the time of purchase or when setting up an account, you must provide a copy of the 
letter from the State of Nevada Department of Taxation, dated November 5, 1997, copy enclosed. 

6.13 Vendor Participation 

 
If a vendor frequently used by Nye County employees does not accept the MasterCard card, Nye County will 
assist in recruiting the vendor to take the necessary steps to begin acceptance of the card.  Cardholders should 
contact the Departmental Liaison when encountering vendors who do not accept the card.    

6.14 Audit Assistance 

 
Your Departmental Liaison and the Purchasing Card Administrator will perform periodic audits of your 
compliance with the guidelines of the Purchasing Card program, Nye County policies and procedures relating to 
the expenditure of Nye County funds as well as Cardholder statements and other required documentation. 
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7. Customer Service 

 
Bank of America Customer Service is available 24 hours a day, 365 days a year at 1-800-538-8788 for: 

 

 Reporting a lost or stolen card 

 Disputes or billing errors 

 Account information 
 
For all other questions or issues, please contact the Departmental Liaison. 
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ATTACHMENT  1 

LISTING OF BLOCKED VENDORS 
 

4011 Railroads 

4111 Local/Suburban Commuter Passenger Transportation, Including Ferries 
4411 Steamship/Cruise Lines 
4829 Wire Transfer - Money Orders 
6010 Financial Institutions - Manual Cash Disbursements 
6011 Financial Institutions - Automated Cash Disbursements 

6012 Financial Institutions - Merchandise & Services. 
6051 Non-Financial Institutions -- Foreign Currency, Money Orders (not wire transfer), and Travelers Cheques 
6211 Security Brokers/Dealers 
6300 Insurance Sales & Underwriting  

6381 Insurance Premiums 
6399 Insurance (Not Elsewhere Classified) 
6611 Overpayments 
6760 Savings Bonds 
7012 Timeshares 

7273 Dating and Escort Services 
7276 Tax Preparation Service 
7277 Debt, Marriage, Personal Counseling Service 
7297 Massage Parlors 
7298 Health and Beauty Spas 

8651 Organizations, Political 
8661 Organizations, Religious 
9211 Court Costs including Alimony and Child Support 
9222 Fines 
9223 Bail and Bond Payments 

9311 Tax Payments 
5309 Duty Free Stores 
5681 Furriers and Fur Shops 
5698 Wig and Toupee 
5921 Package Stores, Beer, Wine, Liquor 

5932 Antique Shops—Sales, Repairs and Restoration Services 
5933 Pawn Shops 
5937 Antique Reproduction Stores 
5960 Direct Marketing—Insurance services 
5963 Door-to-Door Sales  

5971 Art Dealers and galleries 
5972 Stamp and Coin Stores Philatelic and Numismatic 
5993 Cigar Stores and Stands 
7995 Betting (Including Lottery Tickets, Casino Gaming Chips, Off-track Betting & Wagers) 

Group VI - International
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ATTACHMENT  2 
 

Authorized by: 

Cardholder Signature: 

 
 

Bank of America 
 
Phone 1-800-538-8788                              Fax 1-800-253-5846                Attn:  Commercial Card Svcs 

 
 
 

Cardholder Statement of Disputed Item 

 
Business Name:  

Cardholder Name:  

Cardholder Account 
Number: 

 

 

Statement Date Transaction Date Merchant Name/Description 

   

Amount Posting Date Reference Number 

   

 
Check the description most appropriate to your dispute.  If you have any questions, contact Bank of America at 
1-800-538-8788. 
 
 1. Alteration of Amount: 

  The amount of the sales draft has been altered from $  to $   

(Please include copy of sales draft) 
 2. Unauthorized Mail or Phone Order: 

I certify the charge listed above was not authorized by me or any person authorized by me to 
use this account.  I have not ordered merchandise by phone or mail, or received goods and 
services as represented above. 

 3. Cardholder Dispute: 

I did participate in the above transaction, however, I dispute the entire charge, or a portion, in the  
  amount of $  because:  

   

   

 4. Credit Not Received: 

The merchant has issued me a credit slip for the transaction listed above; however, the credit has 
not posted to my account.  The date on the voucher is between 30 and 90 days old.  (Please 
include a copy of the credit voucher.) 
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 5. Imprinting of Multiple Slips: 

The above transaction represents multiple billing to my account.  I only authorized one charge 
from this merchant for $  .  I am still in possession of my card. 

 6. Merchandise Not Received: 

My account has been charged for the above transaction, but I have not received this Merchandise.  
I have contacted the merchant. 

 7. Merchandise Not Received: 

My account has been charged for the above transaction, but I have since contacted this merchant 
and canceled the order.  I will refuse delivery should the merchandise still be sent. 

 8. Merchandise Returned: 

My account has been charged for the transaction listed above, but the merchandise has been 
returned.  Provide a description of the circumstances.  (Please include postal receipt if applicable.) 

