




































































































































































































































































PROFESSIONAL SERVICES - CONSTRUCTION MANAGEMENT - Page 3 of 4 

2. The determination may also include additional findings that: 

APPENDIX E 

a. the County does not otherwise have sufficient or qualified staff resources to adequately 
provide construction management services; 

b. the provision of construction management services would better meet the needs of the 
County; 

c. the utilization of construction management services could provide early completion of 
the public works project is essential; or 

d. specialized expertise in specified construction areas is desirable for the construction 
project and may be reflected as an additional criterion. 

PROCEDURES FOR SOLICITATION OF CONSTRUCTION MANAGEMENT SERVICES 

1. Construction Management Services shall be solicited through a competitive sealed 
qualification-based request for proposals method of procurement. 

2. The County Manager shall appoint a construction management selection committee which 
shall consist of a procurement manager who manages and administers the procurement and others 
who are members of the committee and who shall pertorm the evaluation of offeror proposals. The size 
of the committee can be any number; however, it should be manageable and include both user and 
technical support representatives as appropriate. 

3. For each proposed construction management contract, the construction management 
selection committee shall evaluate statements of qualifications and performance data submitted by all 
responsive businesses in regard to the particular project, and may conduct interviews with, and may 
require public presentation by, all businesses applying for selection regarding their qualifications, their 
approach to the project, and their ability to furnish the required services. 

4. The construction management selection committee shall select, ranked in the order of their 
qualifications, no less than three businesses deemed to be the most highly qualified to perform the 
required services, after considering the following criteria, together with any criteria established by the 
using department: 

a. specialized design and technical competence of the business 1 including a joint venture 
or association, regarding the type of services required; 

b. capacity and capability of the business, including any consultants 1 their representatives, 
qualifications, and locations, to perform the work, including any specialized services, 
within the time limitations; 

c. past record of performance on contracts with government agencies or private industry 
with respect to such factors as control of costs, quality of work, and ability to meet 

schedules; 

d. proximity to, or familiarity with, the area in which the project is located; 
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e. the amount of design work that will be produced by a New Mexico business within the 
state; 

f. the volume of work previously done for the County which is not seventy-five percent 
complete with respect to basic professional design services, with the objective of 
effecting an equitable distribution of contracts among qualified businesses and of 
insuring that the interest of the public in having available a substantial number of qualified 
businesses is protected; provided, however, that the principle of selection of the most 
highly qualified businesses is not violated; and 

g. price of construction management fees may be considered as criteria in the selection of 
construction management services. It is recommended that this criterion not exceed ten 
percent of the overall selection criteria, unless the Office of Central Purchasing makes a 
determination that the characteristics of the construction management services warrant 
the designation of a higher percentage. 

5. The use of the words "specialized design and technical competencei" "design work," and 
11design services" in the selection criteria refers to such competence, work, and service pertinent to 
construction and construction management. 

6. The County Manager, or his designee, shall negotiate a contract in a manner consistent with 
the selection criteria, with the highest qualified business at compensation determined in writing to be 
fair and reasonable. In making this decision, the estimated value of the services to be rendered and 
the scope, complexity, and professional nature of the services shall take into account. Should the 
County Manager or his designee be unable to negotiate a satisfactory contract with the business 
considered to be the most qualified, at a price determined to be fair and reasonable, negotiations with 
that business shall be formally terminated. The County Manager or his designee shall then undertake 
negotiations with the second most qualified business. Failing accord with the second most qualified 
business, the County Manager or his designee shall formally terminate negotiations with that business. 
Negotiations shall then undertake with the third most qualified business. Should the County Manager 
or his designee be unable to negotiate a contract with any of the businesses selected by the committee, 
additional businesses shall be ranked in order of their qualifications, and the County Manager or his 
designee shall continue negotiations in accordance with this section until a contract is signed with a 
qualified business or the procurement process is terminated and a new request for proposals is initiated. 
The Office of Central Purchasing shall publicly announce the business selected for award. 

7. The names of all businesses submitting proposals and the names of all businesses, if any, 
selected for interview shall be public information. After an award has been made, the construction 
management selection committee's final ranking and evaluation scores for all proposals shall become 
public information. Businesses which have not been selected for contract award shall be so notified in 
writing within fifteen days after an award is made. 

8. Any proposal received in response to a solicitation that has been cancelled in accordance 
with Section 13-1-131 N.M.S.A. 1978 is not public information and shall not be made available to 
competing offerers. 
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SAN JUAN COUNTY 

SUBJECT: PROFESSIONAL SERVICES - DESIGN AND BUILD PROJECT DELIVERY 
SYSTEMS - Page 1 of 5 

EFFECTIVE DATE: JULY 2, 2013 

POLICY 

APPROVED BY THE BOARD OF COUNTY 
COMMISSIONERS OF SAN JUAN COUNTY, 
NEW MEXICO - RESOLUTION NO. 13-14-01 

A design and build project delivery system method of procurement may be authorized for specific 
construction or local public works projects, under certain conditions, in order to provide a procurement 
process allowing for design, construction, and delivery of a project under a single contract. The 
procurement shall be made in accordance with the regulations and procedures stated herein (Statutory 
Authority: Section 13~1-119.1, N.M.S.A. 1978/1 N.M.A.C. 5.7), and in accordance with the provisions of 
the San Juan County Purchasing Procedures and the New Mexico Procurement Code, N.M.S.A. 1978 
(as amended). 

OBJECTIVE 

To ensure fair, uniform, clear, and effective procedures for procuring a design and build project delivery 
system and to assist in the delivery of a quality project, on time and within budget. 

DEFINITIONS 

1. Design and Build Project Delivery System: "Design and Build Project Delivery System" means 
a procurement process by which County contracts with one firm who has responsibility for the design, 
construction, and delivery of a project under a single contract with the County. 

2. Design and Build Team or Firm: "Design and Build Team" or 11Firm" as the terms are used 
herein, are synonymous with one another and, within their broad definition mean any offeror, who may 
be a person, a legal entity, a consortium of experts, a joint venture, a team of persons who, through 
partnership, general or limited or other legal entity, corporation, association, other organizations, or any 
combination thereof, formally organized so that it may submit a qualified offer in response to a request 
for proposals and, as result, who may be considered for a contract award for a design and build project 
delivery system by the County. No distinction is made between formally organized design/build firms 
and a project-specific design/build firm. 

3. Determination: "Determination" means the written documentation of a decision of a 
procurement officer, including findings of fact required to support a decision. A determination becomes 
part of the procurement file to which it pertains. 

4. Project: 11Project" means a construction project undertaken by the County. 

5. Using Department 11 Using department" means any County department, office, or associated 
ted entity authorized to utilize the services of the County Office of Central Purchasing to acquire 
services, construction, or items of tangible personal property. 

17 



APPENDIX E 

PROFESSIONAL SERVICES - DESIGN AND BUILD PROJECT DELIVERY SYSTEMS -
Page 2 of 5 

DETERMINATION REQUIRED 

1. A design and build project delivery system, as defined in this rule, may be authorized when 
the Office of Central Purchasing makes a determination in writing that it is appropriate and in the best 
interest of the County to use design and build on a specific project. A determination will be supported 
by a written justification from the "using department", which will provide a basis for use of the design 
and build project delivery system. 

2. The determination shall include consideration of the following criteria: 

a. the extent to which the project requirements have been, or can be, adequately defined; 

b. time constraints for delivery of the project; 

c. the capability, experience and availability of potential offerers familiar with the design 
and build process; 

d. the suitability of the project for use of the design and build process as concerns time, 
schedule, costs, and quality; and 

e. the capability of the County to manage the project, including experienced personnel or 
outside consultants, and to oversee the project with persons who are familiar with the 
design and build process. 

3. It is recommended that determination also include consideration of: 

a. budget constraints; 

b. the desirability of alternative designs; 

c. the need or desirability for a single point of accountability; 

d. the desirability to use specialized services for the project; 

e. the availability of design and build teams; and 

f. other factors as may be documented with facts by the County. 
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SOLICITATION OF DESIGN AND BUILD PROJECT DELIVERY SYSTEMS 

1. When a determination has been made by the Office of Central Purchasing that it is 
appropriate to use a design and build project delivery system, the design and build team shall include, 
as needed, a New Mexico registered engineer or architect, and a contractor properly licensed in New 
Mexico for the type of work required. 

2. For each proposed design and build project delivery system, the County shall utilize a two 
phase request for proposal procedure for awarding design and build contracts. 

a. During phase one, and prior to solicitation, the following shall occur: 

L procurement documents shall be prepared for a "request for qualifications 
based proposal" by an engineer or architect registered in New Mexico; 

ii. such registered engineer or architect may be either an employee of the County or 
selected in accordance with Section 13-1-1201 N.M.S.A. 1978; and 

iii. the documents shall include minimum qualifications, scope of work statement and 
schedu1e, documents defining the project requirements, evaluation criteria and a 
description of the selection process, the composition of the selection committee, 
and a description of the phase two requirements, program statements for the 

facility that describe space needs, design goals, and specific objectives so that all 
responsive offers can be comparably evaluated and meet using department's 
needs. If the using department desires, it may include complete programming 
and schematic design including recommended or required building systems, 
elevations, areas, floor plans and cross sections, all depicted in limited detail for 
further development by design and build team. 

iv. the document shall also include a description of subsequent management to be 
provided to bring the project to completion proposed contractual terms and 
conditions, and a summary of proposed relationships between the design and 

build team and the owner's specified representatives. It is recommended that a 
qualified professional be retained, or use the services of a professional employed 
by the County to assist them in the oversight of the project from the preparation of 
the documents to completion. 

v. the request shall include all design factors necessary to describe the project and 
should include, as appropriate, the following: 

1) the legal description of the site; 

2) survey information, site data and subsoil investigation; 

3) interior space requirements; 
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4) special material and quality standards; 

5) aesthetic considerations and compatibility with existing facilities; 

6) conceptual criteria for project; 

7) special equipment and system requirements; 

8) cost or budget estimates including available funding; 

9) time schedules; 

10) quality assurance and quality control requirements; 

11) site development requirements; 

12) special codes, regulations, ordinances, or statutes; 

13) provisions for availability, and responsibility for costs of utilities, 
parking and landscaping requirements; 

14) future expansion requirements; 

15) existing contracts, if any, to be utilized; and 

16) any other applicable requirements. 

3. A selection committee, approved by the Central Purchasing Department, shall evaluate the 
proposals and select a design and build team in two phases: 

a. In phase one, the selection committee shall evaluate each offerer's experience, technical 
competence and capability to perform, the past performance of the offerer's team and 
members of the team, and other appropriate factors submitted by the team or firm in 

response to the request for qualifications. Design and build qualifications of 
responding firms shall be evaluated and a maximum of five firms shall be short-listed in 
accordance with technical and qualification-based criteria. A mandatory pre-proposal 
conference shall be conducted to allow a short-listed offerer the opportunity to submit 
questions of clarification. The selection committee should not use any submittal as the 
basis of retaining any design and build team other than the submitting design and build 
team. 

b. In phase two, the selection committee shall invite short-listed offerers to submit detailed 
specific technical concepts or solutions, costs, and scheduling. 

i. Unsuccessful phase two offerers submitting a responsive proposal may be 
paid a stipend to cover proposal expenses. It is recommended that criteria be 
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developed to determine whether a stipend will be provided to the short-listed 
firms. For the purposes of this section, a stipulated stipend means using funds, 
as determined by the County, to cover some expenses likely to be incurred by the 
short-listed firms. 

ii. The selection committee shall evaluate the short listed offerors with selection 
criteria stated in the RFP including the weight given to each criteria. The selection 
criteria should include but are not limited to: 

1) phase one qualification; 

2) quality of proposed design, including required technical submittals; 

3) quality of construction approach; 

4) demonstrated response to program requirements; 

5) management plan for constructing the project; and 

6) cost and schedule. 

iii. Presentation requirements to properly judge the offers should be stated in the RFP 
and should include but are not limited to: 

1) the maximum number and size of drawings and/or technical submittals 
allowed; 

2) whether models are allowed or not; and 

3) types of media that can be used in the presentation. 

iv. Upon completion of the evaluation process the selection shall be made and the 
contract awarded to the highest ranked offeror. 

4. Once the proper determination is made, and the evaluation and selection conducted in 
accordance with the regulations and procedures stated herein, a contract may be awarded regardless 
of whether the contract falls below, equals, or exceeds ten million dollars. 
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"Exhibit A" 
CENTRAL PURCHASING 
SAN JUAN COUNTY 

BID/PROPOSAL INFORMATION FORM 

APPENDIX E 

BID/PROPOSAL NUMBER (Assigned by Central Purchasing): ___________ _ 

• BID • PROPOSAL (Type of Request) 
TITLE: ___________________________ _ 

DEPARTMENT: ________________________ _ 

ITEM(S) AND QUANTITY TO BE PURCHASED: ______________ _ 

BRIEF NARRATIVE OF NEED OR SCOPE OF WORK: _____________ _ 

LINE ITEM NUMBER: ______________________ _ 

APPROX. PURCHASE PRICE $ ______ BUDGETED AMOUNT$ _____ _ 

ARCHITECT/ENGINEER ESTIMATED CONSTRUCTION AMOUNT$ 

STATE/FEDERAL WAGE RATES ARE REQUIRED FOR ANY BID INVOLVING LABOR WHICH IS ESTIMATED 
AT $60,000 OR MORE. ARE STATE/FEDERAL WAGE RATES REQUIRED? YES_ NO 

SUGGESTED PRE-BID/PROPOSAL CONFERENCE DATE: TIME: ------- ----
SUGGESTED BID OPENING/PROPOSAL CLOSING DATE: -------------
SUGGESTED VENDORS LIST ATTACHED? 

ELECTRONIC/HARDCOPY SPECIFICATIONS ATTACHED? 

SPECIFICATIONS PREPARED BY: 

YES __ 

YES __ 

NO --
NO ---

---------------------
NOTE: This information form must be completed and approvals (signatures) obtained prior to 
forwarding the form to Central Purchasing for processing. The requesting department must submit 
complete and accurate specifications and identify any suggested vendors before any 
bid/proposal will be processed. NQ.!s: A legal advertisement must be submitted to the Daily Times 
four (4) days prior to the date the legal ad is to be published. The legal advertisement must be 
published a minimum of ten (10) calendar days prior to the date of the bid opening or proposal closing 
date. 

DEPARTMENT HEAD SIGNATURE: DATE: ------------ ------
BUDGET VERIFICATION: ____________ _ DATE: ------
COUNTY MANAGER: DATE: ------
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"EXHIBIT 8" - EXAMPLE OF BID/PROPOSAL TIME FRAME FOR BIDDING/REQUEST FOR 
PROPOSAL PROCEDURES 

MARCH 
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY 

I 2 3 4 5 

7 8 9 10 11 12 

14 SEND 15 16 17 18 19 
APPROVED 
INFORMATION LEGAL TO 
SHEET TO NEWSPAPER 
PURCHASING 

21 22 23 24 25 26 

BID /PROPOSAL 
ADVERTISEMENT 

27 28 29 30 31 

APRIL 
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY 

I 2 

3 4 5 6 7 8 9 

BIDS OPENED PROPOSAL 
CLOSING 

10 II 12 13 14 15 16 
RECOMMENM 

STAFF DATION FOR 
SUMMARIES AWARD ON 
DUE AGENDA 

17 18 19 20 21 22 23 

COMMISSION VENDORS 
APPROVAL NOTIFIED 

24 25 26 27 28 29 30 

AWARD BY THE OFFICE OF CENTRAL PURCHASING .. $100,000.00 OR LESS 

AWARD BY THE COUNTY COMMISSION AT THEIR REGULAR MEETING .. OVER $100,000.00 
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"EXHIBIT C" 
CENTRAL PURCHASING 

SAN JUAN COUNTY 

JUSTIFICATION FORM 

APPENDIX E 

Department: ; Contact Person: ; Phone ------- -------- -------
Requisition Number: 

Justification for: ___ Emergency; ___ Sole Source; ___ Brand Name Only 

Detail the reasons for this procurement under special circumstances instead of by routine authorized 
procedures: 

1) Why have you selected this vendor? 