 9. Inadequate Description/Unrecognized Charge: 

I do not recognize this charge, Please supply a copy of the sales draft for my review. 
 10. I am no longer disputing this charge. 
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Attachment 3 
Nye County Purchasing Card Program 

Cardholder Agreement 
 
Nye County is pleased to present you with the Purchasing Card.  It represents the County’s confidence in you 
as a responsible employee of the County entrusted to safeguard and protect the County’s assets. 
 
As a cardholder, I agree to comply with the terms and conditions of this agreement and the County’s provisions 
of the Purchasing Card User Manual provided to me.  I acknowledge receipt of the user manual and confirm that 
I have read and understand its provisions.  I understand that Nye County is liable to the issuing bank for all 
charges made by me. 
 
As the holder of this Purchasing Card, I agree to accept responsibility for the protection and proper use of this 
card as outlined in the agreement and the user manual.  I understand that Nye County WILL audit my use of this 
Purchasing Card.  I understand that I CANNOT use the Purchasing Card for the purchase of goods not authorized 
by my agency and that purchase of such goods shall be deemed an improper use of the Purchasing Card. 
 
I further understand that improper or fraudulent use of this Purchasing Card may result in disciplinary action, up 
to and including termination of employment, and/or personal liability.  Should I fail to use this Purchasing Card 
properly, I authorize Nye County to deduct from my salary or from any other amounts payable to me, an 
amount equal to the total of the improper purchases.  I also agree to allow Nye County to collect any amounts 
owed by me, even if I am no longer employed by the County.  If Nye County initiates legal proceedings to 
recover amounts owed by me under this agreement, I agree to pay legal fees or collection costs incurred by the 
County in such proceedings. 
 
I understand that Nye County may terminate my right to use the Purchasing Card at any time for any reason or 
without cause.  I agree to return the card to the County immediately upon request or upon termination of 
employment. 
 
APPLICANT: 
 
Signature: ____________________________ Date: ____________________________ 
 
Print Name: ___________________________   
 
Department: _______________________________ Phone #: _________________________ 
 
Name of Departmental Liaison:____________________________________________________ 
   
I approve the issuance of a Purchasing Card to this staff member and assume overall responsibility for the card. 
Approved By: __________________________ , Department Head/Elected Official 
 
Approved By: __________________________, Purchasing Card Administrator 
 

 Sign your card immediately upon receipt from the Purchasing Card Administrator. 
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PURCHASING SUMMARY 
 
Supplies and Services 
 

 

 $0 - $500 – no purchase order required unless deemed necessary by the vendor. 

 $0 - $10,000 Purchase good/services at the discretion of the department.  All purchases 
must be documented via purchase order. 

 $10,000 - $50,000:  obtain at least two oral or written quotes and award by purchase order. 

 $3000 and up of capital asset item, must be approved by the Board of County 
Commissioners and awarded on a purchase order 

 $10,000 - $50,000: obtain at least two written quotes, preferably three and award on a 
purchase order. 

 $50,000 and up: must advertise and use formal sealed bid forms and process with public bid 
opening. Award on bid forms or purchase order. May use Request for Proposal procedure if 
requirements are incomplete. 

 
Public Works 
 

 $0 - $20,000: not considered a public work. Procedures for supplies and services apply. 

 $20,000 - $100,000: formal, sealed bid forms and process with public bid opening. Award on 
purchase order and contract. 

 $100,000 and up: must advertise in local newspaper and use formal sealed bid forms and 
process with public bid opening. Award on purchase order and contract bid forms. 

 
Professional Services 
 

 $0 and up: competitive soliciting not required by statute but recommended. May negotiate 
with the professional of choice. Award a contract on one of the two professional service 
agreement forms provided. 
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Acknowledgment of Nye County Purchasing Policies and Procedures Manual 

 
This form is used to acknowledge receipt of, and compliance with, the “Nye County Purchasing Policies 
and Procedures Manual”.  

 

Procedure 
 

Nye County employees shall complete the following steps: 

 
 Read the “Nye County Purchasing Policies and Procedures Manual”, (this Policy). 
 Sign and date in the spaces provided below. 
 Return this page only to the Nye County Administration Department. 

 
 
 

Signature 
 

By signing below, I agree to the following terms: 
 

 I have received and read a copy of the “Nye County Purchasing Policies and Procedures 
Manual” and agree to address any questions to the Nye County Purchasing & Contracts 
Administrator 

 
 
 

Employee signature: _______________________________ 

Employee name:      ________________________________ 

Date:         ________________________________ 

Department:        ________________________________ 
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Addendum C – Reserved for the Nye County Fixed Asset Policy 
 
 
 

History of Revision – Fixed Asset Policy 

 
Date Version Comments 

TBD TBD TBD
  
  
  

 
 
 
 
 

Finance expects to have this policy before the BoCC at a future meeting.   
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Addendum D - Nye County Debt Management Policy  

 
This policy will change annually as it is a statutorily required document due by August 1. Policy included 

within this document will be updated following Board approval in June-July of each fiscal year. 
 

History of Revision – Debt Management Policy 

 
Date FY Comments 

06/02/2020 FY21 FY21 Debt Management Policy BoCC Approval.
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Addendum E - Nye County Grant Policy 

 
History of Revision – Grants Policy 

 
Date Version Comments 

10/6/2020 1-2020 Resolution 2020-XX. Initial establishment of policy.
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Purpose 

Government grants help fund ideas and projects providing public services and stimulating the 

economy. The Nye County Grants Policy addresses the process for facilitating grants internally, 

and the procedures for grant management. 

 

Objectives 

A grant is an award of financial assistance for which the County has made application to an 

entity and is subject to requirements imposed by the awarding agencies.  Policy and procedures 

are developed to ensure Nye County compliance as obligatory by the awarding agencies and to 

safeguard future grant opportunities.  Failure to follow the Nye County Grant Policy & 

Procedures may result in the Board of County Commissioners suspending departments from 

applying for grants until corrective measures have been fulfilled.  This policy supersedes all 

internal department procedures that may be in place. 

Policy 

It is the purpose of this policy to support creativity and innovation in identifying and addressing 

problems that cannot be resolved with existing resources but might be suitable areas for seeking 

grant funds. It is important to emphasize the need for adequate planning and quality control in 

all activities related to the administration of grants that involve resources and personnel of Nye 

County. 

 
 

General Policy 

Projects funded in whole or in part with grant money are not independent of County operations 

and should not be created simply in reaction to a notice of the availability of funds, whatever 

the source. It is the practice of the County to be proactive in its pursuit of supplemental funding 

sources. County personnel should identify problems that cannot be solved with current 

resources, engage in broad-based planning to address those problems, and carefully consider 

whether grants are an appropriate resource to pursue, given their temporary nature.  

 
For the purpose of the policy, a grant is an award of financial assistance for which the County or 

a department thereof, has made application to a public or private entity and is subject to 

requirements imposed by the awarding agency. These requirements include, but may not be 
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limited to, implementing an agreed-upon program, being accountable for the use of those funds 

awarded to the County to accomplish said program, and providing cash or in-kind matching 

funds or other contribution of County resources.  

 

The Finance and Administrative Department will be the agent through which all accounts must 

be established, and all transactions processed for all grants where a County Department is the 

applicant and County personnel are the primary participants in the planned project. The only 

exception to this may be projects in which the County is one of several partners or, where the 

County, because of its status as a government entity, is not the most appropriate applicant for a 

particular funding source. Such exceptions will be considered on a case-by-case basis; however, 

exceptions will be granted only in the instance where County personnel and resources are not 

the primary implementers of a project, and no County funding is involved with the project.  

 

The existence of grant funds does not exempt County personnel or project staff from conducting 

project activities in accordance with County policies and procedures which govern fiscal 

processes, procurement of services, hiring of personnel, employee travel, etc. Regulations and 

reporting requirements of the funding agency are in addition to, not replacement for, County 

policies and procedures.  

 

The County recognizes the additional effort that must go into grant projects at all stages of the 

process to ensure their proper implementation and ultimate success. This policy and the 

procedures that follow are intended to clarify and streamline that process where possible.  

 

County personnel are encouraged to contact the Nye County Grant Administrator and/or 

Comptroller as early in the grant program planning as possible. 
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Procedures 

Approval to apply for any grant must be obtained from the County Manager prior to the 

submittal of any grant application.  All grant applications shall go to the District Attorney’s 

office for legal review of terms and conditions prior to County manager approval. The 

Application Packet, which includes, but is not limited to, the Grant Application Approval Form, 

the grant application (typically provided by the grantor), confirmation of review from the 

District Attorney’s Office of terms and conditions, the scope of work, and the proposed budget 

including any County cash or in-kind match. 

 

For grants that reoccur on an annual or more frequent basis and do not require unbudgeted 

County personnel resources, cash, or in-kind match, the department may reapply and accept the 

grant award each year with County Manager approval on both application and acceptance.  

However, if there are changes to the grant terms or conditions or the grant change, the County 

Manager shall approve the application, and the BoCC must approve the grant award.  

 

Application Process 

1) Email the entire grant application, including the granting agency Notice 

of Available Funding (if applicable) to the Nye County Grant 

Administrator. 

2) For any grant that requires County cash or in-kind match, indicate the 

source of funding on the Grant Application Approval Form. 

3) For Federal Grants, include the indirect cost rate on the application. If an 

indirect cost rate has not been negotiated, Nye County will use the de 

minimis rate of 10%. 

4) Nye County Grant Administrator will obtain County Manager approval 

to apply by submitting the Grant Application Approval Form, the 

application, confirmation of review from the District Attorney’s Office 

of terms and conditions, the scope of work, and the proposed budget. 