2) Identify what steps have been taken to assure the most advantageous price and terms have been 
obtained? 

3) Attach any quotes or other pertinent documentation. 

What specific characteristics make this product or service the only acceptable choice? 

Department Head/Elected Official Signature: ____________ Date: ____ _ 
(Required on all Justifications) 

County Manager Approval: 
(Required for Emergency Purchases) 

Determination by Central Purchasing: 

Date: ------------ -----

Date: ------------ -----

__ Approved Denied Comments: 
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SAN JUAN COUNTY 

SUBJECT: PURCHASING CARD PROGRAM - Page 1 of 16 

EFFECTIVE DATE: DECEMBER 6, 2011 

POLICY 

APPROVED BY THE BOARD OF 
COUNTY COMMISSIONERS OF SAN 
JUAN COUNTY, NEW MEXICO -
RESOLUTION NO. 11-12-24 

The San Juan County Purchasing Card Program is established for use by authorized County 
employees to allow for purchases of goods and/or services, at the "best obtainable prices" on 
behalf of their departments, in the amount of One Thousand Five Hundred Dollars * ($1,500) or 
less per transaction. All purchases whose value has been estimated to exceed this sum shall 
be governed by the procedures set forth in the San Juan County's Standard Purchasing 
Procedures. Use of the purchasing card by County employees shall be subject to San Juan 
County's Purchasing Card Program Policy and Procedures and the provisions of the New 
Mexico Procurement Code, N.M.S.A.1978 (as amended). 

OBJECTIVE 

To provide San Juan County departments with a more timely, efficient and cost effective 
purchasing method for obtaining specific business related small dollar goods and services. 

DEFINITIONS 

1 . Authorized County Employee: "Authorized County Employee" means an individual 
receiving a salary or wage from the County, whether elected or not, who has been properly 
authorized to use the purchasing card. 

2. Best Obtainable Price: "Best Obtainable Price" means the lowest possible price for 
the specified goods and/or services 1 which meet the applicable quality, quantity and delivery 
requirements, as required by the County. 

3. Cardholder: "Cardholder" means a San Juan County employee who is authorized by 
his/her department head/elected official to use the purchasing card to execute purchase 
transactions on behalf of the County department. 

4. Billing Administrator: "Billing Administrator'' means the individual in San Juan 
County's Accounting department who coordinates and manages the purchasing card billing, 
payment, reporting, monitoring, and auditing responsibilities. 

5. Capital Purchase Item: 11 Capital Purchase ltem 11 means any item with a life span of at 
least one year, costing One Thousand Dollars ($1,000) or more, and which is listed as part of 
the County's capital outlay budget. 
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6. Card Administrator: "Card Administrator" means the individual in San Juan County's 
Central Purchasing office who coordinates and manages purchasing card applications, account 
setups, maintenance, and closure responsibilities. 

7. Card Issuer: "Card lssuer11 means the financial/banking institution which issues 
purchasing cards to approved County employees, provides electronic transaction authorization, 
and bills the County for all purchases made on the purchasing cards. 

8. Department Head/Elected Official: "Department Head/Elected Official'1 means the 
County official who is responsible for approving and submitting the purchasing card applications 
for their employees; verifying and/or designating a proper account code for purchases; and 
reviewing and approving monthly procuren:ient card reconciliation reports in order to verify 
compliance with the Purchasing Card Program Policy and Procedures and other applicable 
administrative policies, procedures and regulations. 

9. FOB Destination: "FOB Destination" means the point of shipment and acceptance for 
goods or services ordered by the County, i.e., delivered place, price, and ownership point. 

10. Gross Receipt Tax: "Gross Receipt Tax" means the governmental sales taxes 
normally assessed to the individual or company who procures goods or services from a vendor 
or supplier. 

11. Itemized Receipt: 11 ltemized Recelpt'1 means a charge slip, cash register receipt, ') 
invoice, or printout of the webwpage transaction confirmation which must include, but is not 
necessarily limited to, the itemized description of the goods/services purchased, vendor name, 
transaction date, unit prices, and transaction total. 

12. Tangible Personal Property: "Tangible Personal Property" means tangible property 
other than real property having a physical existence, includjng but not limited to supplies, 
equipment, and materials. 

13. Vendor: "Vendor'' means a merchant or supplier from whom a cardholder is making 
a purchase. 

RESPONSIBILITES 

1. Cardholder: The cardholder must use the purchasing card for legitimate County 
business purposes only. The purchasing card may not be used for obtaining items or services 
specifically blocked on the Listing of Merchant Category Classification Codes. Misuse of the 
card will subject the card holder to revocation of the card and disciplinary action, up to and 
including prosecution and termination of employment. The cardholder shall: 

a. Utllize the purchasing card for legitimate County business purposes only; 
b. Ensure that all procurements are made in compliance with the County's 

procurement related policies and procedures; 
c. Maintain the purchasing card in a safe and secure location at all times; 
d. Not allow other individuals to use their purchasing card; 
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e. Adhere to the purchase limits and restrictions of the purchasing card and 
ensure the total transaction amount of any single transaction does not exceed 
$1,500* and a maximum monthly combined charge amount of $5,000* per 
card; 

f. Not divide or split a purchase in order to circumvent the purchase credit limit 
of the purchasing card; 

g. Not utilize the purchasing card to procure any capital purchase item(s) (see 
capital purchase item definition); 

h. Obtain proper travel or training request approvals prior to utilizing the 
purchasing card for training seminars, airfare, lodging, and/or meals; 

i. Obtain the best obtainable price for the County whenever the card is utilized 
for procurement of goods or services; 

j. Ensure that appropriate proof of insurance, as required by the Risk 
Management division, is secured from the vendor(s) prior to procurement of 
services or delivery of products to County property; 

k. Ensure that gross receipt tax (sales tax) is not charged to the County when 
purchasing tangible personal property unless the purchase properly qualifies; 

I. Obtain itemized receipts for all purchase transactions; 
m. Be responsible for obtaining itemized receipt duplicates from vendors 

whenever originals are lost or misplaced; 
n. Note the department's appropriate billing line item account number on the 

receipt; 
o. Reconcile the monthly statements to the receipts each month using the 

Procurement Card Reconciliation Form; 
p. Approve by signature and submit the statement and monthly Procurement 