5) Should the grant application require a letter from the Commissioner’s 

office, supply the document in electronic format to the Administrative 

Office, to be printed on Commissioner letterhead.  
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6) Grant applications that require the highest-ranking official sign the 

application shall be signed by the Chair or designee of the BoCC. The 

Nye County Grant Administrator shall submit the completed application 

to the Administration Office to obtain the appropriate signature.  For all 

other applications, the Nye County Manager may sign. 

 

These procedures apply to all grant applications, regardless of application mechanism 

(online, in person, or email).  To obtain the BoCC Chair or County Manager signature for 

documentation purposes, print the online application and submit to Administration for 

proper signature. 

 
 

Application Resources  

1) Catalog of Federal Domestic Assistance (CFDA #) The Catalog of 

Federal Domestic Assistance website contains the most current published 

information on federally funded programs and the number assigned to 

the program.  

2) Fact Finder (Census Bureau's website). 

3) OMB Uniform Guidance Code of Federal Regulations. 

 
 

Award Process 

Once a grant has been awarded, it shall be presented to the BoCC for acceptance, 

excluding grants for reapplication with no change in terms or cost to the County.  

Approval to accept any grant must be obtained from the BoCC prior to the allocation of 

any grant funds.  

 

If not listed on the Grant Award, a signatory block for the Chairman of the Board of 

County Commissioners or County Manager will need to be added. 

 

1) Email the entire grant award, including any special conditions, 

regulations, contracts, report forms, revised budgets or other 
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requirements of the funding agency to the Nye County Grant 

Administrator. 

2) The Nye County Grant Administrator will forward the award document 

to the District Attorney’s Office for review of terms and conditions. 

3) The Nye County Grant Administrator facilitates BoCC approval to 

accept the grant award by submitting an agenda to the Administrative 

Office for the next available Board meeting. 

4) For any grant that requires County cash or in-kind match, indicate the 

source of funding on the BoCC agenda. 

5) Grant awards that require the highest-ranking official signature shall be 

signed by the Chair or designee of the BoCC, submit the complete award 

to the Administration Office to obtain the appropriate signature. 

6) The Grant Administrator assigns a project number and sets up an account 

for each grant. No expenses may be incurred until the grant project, 

and expense/revenue accounts are in place. This process will vary 

depending upon the source of grant funds and the department monitoring 

the program.  

 

 

Award Amendments 

Amendments to Awards must receive BoCC approval under the following conditions: 

 

1) Grant extension, I.E., grant originally to expire June 30, requesting an 

extension from the grantor to December 30. 

2) Significant budget change. I.E., the department received the award for 

personnel costs and requesting from grantor permission to use for 

equipment costs. 

3) Significant scope of work change. I.E., the department received an award 

to hire an employee and requesting from grantor permission to use grant 

funds to purchase a vehicle instead. 
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4) Return of award if it’s determined that grant can not/will not be used as 

originally intended. 

 

Grant amendments that require the highest-ranking official signature shall be signed by 

the Chair or designee of the BoCC.  The Nye County Manager may sign all other Award 

Amendments not required to be BoCC approved. 

 

 

Grant Implementation 

1) Fiscal Related:  

a) Fiscal records will be maintained by the Nye County Grant 

Administrator. 

b) All encumbrances, purchases, and payments are processed and 

submitted in accordance with the Nye County Purchasing Policy.  

The department inputs requisitions, and the Nye County Grant 

Administrator approves.  No purchases are allowed prior to the 

purchase order number being issued. 

c) The use of County credit cards for purchases with grant funds is 

discouraged.  In the event a credit card must be used, i.e. for travel 

arrangements, the department shall enter the invoice for payment in a 

grant A.P. queue, referencing the proper grant project and fund, and 

also forward a copy of the invoice  to the Nye County Grant 

Administrator as soon as available  

d) Use of outside checking accounts or petty cash accounts are 

prohibited for making grant purchases. 

e) All grants will be reconciled at the applicable year-end period by the 

Nye County Grant Administrator. Grant revenue will then be de-

obligated to the appropriate funding agency where applicable. 

f) All grants are subject to audits by the Nye County external audit team 

and any audits which the funding agency may require.  All 

departments that apply for and receive a grant must comply with the 
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external audit staff and supply any requested information to them in a 

timely manner. 

g) Any revenue collection received in conjunction with the grant shall 

be paid to Nye County and be processed through the Nye County 

Grant Administrator. Therefore, all grant reimbursements must be 

made payable to Nye County. 

 

2) Personnel Related  

a) Positions for any personnel to be hired with grant funds must be 

posted and filled according to Nye County Personnel Policies and 

Procedures. 

b) Employee(s) must be advised in their offer of employment letter that 

grant-funded positions are only funded for the duration of the grant 

funding. 