Card Reconciliation Form, reconciled with attached itemized receipts, to the 
department head/elected official for review and approval; 

q. Attempt to resolve billing disputes directly with the vendor. If unable to 
resolve the dispute! the cardholder should transmit the required dispute form 
to the card issuer; 

r. Ensure that an appropriate credit for the reported disputed item or billing 
error appears on a subsequent cardholder statement; 

s. Not accept cash in lieu of a credit to the purchasing card account; 
t. Immediately report a lost or stolen card to the card issuer; 
u. Immediately notify the department head/elected official and card 

administrator of a lost or stolen purchasing card at the first opportunity during 
normal business hours; 

v. Return the purchasing card to the department head/elected official upon 
transferring to another department or terminating employment with the 
County; 

w. Contact the card administrator if a vendor refuses to accept the purchasing 
card; 

x. Report erroneous declines or fraudulent charges to their department 
head/elected official and the billing administrator during normal business 
hours. 
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2. Department Head/Elected Official: The department head/elected official is directly 
responsible for overseeing the purchasing card activity of the cardholder. The department 
head/elected official shall: 

a. Ensure the purchasing card is used for legitimate County business purposes 
only; 

b. Receive and review the cardholder's monthly statement, Procurement Card 
Reconciliation Form and receipts; compare to electronic and/or paper billing 
reports; and verify appropriate account line· item number is noted for each 
purchase; 

c. Provide approval by signing the cardholder's monthly Procurement Card 
Reconciliation Form (with attachments) and forwarding it to the billing 
administrator in a timely manner; 

d. Inform the card administrator by written memorandum whenever the 
cardholder terminates employment or transfers to a different department; 

e. Inform the card administrator by written memorandum whenever a 
purchasing card is lost, stolen or misplaced; 

f. Inform the card administrator by written memorandum if a card holder violates 
any of the County's policies and procedures as referenced, which may 
subject the offending cardholder to disciplinary action; 

g. Return purchasing cards to the card administrator for cardholders who have 
been transferred, no longer need the cards or have left County service. 

3. Card Administrator: The Central Purchasing Office will assign a card administrator to 
be responsible for the over-all purchasing card program. The card administrator shall: 

a. Act as the liaison with the card issuer; 
b. Review approved cardholder applications for completeness of required 

information; · 
c. Submit cardholder applications, change requests, and closure requests to the 

card issuer; 
d. Provide training and program materials to department head/elected officials 

and cardholders before issuing a purchasing card; 
e. Require the cardholder to sign a Purchasing Card Agreement signifying 

acceptance of the terms of the purchasing card program; 
f. Retain signed Purchasing Card Agreements in a safe and secure location; 
g. Verify that lost or stolen cards have been blocked by the card issuer; 
h. Foiward vendor set-up requests to the card issuer when requested. 

4. Billing Administrator: The Accounting Department will assign a billing administrator 
to be responsible for the billing administration of the purchasing card program. The billing 
administrator shall: 

a. Assist cardholders with erroneous declines, unresolved vendor disputes, and 
fraudulent charges; 

b. Monitor the card issuer's paper and or electronic reports to review the 
purchasing card program; 

c. Receive and review the card issuer's statements and reports; 
d. Distribute/receive monthly reports to/from department head/elected officials; 
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e. Analyze exception reports; 

APPENDIX F 

f. Process billing to using departments• proper billing line item accounts. 
g. Prepare and issue payment to the card issuer; 
h. Reconcile the card issuer1s statement with the electronic file; 
i. Review monthly cardholder statements and other documentation as required 

to properly maintain the integrity of the procurement card program. 

CONDITIONS AND REQUIREMENTS 

1. Cardholder Eligibility: The criteria to receive a purchasing card are as follows: 

a. The applicant must be an employee or elected official of San Juan County; 
b. All applications for a purchasing card must be approved by the employee's 

department head/elected official and returned to the card administrator; 
c. Each cardholder must receive procurement card training and accept/sign a 

Purchasing Card Agreement prior to receipt of a card. 

2. Card Procurement Spending Parameters: The purchasing card shall be used only 
for the procurement of goods or services for authorized San Juan County business purposes. 
The cardholder shall be responsible for obtaining the best obtainable price for the County for 
each purchase. The cardholders 1 allowable spending parameters for the purchasing card are 
set at $1,500* or less per transaction and a maximum monthly combined charge amount of 
$5,000* per card. The cardholder shall not divide or split a purchase in order to ckcumvent the 

J purchase credit limit of the purchasing card. 

; 
- .... ~ 

3. Vendor/Merchant Class Blocking: Certain commodity sales transactions will be 
blocked at the point of sale for the types of vendors included on the Merchant Category 
Classification Code Listing (see attachment for blocked and unblocked items and services). 
Changes to the blocking list may be made only by the Central Purchasing Office as 
demonstrated by sound business need. If there is any question as to whether a transaction is 
allowed 1 the cardholder should contact the card administrator. 

4. Recommended Purchases/Transactions: The procurement card may be used to 
obtain the following items/services: 

a. Most office supplies (unless the items are stocked within the County 
warehouse); Desk Top Printers, Ink Toners and Cartridges are Prohibited 

b. Magazine subscriptions; 
c. Conference registrations; 
d. Maintenance and repair items and services; 
e. Official County authorized travel purposes, e.g., airfare, lodging, meals; 
f. Additional products and services as specified on the MCC Code Listing; 

5. Prohibited Purchases/Transactions: The procurement card shall not be used to 
obtain the following items/services: 

a. Personal transactions; 
b. Cash advances; 
c. Liquor/alcoholic beverages; 
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d. All desktop printers, ink toners and cartridges (with the exception of 
authorized Central Purchasing personnel); 

e. Contract or agreement-based services, e.g., equipment rentals/leases/ 
maintenance; 

f. Monthly recurring expenses, e.g., utilities, internet, etc; 
g. Purchase of automotive fuel within San Juan County; 
h. Travel related fuel in personal automobiles; 
i. Additional products and services as specified/blocked on the MCC Code 

Listing. 

6. Use of Purchasing Card for Travel Purposes: The cardholder's use of a purchasing 
card for travel purposes shall meet with the following conditions: 

a. Cardholders must obtain proper approvals using San Juan County's Travel 
and Training Request Voucher prior to utilizing the purchasing card for 
training seminars,- airfare, lodging and/or meals; 

b. Cardholders traveling 11per diem" will receive travel advances and should not 
charge their lodging and meals on the purchasing card; 

c. Cardholders who have a purchasing card and are traveling based on '1actual 
expenses" will not receive a travel advance. The cardholder must retain and 
submit itemized receipts for all travel related expenditures; 

d. Original travel receipts shall be attached to the monthly Procurement Card 
Reconciliation Form. Copies of the travel receipts should also be attached to 
the San Juan County Reimbursement Voucher. 

7. Gross Receipts Tax: San Juan County is exempt from gross receipt tax (sales tax) 
for purchases of tangible personal property only. However, the purchases of services and 
materials to be used in construction projects are not exempt. The vendor is responsible for 
collecting retail sales tax at the point of sale. The amount of sales tax should be clearly 
indicated on the itemized receipt. 

8. Cardholder Liability: The purchasing card is a corporate charge· card, which will not 
affect the cardholder's personal credit. However, it is the cardholder's responsibility to ensure 
that the card is used in compliance with the Purchasing Card Program Policy and Procedures 
and in accordance with all other applicable administrative policies, procedures, and regulations. 
Failure to comply with these policies and procedures will result in notification of the failure to the 
County Manager, and may result in permanent revocation of the right to use the card as well as 
further disciplinary action, including possible termination of employment. In addition, the 
cardholder may be held personally liable for all charges for which the cardholder fails to provide 
itemized receipts and other appropriate documentation to show that the transaction conforms 
with New Mexico law, San Juan County policy and the Purchasing Card Agreement. 

9. Card Security and Storage: The cardholder should always treat their purchasing card 
with the same level of care as their own personal credit cards; keep the card safely secured and 
the account number carefully guarded. The only person entitled to use the card is the person 
whose name appears on the face of the card. The card shall not be loaned to another person 
for any reason. 
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10. Card holder Account Closure: Upon written notification by the card holder's 
department head/elected official, the card administrator shall close an account if a cardholder 
transfers to a different department, moves to a new position not requiring a purchasing card, 
terminates employment, or for any of the following reasons: 

a. The purchasing card is used for personal or unauthorized purposes; 
b. The purchasing card is used to purchase alcoholic beverages or any 

substance, material, or service which violates County policies; 
c. The cardholder divides or splits a purchase in order to circumvent the 

purchase credit limit of the purchasing card; 
d. The cardholder fails to provide itemized receipts for all transactions; 
e. The cardholder uses another employee's purchasing card; 
f. The cardholder allows the card to be used by another individual; 
g. The cardholder fails to provide, when requested, information about any 

specific purchase; 
h. The cardholder accepts a cash refund in lieu of credit to the purchasing card 

account; 
i. The cardholder does not adhere to the established County policies and 

procedures. 

PROCEDURES 

1. Obtaining a Purchasing Card: 

a. To obtain a purchasing card, the San Juan County employee will be required 
to complete a Purchasing Card Application Form and submit it to the 
department head/elected official for review and approval; 

b. If approved, the department head/elected official forwards the application to 
the card administrator; 

c. The card administrator reviews the application for completeness and submits 
the request to the card issuer; 

d. The purchasing card is issued in the employee's name, with the San Juan 
County emblem (logo) and tax~exempt number clearly indicated on the card; 

e. Upon receipt of the purchasing card from the card issuer, the card 
administrator (and billing administrator as required) conducts a training 
session with the cardholder; 

f. The cardholder must sign the Purchasing Card Agreement, signifying 
acceptance of the terms and conditions of the purchasing card program, prior 
to receipt of the card. 

2. Making a Purchase: A cardholder will be authorized to make a purchase for goods 
and services for $1,500* or less directly from vendors without the need to use the regular 
purchase requisition/purchase order process. Purchases may be made over the · phone, 
computer or in person. When making a purchase in person, the cardholder shall present the 
card at the point of purchase. The cardholder shall: 

a. Clearly state that the purchase is made on behalf of San Juan County; 
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b. Provide the vendor with the cardholder's name, card number, expiration date; 
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c. If products/goods are to be shipped, provide proper delivery address and 
verify that all items are furnished FOB destination; 

d. Ensure that the purchase is tax exempt when purchasing tangible personal 
property and provide the Countts tax-exempt number as required; 

e. Ensure that appropriate proof of insurance, as required by the Risk 
Management division, is secured from the vendor(s) prior to procurement of 
services or delivery of products to County property; 

f. Obtain itemized receipts from the vendor for each purchase. Receipts 
include charge slips1 cash register receipts, invoices, or webMpage transaction 
confirmations. For subscriptions, a copy of a renewal notice or subscription 
request will be sufficient for a receipt (see itemized receipt definition); 

g. Inspect the goods and/or services to verify proper order accuracy, quality, 
quantity, and price. 

3. Declined Purchases: If a vendor declines to accept the purchasing card, the 
cardholder should contact the card administrator for assistance. The cardholder will contact the 
card issuer to determine the reason for the decline and may authorize changes in the card setup 
if appropriate. If a decline occurs outside of normal County business hours, the employee must 
find an alternate payment method or terminate the purchase and contact the program 
administrator during normal business hours. 

4. Procurement Card Credits: The vendors shall issue all credits for returned ) 
merchandise or services to the individual purchasing card account for any item they have 
agreed to accept for return. Under no circumstances should a cardholder accept cash in 
lieu of a credit to the purchasing card account. 

5. Reviewing/Reconciling Monthly Card Statements: 

a. At the close of the monthly billing cycle 1 the card issuer will forward a billing 
statement of all cardholder activity to billing administrator. The administrator 
will review and then forward the paper and/or electronic statement to the 
individual cardholder for reconciliation; 

b. The cardholder reconciles the statement against accumulated receipts and 
other supporting documentation, approves the statement (utilizing the 
Procurement Card Reconciliation Form) as true, complete and accurate1 

attaches the itemized receipts, and forwards it to the department 
head/elected official for further review and approval; 

c. The department head/elected official reviews the cardholder's transactrons, 
as included in the card issuer's billing report, and ensures that the ·cardholder 
has submitted proper statements and receipts; 

d. The department head/elected official reviews the cardholder's statement and 
reconciliation form with the itemized receipts for policy/procedural 
compliance, verifies appropriate billing account numbers, approves the 
reconciliation form by signature and forwards it to the billing administrator by 
the 15th of the month; 

e. The billing administrator performs an audit of the statements, reconciliation 
forms, and receipts to monitor compliance with policy and procedures. The . __.. 



} 
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administrator then foiwards all statements to a central storage for the annual 
audit procedure; 
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f. All transactions will. be posted to the designated billing account number 
associated with the card purchase; 

g. Payment is made to the card issuer within twenty-five (25) calendar days 
after the close of the billing cycle of the previous month. 

6. Procurement Card Billing Errors: The cardholder is responsible for contacting the 
vendor to resolve any disputed charges or billing errors within thirty (30) days of receiving a 
statement. If the matter cannot be resolved with the vendor,- the cardholder shall: 

a. Contact the card issuer directly for assistance; 
b. Fax a signed Cardholder Statement of Disputed Item Form to the card issuer 

to explain the reason for the dispute; 
c. Contact the billing administrator for assistance if an acceptable resolution is 

not obtained. If the dispute is resolved in the cardholder's favor, a credit in 
the amount of the disputed transaction should appear on a subsequent 
cardholder statement. 

7. Lost, Stolen, or Misplaced Procurement Cards: Cardholders are required to 
immediately report any lost or stolen purchasing card to the card issuer. The cardholder shall 
also notify his/her department head/elected official and the card administrator about the lost or 
stolen card at the first opportunity during normal business hours. 

8. Card Account Cancellations/Closures: The department head/elected official shall 
immediately notify the card administrator in writing if employee card accounts should be 
cancelled or closed. The card administrator will immediately forward the request to the card 
issuer. 

9. Card Purchase Audits/Reviews: The Accounting Department will perform a periodic 
audit of the procurement card policy and procedures and will select and review monthly 
cardholder statements and other documentation as required by the County policies and 
procedures. 

EXCEPTIONS 

1. Spending Parameters: The standard cardholders' allowable spending parameters for 
the purchasing card are set at $11500 or less per transaction with a maximum monthly 
combined charge amount of $51000 per card. HoweverI authorized Central Purchasing 
employees' allowable spending parameters for the purchasing card are set at $5,000 or less per 
transaction with a maximum monthly combined charge amount of $15,000 per card. 

2. Changes to Program: The following program specifics may be modified and updated 
upon demonstrated need and as approved by the Central Purchasing Director and the County 
Manager: 

a. Changes in the allowable maximum monthly combined charge amounts for 
individual purchasing cards; 
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b. Changes to the Merchant Category Classification Code Listing to allow ··, 
additional blocking and/or unblocking of specific vendors, items, and services 
as required; 
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c. Changes in the purchasing card program's form attachments/exhibits as 
needed to allow for necessary language and/or style changes and new card 
issuers/contract holders. 

ATTACHMENTS (Program Forms/Exhibits) 

1. Purchasing Card Application Form -Attachment A 
2. Purchasing Card Agreement - Attachment 8 
3. Cardholder Statement of Disputed Item Form - Attachment C 
4. Procurement Card Assistance I Contact Information - Attachment D 
5. Procurement Card Reconciliation Form - Attachment E 
6. Merchant Category Classification Code Listing - Attachment F 

(Blocked and Unblocked Vendors/Items/Services - Seven Page Exhibit) 

_,, 
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SAN JUAN COUNTY 
PURCHASING CARD APPLICATION FORM 

Request for Procurement Card 

APPENDIX F 

The individual listed below is seeking authorization to utilize San Juan County's procurement 
card program. As a San Juan County department head/elected official, you are entrusting, 
empowering, and delegating authority to the individual to make purchases on behalf of your 
department. 

The purchasing card is to be used only to make purchases for the legitimate business benefit of 
the San Juan County. 

The purchasing card must be used in accordance with the provisions of San Juan County's 
Purchasing Card Program Policy and Procedures and in accordance with all other applicable 
administrative policies, procedures, and regulations. 