3) Computer/Technology Related:  

a) All computer-related equipment and software purchases must be 

approved by the I.T. Department. 

b) Equipment shall be quoted by IT and may be ordered by the I.T. 

Department under the grant account, allowing sufficient time for 

delivery and arrangements made for installation. 

4) Relative to Procurement of Goods or Services:  

a) Procurement of goods or services must be made in accordance with 

the Nye County Purchase Department as well as any conditions 

outlined in the grant agreement/guidelines and in compliance with 

NRS 332.  

b) Federally funded grant procurement of goods or services must also 

comply with conditions outlined under “Procurement Standards” in 

the Uniform Guidance Code of Federal Regulations Title 2 Subtitle A 

Chapter II Part 200 Subpart D Uniform Guidance Code of Federal 

Regulations Procurement Standards. All construction contracts over 

$2,000 must adhere to the Davis Bacon Related Act and if over 
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$100,000 with the Nevada State Prevailing Wage requirements (the 

higher of the two per classification must be paid to the workers). 

 

If the contract is part of a federally funded grant agreement, check 

the subrecipient organization or vendor against the Excluded Parties 

List (EPLS). To search this site, you will need the organization's 

exact name or DUNS Number.  The System for Award Management 

(SAM) provides further information on how to complete a search. 

 

This site is provided by the General Services Administration (GSA) 

for the purpose of efficiently and conveniently disseminating 

information on parties that are excluded from receiving Federal 

contracts, certain subcontracts, and certain Federal financial and 

nonfinancial assistance and benefits. 

i) If the organization/vendor is identified as an excluded entity 

in the EPLS, you must review the ‘effect’ section of the 

exclusion record to determine exactly how you should apply 

the exclusion; the language in this section will indicate if the 

entity is excluded from procurement actions and/or non-

procurement (e.g., grants, financial assistance) actions. 

c) To maintain proper accounting controls over capital assets, all 

capital assets purchased with grant funding should be made in 

accordance with the County’s  Fixed Asset guidelines. 

5) Relative to Reporting: 

a) Programmatic reporting is the responsibility of the grantee 

department and must be submitted to the Nye County Grant 

Administrator in accordance with the funding agency’s format, 

content requirements, and deadlines. Requests for grant funds or 

reimbursements must be processed through the Nye County Grant 

Administrator to ensure accurate financial reporting and 

accounting. 
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b) Time and effort should be based on actual time spent on the grant 

project based on signed timesheets. Timesheets must be 

electronically signed by the employee and their respective 

supervisor and be retained in the County’s financial system for 

auditing purposes. For additional information on the distribution 

of time and effort for federal awards, please refer to Uniform 

Guidance Code of Federal Regulations Title 2 Subtitle A Chapter 

II Part 200 Subpart E Section 200.430, Compensation for 

Personal Services. (Uniform Guidance Code of Federal 

Regulations Title 2 Subtitle A Chapter II Part 200 Subpart E 

Section 200.430) 

c) Copies of all reports, budget revisions, and evaluations must be 

sent to the Nye County Grant Administrator.  

 

 
 
Responsibilities 
 

Nye County Grant Administrator is responsible for the following relative to program 
grants:  
 

1) Preparation and/or review of financial reports for accuracy and 

compliance with grant accounting policies and procedures.  

2) In coordination with the department grant project manager, coordinate 

the grant application, award, approvals, including all agenda items 

ensuring timely submission through each approval channel.  

3) Review/preparation of accounting spreadsheets, journal entries, and 

reports as needed. 

4) Preparation of indirect cost schedules and submit journal entry 

adjustments to accounting.  

5) Communications with Federal, State, and other granting agencies when 

necessary to coordinate all grants financial processes. 
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6) Preparation of year-end audit requirements; reviewing grant applications 

for grant terms and county funding requirements prior to submission for 

County Manager approval, if required. 

7) Maintaining accurate and up-to-date records on current and pending 

grants. Including, but not limited to: 

a) Quarterly reconciliation of grant fund. 

b) Monthly reconciliation of individual grant projects. 

c) Monthly review of pending AR related to grants, and subsequent 

followup or research to locate overdue payments. 

d) Generation and submission of request for funds (drawdowns) to 

grantors. 

8) Monitoring the grant process and de-obligate grants when complete. 

9) Approve grant-related requisitions and invoices. 

10) Maintain the central grant file that includes: 

a) BoCC agenda items: 

i) acceptance of grant 

ii) any grant amendments that require BoCC approval 

b) Notice of Funding Availability 

c) Completed grant application 

d) Grant award documents 

e) Bid packets (if any) 

f) Vendor quotes 

g) Invoices 

h) Copy of: 

i) Nye County checks 

ii) Nye County credit card charges 

i) Copy of funders reimbursement checks 

j) All administrative correspondence: 

i) Notes, emails, minutes of meetings, phone calls, etc. 

k) Reports 

i) quarterly 
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ii) monthly 

iii) property 

iv) assignment 

v) transfer 

vi) inventory 

vii) disposal 

viii) fixed asset 

l) Financial statements 

m) Project: 

i) modifications 

ii) extensions 

iii) closeouts 

n) Personnel payroll sheets (if applicable) 

o) All other pertinent documents 

 
The County Department Head/Project Manager or his/her designated representative is 
responsible for:  

1) Department Head must assign a department grant project manager who 

will monitor the grant, generate progress reporting, and coordinate all 

grant-related activities with the Nye County Grant Administrator. 