Violations of these requirements may result in revocation of use privileges and/or disciplinary 
action, up to and including termination of employment. Employees who fail to show that a 
transaction conforms with applicable law and policy may be personalJy liable for the charges 
and costs associated with the transaction. 

Individual Requesting Card: _____________________ _ 
(Cardholder NameNPlease Type or Print) 

(Cardholder Signature) 

Department: ___________________________ _ 

Department Head/Elected Official Approval: ________________ _ 
(Type or Print Name) 

(Department Head Signature) 

(Date Approved) 
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Form Attachment B 

SAN JUAN COUNTY 
PURCHASING CARD AGREEMENT 

APPENDIX F 

(Agreement to Accept and Properly Use San Juan County's Purchasing Card) 

I ____________________ hereby acknowledge receipt of the 
San Juan County purchasing card. I also acknowledge receiving the Purchasing Card Program 
Policy and Procedures manual, along with the applicable purchasing card training and 
instruction. I confirm that I have read and understand the terms of the manual. As a 
cardholder, I agree to comply with the program 1s policy and procedures and I understand that 
San Juan County is liable to the card issuer (banking institution) for all County approved 
purchases. 

Furthermore, I understand that all procurements shall be made in compliance and in 
accordance with all other applicable administrative policies, procedures, and regulations. I 
agree to use the purchasing card for County approved purchases only and agree not to charge 
personal purchases. I understand that the County will audit the use of the card. 

I further understand that improper use of the card will result in a security investigation, which ·\ 
may lead to disciplinary action, up to, and including prosecution and termination of employment. .,J 

Should I fail to provide itemized receipts and·other appropriate documentation to show that the 
transaction conforms with New Mexico law, San Juan County policy and the Purchasing Card 
Agreement, I authorize San Juan County to deduct such amount from my salary equal to the 
total amount of the expenditures. I also agree to allow San Juan County to collect any amounts 
owed by me even if I am no longer employed by San Juan County. In addition, in the event that 
the purchasing card is not used as stated herein, I authorize the County to release my last 
known address and any information relating to my use of the card to the card issuer. 

I understand that the County may terminate my right to use the card at any time for any reason. 
I agree to return the card to San Juan County immediately upon request or upon termination of 
my employment. 

Card holder's Acceptance of the Terms and Conditions of the Agreement 

Signature: ___________________ _ Date: _____ _ 

Procurement Card Issued: -----------------------
Card Issuance Acknowledgment by Card Administrator 

I acknowledge that the above individual has received the San Juan County Purchasing Card 
and training as referenced. 
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Form Attachment C 

SAN JUAN COUNTY 

Date: 

CARDHOLDER STATEMENT OF DISPUTED ITEM FORM 

Card Issuer/Banking Institution 
Attn: Commercial Card Services 
Phone: 
Fax: 
San Juan County / Department: 
Cardholder Name: 
Cardholder's Account Number: 

Authorized by: 

Cardholder Signature: 

APPENDIX F 

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 the card 
issuer. 

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

1 
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). 

__ 5. Imprinting Multiple Slips: The above transaction represents multiple billing to my account. I onry 
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 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.) 
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_ 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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Form Attachment D 

SAN JUAN COUNTY 
PROCUREMENT CARD ASSISTANCE/ CONTACT INFORMATION 

SAN JUAN COUNTY PURCHASING CARD PROGRAM ADMINISTRATORS: 

For Procurement Card Setup, Issuance, and Cancellation: 

• Card Administrator - Diana Baker 
Central Purchasing Office 
213 South Oliver Drive; Aztec, New Mexico 87 41 0 
Phone: (505) 334-4551 
Fax: (505) 334-4561 
E-Mail Address - dbaker@sjcounty.net 

For Procurement Card Billing, Monitoring1 Reporting. and Auditing: 

• Billing Administrator - Marcella Brashear 
Accounting Department 
1 00 South Oliver Drive; Aztec, New Mexico 87 410 
Phone: (505) 334-4266 
Fax: (505) 334-1633 
E-Mail Address - mbrashear@sjcounty.net 

CARD ISSUER - BANK OF AMERICA (VISA CARD): 

• CARDHOLDER'S POINT OF CONTACT: 

To Report Lost or Stolen Cards Call Bank of America Card Services @ 1 .. 
800-822 .. 5985 (24-hours a day/ 365-days a year) 

• CARD/BILLING ADMINISTRATOR'S POINT OF CONTACT: 

Card Issuer Adminrstrator I Account Specialist - Robbie Rankin 
(8:30 AM to 5:00 PM EST} 
3 Commercial Place; Norfolk, Virginia 23510-2108 
Phone: (757) 533-7275 
Fax: (704) 719-5269 
E-Mail Address - roberta.rankin@bamLcom 

) 
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Cardholder's Name: 
Department: 
Activity Summary Date: 

SAN JUAN COUNTY 
PROCUREMENT CARD RECONCILIATION FORM 

SAN JUAN COUNTY 
PROCUREMENT CARD RECONCILIATION FORM 

DATE VENDOR PURPOSE/REASON LINE ITEM# ITEM / SERVICE PURCHASED AMOUNT 

PURCHASES MADE: $0.00 
PAYMENTS & OTHER CREDITS: 

TOTAL DUE: $0.00 

I HEREBY CERTIFY THAT THE CHARGES LISTED ON THIS DOCUMENT WERE MADE ON MY COUNlY PROCUREMENT CARD 
BY ME FOR COUNTY PURPOSES ONLY AND THAT THEY ARE TRUE, CORRECT, AND COMPLETE TO THE BEST OF MY 
KNOWLEDGE AND BELIEF. I ALSO CERTIFY THAT THE ITEMS HAVE BEEN RECEIVED* AS NOTED, THAT THEY MEET 
SPECIFICATIONS, AND THAT PAYMENT MAY BE MADE TO THE VENDOR. 

CARDHOLDER'S SIGNATURE: 
* Unless prepayment is permitted under NMSA 1978~ Sec. 13-1-98 

REVIEWED & APPROVED BY DEPARTMENT HEAD/ELECTED OFFICIAL: 
DAT,,..--
-: 

\ 
\ 

{BY SIGNATU~ 

--· 

DATE: 

ITEM REC'D 

··~ --

~ 
tz:I 
§3 
H 
~ 

~ 
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BLOCK? 

X 
X 

X 

SAN JUAN COUNTY 
LISTING OF MERCHANT CATEGORY CLASSIFICATION CODE 
(BLOCKED AND UNBLOCKED VENDORS/ITEMS/SERVICES) 

MCC GROUP I - CONTRACTED SERVICES 
ALL CONTRACTED SERVICES 

0742 Veterinary Services 
0763 Agricultural Cooperatives 
0780 Horticultural and Landscaping Services 
1520 General Contractors Residential and Commercial 
1711 Air Conditioning, Heating, Plumbing Contractors 
1731 Electrical Contractors 
1740 Insulation, Masonry, Plastering, Stonework, Tile 
1750 Carpentry Contractors 
1761 Roofing and Siding, Sheet Metal Work Contractors 
1771 Concrete Work Contractors 
1799 Contractors, Special Trade (not elsewhere classified) 
2741 Miscellaneous Publishing and Printing 
2791 Typesetting, Plate Making and Related Services 
2842 Specialty Cleaning, Polishing 

GROUP II -TRAVEL AND ENTERTRAINMENT 
ALL AIRLINES 
ALL RENTAL AGENCIES 
ALL HOTELS 
ALL ENTERTAINMENT PROVIDERS 

7829 Motion Picture and Video Tape Production 
7832 Motion Picture Theaters 
7841 Video Tape Rental Stores 
7911 Dance Halls, Schools and Studios 
7922 Theatrical Producers Ticket Agencies 

APPENDIX F 

(07 42~2842) 