2) Generate the scope, content, and direction of a grant initiative to ensure 

that it is in keeping with the goals of the department and vision of the 

County. 

3) Verify that there are sufficient County resources (IE. staff, office space) 

to accomplish the project. 

4)  Review the Board of County Commissioners agenda item with the Grant 

Administrator and attend the scheduled Board of County Commissioners 

meeting to answer any questions regarding the grant award.  

5) After board approval, coordinate all purchases/encumberment of funds, 

budget revisions, or any other required grant documentation, assuring 

that all terms and conditions specified by the grantor are met. 
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6) Responsible for the administration and operations of the grant-funded 

project or property, reviews award terms, and conditions, regulations, 

billing requirements, budget limitations, etc. 

7) Identifying problem areas that might be addressed using grant funds. 

8) Engaging in broad-based planning that will ensure that the operational 

personnel and cooperating agencies essential to implementing the 

program are involved in the earliest stages. 

9) Designing projects in such a way that activities can be institutionalized 

in the future should they result in successful programs, since grants are 

usually a source of temporary funding or for primarily starting or testing 

new initiatives. 

10) Working with the Nye County Grant Administrator throughout the entire 

planning, application, and implementation process. 

11) Reviewing applications with the Nye County Grant Administrator.  

12) Providing a copy of the final grant application and, if awarded, fully 

executed agreement to the Nye County Grant Administrator. 

13) Managing grant funds in accordance with the same policies and 

procedures as those required of County funds and in accordance with 

funding agency guidelines/requirements. 

14) Review requests for funds with the Nye County Grant Administrator. 

15) Provide Nye County Grant Administrator all applicable backup and 

progress reports for each grant if completed within the department. 

 

 

Researching 

Both County departments and the Nye County Grant Administrator are encouraged to seek new 

grant opportunities actively. The Nye County Grant Administrator will inform the department 

head of any new grant opportunities that may be applicable to the department.  Department 

heads are encouraged to forward new grant opportunities to the Nye County Grants 

Administrator for further investigation of the potential application. 
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Writing Grant Proposals 
Grant proposals may be written in house, or if the applications are more technical in nature, the 

grant writing process may be contracted out to a grant writer specific to that type of grant for 

optimal success. 

 

Developing and Writing Federal Grant Proposals: From the Catalog of Federal Domestic 

Assistance - This is an online tutorial for project and proposal development.  

 

Federal 

1) CFDA: The Catalog of Federal Domestic Assistance website contains the 

most current published information on the federally funded program and 

the number assigned to the program. 

2) Grants.gov: An electronic grant application system. Most federal grants 

can be found and/or applied for online at this site. Some applications 

may be electronically submitted at the funding agency’s website.  

3) Uniform Guidance Code of Federal Regulations: Instructions or 

information issued by the Office of Management and Budget (OMB) to 

Federal agencies.  
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Glossary of Grant & Contract Terms 

 
The following list of definitions for common grant and contract terms is being provided for 

general reference only. In some grant programs, the words may have more specific definitions 

and meanings. 

 

When applying for grant funding, definitions in the related program and/or grant guidance 

documents should be utilized. 

 

Allocation 
The process of assigning a cost to one or more objectives. 
 
Allowable Cost 
A cost that the funding agency will reimburse under the terms of the grant or contract being 
awarded.   

They must be: 
1) reasonable, 
2) allocable to the sponsored agreement, 
3) given consistent treatment appropriate w/General Accepted Accounting 

Principles (GAAP) and conform to the limitations set forth in the agreement. 
 
Applicant 
The person or organization submitting a request to obtain funding. 
 
Appropriation 
The amount of funds Congress (for Federal funding) or any other government, public or private 
entity makes available for a grant program in a fiscal year. 
 
Asset (Capital) 
An item of economic value that has a cost of three thousand or more dollars per expenditure or 
a combined cost of several same items that is or exceeds three thousand dollars. 
 
Assurances 
Legally binding statements signed by the applicant, which states the applicant will do or will 
refrain from doing certain things. 
 

Authorization 
The funding ceiling Congress (for Federal funding) or any other government, public or private 
funding entity sets aside for each grant program. 
 
Authorized Funding 
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The amount of funds a grantee may spend during the project period. 
 
Award Letter/Notification of Award (NOA) 
Notification in writing that a grant or contract has been awarded; usually includes amount and 
award period. 
 
Award Period (Grant Period) 
The length of time a grant is active. This may include one or more budget periods and identify 
the start and end dates for spending the grant funds and conducting project activities. 
 
Block Grant 
Funds provided chiefly to general-purpose governmental units in accordance with a statutory 
formula for use in a broad functional area, largely at the recipient’s discretion. 
 
Budget 
A budget identifies the type of expenses and revenue needed to complete the project. The 
budget must be approved by the funding agency. This budget will be the basis for authorizing 
all expenditures on the project and the basis for seeking payment (reimbursement) from the 
funding agency. 
 
Budget Period 
The period of time during which a particular increment of funding can be expended. 
 
Budget Narrative 
To detail and define the financial information presented in the budget summary; to include how 
each figure was calculated and determined. 
 
Budget Summary 
The sum totals, subtotaled by category, of the costs associated with the performance or 
implementation of a project. 
 
Capital Grant 
Funding for construction or capital equipment. 
 
Catalog of Federal Domestic Assistance (CFDA Number) 
The identifying number assigned to each federal grant program by the Catalog of Federal 
Domestic Assistance. The CFDA website, http://www.cfda.gov, contains the most current 
published information. 
 
Competitive Grants 
Grants for which federal or other funding agencies solicit proposals and rate them on a 
competitive basis to determine which proposals are worthy of funding. In the Catalog of Federal 
Domestic Assistance, these grants are identified as “project grants.” 
 
Contract 
A written agreement that defines how a business relationship will be managed. 
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Direct Costs 
Expenditures associated with grants and contracts that are necessary for and can be specifically 
identified with the performance of a sponsored project and can, therefore, be charged to it. In 
order for an expense to be eligible for reimbursement against a grant or contract as a direct cost, 
it must be allowable, reasonable, allocable and timely; and must meet all documentation 
requirements. 
 
Discretionary Grants 
Competitive grant programs in which the applicant designs the proposal and the funding agency 
ranks the proposals received. This gives the funding agency the discretion to determine which 
recipients will receive funding. Also known as competitive grants or project grants. 
 
Drawdown 
The method by which a grantee requests payment from the funding agency. 
 
E-Application 
An electronic grant application system. Most federal grants can be found and/or applied for 
online at http://grants.gov/. Some applications may be electronically submitted at the funding 
agency’s website. 
 
Federal Register (F.R.) 
The official journal of the United States federal government, published daily, in which all 
federal grants approved by Congress, are published. 
 
Fiscal Year 
A twelve-month period for which an organization plans the use of its funds; for the Federal 
government, the fiscal year runs from October 1 through September 30; for Nye County, the 
fiscal year runs from July 1 through June 30. 
 
Formula Grant 
Funds made available based on a formula prescribed in legislation, regulations, or policies of 
the agency; formula grants are non-competitive. These grants are sent directly to the state, who 
disburses the monies according to a formula. 
 
FTE (Full-Time Equivalent) 
The amount of time, credit, or cost associated with one full-time person or student. 
 
Grant (Cooperative Agreement) 
Per the Federal Grant and Cooperative Agreement Act of 1977, the primary beneficiary under a 
grant or cooperative agreement is the public, as opposed to the Federal Government. The 
distinguishing factor between assistance in the form of a grant or a cooperative agreement is the 
degree of Federal participation or involvement during the performance of the work activities. 
 
If the federal agency, usually the Project Officer, participates in project activities, then a 
cooperative agreement is the proper funding mechanism. If the funded activities meet the 
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definition of assistance and no substantial involvement by the funding agency is anticipated, a 
grant must be used to fund the project. 
 
Grantee (recipient) 
The person or entity that receives funding for a particular service or activity and is accountable 
for the use of these funds. 
 
Grantor (sponsor/organization) 
An external agency/organization that provides funding for an activity or service program. 
 
Guidelines 
A set of general principles used in judging proposals. 
 
Indirect Costs 
Expenditures that cannot be associated with a specific grant or contract, but are inherently 
needed for the support, development and maintenance of the institution in order for the project 
to proceed (overhead). 
These expenses include, but are not limited to, the maintaining of buildings, grounds and 
equipment, accounting services, and general administrative services.  
 
Indirect Cost Recovery 
An approved amount/percentage charged to a specific project/grant to facilitate the 
administrative functions of the institution coordinating the program. Indirect cost recovery is 
generally calculated as either a percentage of direct project salary and fringe expenditures or a 
percentage of total direct costs minus any capital or equipment expenses. 
 
Intergovernmental Review 
Federal requirement that applicants notify their states of any proposals being submitted to a 
federal agency and allow the state to review and comment on the proposals. 
 
Letter of Support 
A letter attached as an addendum to a grant proposal from an outside agency or organization 
expert or supporter of the project that states why he/she believes the project should be funded. 
 