(3000-3299) 
(3351-3440) 
(3501~3744) 
(7829-7999) 

7929 Bands, Orchestras and Misc. Entertainers (not elsewhere classified) 
7932 Billiard and Pool Establishments 
7933 Bowling Alleys 
7941 Athletic Fields, Commercial Sports, etc. 
7992 Gold Courses, Public 
7994 Video Game Arcades/Establishments 
7995 Betting 
7996 Amusement Parks, Carnivals, etc. 
7997 Clubs, Country Clubs, Membership, etc. 
7998 Aquariums, Dolphinariums and Seaquariums 
7999 Recreation Services (not elsewhere classified) 

BLOCK? MCC GROUP Ill -TRANSPORTATION, VEHICLE AND REPAIR 
TRANSPORTATION (COMMUTER/PUBLIC) (4011-4789) 

4011 Railroads 



4111 
4112 

X 4119 
4121 
4131 
4214 
4215 

X 4225 
X 4411 
X 4457 
X 4468 

4511 
4582 
4722 

X 4784 
X 4789 

7531 
7534 
7535 
7538 
7542 
7549 
7622 
7623 
7629 

X 7631 
7641 
7692 
7699 

5511 
5521 
5531 
5532 
5533 
5541 
5542 

X 5551 
X 5561 

5571 

BLOCK? MCC 

APPENDIX F 

Transportation Commuter Passenger 
Passenger Railways 
Ambulance Services 
Limousines and Taxicabs 
Bus Lines 
Motor Freight Carriers, Trucking 
Courier Services -Air and Ground, Freight Forwarders 
Public Warehousing 
Cruise Lines 
Boat Leases and Boat Rentals 
Marinas, Marine Service/Suoolies 
Air Carriers, Airlines 
Airports, Airport Terminals. Flying Fields 
Travel Agencies and Tour Operators 
Bridge and Road Fees, Tolls 
Transportation Services (not elsewhere classified) 

VEHICLE AND REPAIR (MISCELLANEOUS) (7531-7699) 
Automotive Body Repair Shops 
Tire Retreading and Repair Shops 
Automotive Paint Shops 
Automotive Service Shops (non-dealer) 
Car Washes 
Towing Services 
Electronic Repair Shops 
Air Conditioning and Refrigeration Repair Shops 
Appliance Repair Shops, Electrical and Small 
Clock, Jewelry and Watch Repair Shops 
Furniture Re-upholstery and Repair, Refinishing 
Welding Repair 
Miscellaneous Repair Shops and Related Services 

TRANSPORTATION (PERSONAL) (5511-5599) 
Automobile and Truck Dealers 
Automobile and Truck Dealers (used only) Sales 
Auto Store, Home Supply Stores 
Automotive Tire Stores 
Automotive Parts, Accessories Stores 
Service Stations (with or without ancillary services) 
Fuel Dispenser, Automated 
Boat Dealers 
Camper Dealers, Recreational and Utility Trailers 
Motorcycle Shops and Dealers 

GROUP Ill -TRANSPORTATION, VEHICLE AND REPAIR 
(continued) 

) 
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TRANSPORTATION (PERSONAL) (continued) (5511 ~5599) 
X 5592 Motor Home Dealers 
X 5598 SnowmobHe Dealers 

5599 Miscellaneous Automotive, Aircraft and Farm Equipment Dealers 
(not elsewhere classified) 

GROUP IV - SERVICES 
SERVICES (UTILITIES) (4812-4900) 

4812 Telecommunication Equipment 
X 4814 Telecommunication Service 
X 4815 Master Phone Telephone Service 

4816 Computer Network/Information Services 
X 4819 Telecommunications 
X 4821 Telegraph Services 
X 4829 Wire Transfer, Money Orders (WTMO's) 
X 4899 Cable and other Pay Televisf on Services 
X 4900 Utilities - Electric, Gas, Sanitary, Water 

SERVICES (PROVIDERS) (6010-7033) 
X 6010 Financial Institutions Manual Cash Disbursements 
X 6011 Financial Institutions Automated Cash 
X 6012 Financial Institutions Merchandise and Services 
X 6051 Non Financial Institutions 
X 6211 Securities Brokers/Dealers 
X 6300 Insurance Sales, Underwriting and Premiums 

7011 Lodging - Hotels, Motels, Resorts 
X 7012 Timeshares 
X 7032 Recreational and Sporting Camps 
X 7033 Campgrounds and Trailer Parks 

SERVICES (PERSONAL CARE) (7210-7299) 
7210 Cleaning, Garment and Laundry Services 
7211 Laundry Services - Family and Commercial 
7216 Dry Cleaners 
7217 Carpet and Upholstery Cleaning 

X 7221 Photographic Studios 
X 7230 Barber and Beauty Shops 
X 7251 Hat Cleaning Shops, Shoe Repair, Shoe Parlors 
X 7261 Funeral Service and Crematories 
X 7273 Dating and Escort Services 
X 7276 Tax Preparation Service 
X 7277 Debt, MarriaAe1 Personal Counseling Service 

7278 Buying/Shopping Clubs, Services 
X 7295 Babysitting Services 

7296 Clothing Rentals - Costumes, Uniforms 
X 7297 Massage Parlors 

BLOCK? MCC GROUP IV - SERVICES continued 
SERVICES PERSONAL CARE continued 7210-7299 
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X 7298 Health and Beauty Spas 
X 7299 Other Services not elsewhere classified 

SERVICES (BUSINESS) (7311-7523) 
7311 Advertising Services 

X 7321 Consumer Credit Reporting Agencies 
7333 Commercial Art1 Graphics, Photography 
7338 Quick Copy, Reproduction and Blueprint Services 

X 7339 Stenographic and Secretarial Support Services 
7342 Exterminating and Disinfecting Services 
7349 Cleaning and Maintenance, Janitorial Services 

X 7361 Employment Agencies, Temporary Help Services 
7372 Computer Programming, Data Processing 

X 7375 Information Retrieval Services 
7379 Computer Maintenance, Repair and Services 
7392 Consulting. Management and Public Relations 

X 7393 Detective Agencies, Protective Agencies 
7394 Equipment Rental, Leasing, Furniture, Tool Rental 
7395 Photo Developing, Photofinishing Laboratories 
7399 Business Services (not elsewhere classified) 
7511 Truck Stop Transactions 
7512 Automobile Rental Agency 
7513 Truck and Utility Trailer Rental 

X 7519 Motor Home and Recreational Vehicle Rental 
7523 Automobile Parking Lots and Garages 

SERVICES (PROFESSIONAL/ORGANIZATIONS) (8011-8999) 
X 8011 Doctors (not elsewhere classified) 
X 8021 Dentists, Orthodontists 
X 8031 Osteopathic Physicians 
X 8041 Chiropractors 
X 8042 Optometrists, Ophthalmologists 
X 8043 Opticians, Optical Goods and Eyeglasses 
X 8049 Chiropodists, Podiatrists 
X 8050 Nursing and Personal Care Facilities 
X 8062 Hospitals 
X 8071 Dental and Medical Laboratories 
X 8099 Health Practitioners, Medical Services 
X 8111 Attorneys, Leaal Services 
X 8211 Schools - Elementary and Secondary 

8220 Colleges, Universities, Professional Schools 
8241 Schools - Correspondence 
8244 Schools - Business and Secretarial 
8249 Schools - Trade and Vocational 
8299 Schools and Educational Services 

BLOCK? MCC GROUP IV - SERVICES (continued) 
SERVICES PROFESSIONAL/ORGANIZATIONS 
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X 8351 Child Care Services 
X 8398 Organizations - Charitable and Social Service 

8641 Associations - Civic, Social and fraternal 
8651 Organizations - Political 

X 8661 Organizations - Religious 
X 8675 Associations - Automobile 

8699 Organizations - Membership 
8734 Testing Laboratories (non-medical) 
8911 Architectural, Engineering and Surveying Service 