Letter of Commitment 
A letter attached as an addendum to a grant proposal from an outside agency or organization 
expert that not only supports the project, but also commits resources to achieve the project 
goal(s) and describes the roles and responsibilities of the organization and/or partner. 
 
Matching Funds 
The dollar amount that the grantee or other outside party agrees to contribute to the project. 

 
Cash Match (Hard Match) 
Cash Match is the actual accumulated funds/dollars expended and recorded in the 
general ledger for support of a specific grant or contract. 
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• All cash match must be documented, and the records retained in the 
specific project files for audit purposes. These records must show how 
the values placed on the match were derived. 

 
In-Kind Match (Soft Match) 
In-kind contributions may consist of services, equipment, or products that 
contributed to the enhancement of a specific project/grant. In-kind matches are 
not usually included in the project budget and are, therefore, not recorded in the 
general ledger. These contributions may come from either internal or external 
resources. 

 
 All in-kind match must be documented, and the records retained in the 

specific project files for audit purposes. These records must show how 
the values placed on the match were derived. 

 
Cost-Sharing 
Cost-sharing is the portion of total project costs not borne by the sponsor (granting 
agency/organization). 
 
They are resources contributed above the support provided by the external sponsor of the 
project. Other terms used are matching, third party, and in-kind contributions. Cost-
sharing may or may not be mandatory, but should be minimized whenever possible. 
 
Project Directors/Department Heads  are responsible for identifying cost-share/Match 
requirements, the Comptroller or the Budget Analyst can make a recommendation if 
funding is unknown, and the Comptroller or the Budget Analyst should confirm funding 
is appropriate and available prior to the grant moving forward for County Manager and 
BoCC approval.  Appropriate documentation must be submitted and approved prior to the 
proposal’s submission. 
 
Cost-sharing is recorded in an unrestricted fund for each agreement. This fund is 
identified with the sponsored fund in its title and numbering system: 

 Costs used to satisfy matching requirements are subject to the same 
policies governing allowability as the other costs under the approved 
budget. 

 Cost-share/match can be either in the form of cash or in-kind. This 
may also be referred to as “hard” or “soft” match, respectively. 

 If cost-share is mentioned in the budget narrative, but not in the 
budget, it MUST be documented. 

 Cost-share listed in the narrative must also be listed and labeled cost-
share in the budget. 

 All cost-share or match must be documented, and the records retained 
in the specific project file for audit purposes. These records must show 
how the value(s) placed on the cost-sharing amounts reported to the 
funding agency were derived. 
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 Un-recovered Indirect Costs may be included as part of the cost-
sharing commitment only with prior approval of the awarding agency. 

 NOTE: Federal funds CANNOT be used as grant match for other 
projects that involve Federal funding. 

 
 
Memorandum of Understanding (MOU), Memorandum of Agreement (MOA), Letter 
of Agreement (LOA) 
A contract to provide/secure deliverables. 
 
Notice of Federal Funding Availability (NOFA) 
This notice addresses information on the program’s purpose, eligibility requirements, application 
deadline, award amounts, and applicable compliance requirements. 
 
OMB Uniform Guidance Code of Federal Regulations 
Government-wide policies set by the Office of Management and Budget to regulate the use of 
federal grant funds. 
 
Project 
The proposed plan for which the grant funds are being requested. 
 
Project Coordinator/Director/Manager 
The individual designated by the grantee to be responsible for the administration of a project 
including project management, submission of all required documents, communicating with the 
grantor and other appropriate agencies, and carrying out of all project activities. 
 
Project Period 
The total time for which project activities will occur. 
 
Proposal 
The formal written document identifying and defining the components and costs of a specific 
program or project for consideration. 
 
Regulations 
Rules set by federal agencies to guide implementation of grant and other programs. 
 
Renewal 
To re-apply or obtain new or additional funding for a previously existing program. 
 
Request for Application (RFA) 
A call for grant applications in a simpler format than RFP (Request for Proposal). 
 
Request for Proposal (RFP) 
A publicized announcement asking for proposals targeted at a problem or program; it lists the 
project specifications, application procedures, and often includes the required forms. 
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Scope of Work 
Part of a contract detailing the range of work to be completed by the grantee. 
 
SF 424 (Standard Form 424) 
The standard application form used by federal agencies for grants. 
 
SF 425 (Standard Form 425) – Federal Financial Report 
A standard report for reporting federal grant revenue, expenditures, and program income. 
 
Sub-award/Sub-grant 
Formula or competitive grants made from larger grants. 
 
Sub-grantee (sub-recipient) 
A recipient of pass-through funds from a grantee and not directly from the grantor. The sub-
grantee is accountable to the grantee for the use of funds provided. 
 
Unallowable Cost 
A cost (expense) for which a funding agency will not reimburse. 
 
Vendor 
A dealer, distributor, merchant, or other seller providing goods or services that are required for 
the conduct of a program. These goods or services may be for an organization’s own use or for 
the use of beneficiaries of the grant program. 
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