X 8931 Accounting, Auditing and Bookkeeping Services 
X 8999 Professional Services (not elsewhere classified) 

SERVICES (GOVERNMENT) (9211-9402) 
X 9211 Court Costs including Alimony and Child Support 
X 9222 Fines 
X 9223 Bail and Bond Payments 
X 9311 Tax Payments 
X 9399 Government Services (not elsewhere classified) 

9402 Postal Services - Government ONLY 

GROUP V- RETAIL STORES 
RETAIL STORES (MISCELLANEOUS) (5013-5499) 

5013 Motor Vehicle Supplies and New Parts 
5021 Office and Commercial Furniture 
5039 Construction Materials (not elsewhere classified) 
5044 Office, Photographic, Photocopy 
5045 Computers, Computer Peripheral Equipment, Software 
5046 Commercial Ee1uipment (not elsewhere classified) 
5047 Dental/Laboratory/Medical/Ophthalmic 
5051 Metal Service Centers and Offices 
5065 Electrical Parts and Equipment 
5072 Hardware Equipment and Supplies 
5074 Plumbing and Heating Equipment 
5085 Industrial Supplies (not elsewhere classified) 

X 5094 Precious Stones and Metals, Watches and Jewelry 
5099 Durable Goods (not elsewhere classified) 
5111 Stationery, Office Supplies, Printing 
5122 Drugs, Drug Proprietors and Druggists Sundries 
5131 Piece Goods, Notions and Other Dry Goods 
5137 Men1s, Women's and Children's Uniforms 
5139 Commercial Footwear 
5169 Chemicals and Allied Products 
5172 Petroleum and petroleum Products 
5192 Books, Periodicals and Newspapers 
5193 Florists Supplies, Nursery Stock and Flowers 
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BLOCK? MCC GROUP V- RETAIL STORES (continued) 
RETAIL STORES {MISCELLANEOUS) (continued) (5013-5499) 

5198 Paints, Varnishes and Supplies 
5199 Nondurable Goods (not elsewhere classified) 
5200 Home Supply Warehouse 
5211 Building Materials, Lumber Stores 
5231 Glass, Paint and Wallpaper Stores 
5251 Hardware Stores 
5261 Lawn and Garden Supply Stores 
5271 Mobile Home Dealers 
5300 Wholesale Clubs 
5309 Duty Free Stores 
5310 Discount Stores 
5311 Department Stores 
5331 Variety Stores 
5399 Miscellaneous General Merchandise 
5411 Grocery Stares, Supermarkets 
5422 Freezer, Locker Meat Provisioners 

X 5441 Candy, Nut and Confectionerv. Stores 
5451 Dairy Products Stores 
5462 Bakeries 

X 5499 Miscellaneous Food Stores 

RETAIL STORES (CLOTHING} (5611-5697) 
5611 Men's and Boy's Clothing and Furnishings Store 
5621 Women's Ready to Wear Stores 
5631 Women's Accessory and Specialty Stores 
5641 Children's and Infant's Wear Stores 
5651 Family Clothing Stores 
5655 Sports Apparel, Riding Apparel Stores 
5661 Shoe Stores 

X 5681 Furriers and Fur Shops 
5691 Men's and Women's Clothing Stores 
5697 Alterations, Mending, Seamstresses, Tailors 

RETAIL STORES {OTHER) (5698-5999) 
X 5698 Wig and Toupee Shops 

5699 Accessory and Apparel Stores - Miscellaneous 
5712 Equipment, Furniture and Home Furnishings Stores 
5713 Floor Covering, Rug and Carpet Stores 
5714 Drapery, Upholstery and Window Coverings Stores 
5718 Fireplace, Fireplace Screens and Accessories Stores 
5719 Miscellaneous House Furnishing Specialty Shops 
5722 Household Appliance Stores 
5732 Electronics Sales 
5733 Music Stores 
5734 Computer Software Stores 
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BLOCK? MCC GROUP V- RETAIL STORES (continued) 
RETAIL STORES (OTHER) {continued) ( 5698-5999) 

X 5735 Record Shops 
5811 Caterers 
5812 Eating Places, Restaurants 

X 5813 Bars, Cocktail Lounges, Discotheques, etc. 
5814 Quick Payment Service Fastwfood Restaurants 
5912 Drug Stores, Pharmacies 

X 5921 Package Stores, Beer, Wine, Liquor 
5931 Second Hand Stores, Used Merchandise Stores 

X 5932 Antique Shops - Sales, Repairs and Restoring Services 
5933 Pawn Shops 
5935 Wrecking Yards 

X 5937 Antique Reproduction Stores 
X 5940 Bicycle Shops Sales and Service 

5941 Sporting Goods Stores 
5942 Book Stores 
5943 Office, School Supply and Stationery Stores 

X 5944 Clock, Jewelry, Watch and Silverware Store 
5945 Game, Toy and Hobby Shops 
5946 Camera and Photographic Supply Stores 
5947 Card, Gift, Novelty and Souvenir Shops 
5948 Leather Goods and Luooage Stores 
5949 Fabric, Needlework, Piece Goods and Sewing Stores 

.) 
X 5950 Crystal and Glassware Stores 
X 5960 Direct Marketing - Insurance Services 
X 5961 Mail Order Catalogs (non US) 
X 5962 Direct Marketing - Travel Related Arrangement Services 
X 5963 Door-to-Door Sales 

5964 Direct Marketing - Catalog Merchants 
5965 Direct Marketing - Combination Catalog and Retail Merchants 
5966 Direct Marketing - Outbound Telemarketing Merchants 
5967 Direct Marketing - Inbound Teleservices Merchants 
5968 Direct Marketing - Continuity/Subscription Merchants 
5969 Direct Marketing - Other Direct Marketers (not elsewhere classified) 
5970 Artist Supply Stores, Craft Shops 

X 5971 Art Dealers and Galleries 
X 5972 Stamp and Coin Stores - Philatelic and Numismatic 
X 5973 Religious Goods Stores 
X 5975 Hearing Aids Sales, Service and Supply Stores 
X 5976 Orthopedic Goods - Artificial Limb Stores 
X 5977 Cosmetic Stores 

5978 Typewriter Stores - Rentals, Sales, Service 
5983 Fuel Dealers - Coal, Fuel Oil, Liquefied Petroleum 
5992 Florists 

X 5993 Cigar Stores and Stands 
X 5994 News Dealers and Newsstands 

....... ~~ 
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BLOCK? MCC GROUP V- RETAIL STORES (continued) 
RETAIL STORES (OTHER) (continued) (5698-5999) 

5995 Pet Shops - Pet Food and Supplies 
X 5996 Swimming Pools - Sales and Supplies 
X 5997 Electric Razor Stores -Sales and Service 

5998 Tent and Awning Shops 
5999 Miscellaneous and Specialty Retail Stores 

GROUP VI - INTERNATIONAL 
X ALL INTERNATIONAL (UK) (97 51-97 52) 

9751 UK Supermarkets, Electronic Hot File 
9752 UK Petrol Stations, Electronic Hot File 

) 
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GOVERNMENTAL CONDUCT ACT 

§ 10-16-1. Short title 

.APPENDIX G 

Chapter 10, Article 16 NMSA 1978 may be cited as the "Governmental Conduct Act". 

§ 10-16-2. Definitions 

As used In the Governmental Conduct Act: 
A. "business" means a corporation, partnership, sole proprietorship, firm, organization or individual 
carrying on a business; 
B. "confidential information" means information that by law or practice is not available to the public; 
C. "contract" means an agreement or transaction having a value of more than one thousand dollars 
($1,000) with a state or local government agency for: 
(1) tl1e rendition of services, including professional services; 
(2) the furnishing of any material, supplies or equipment; 
(3) the construction, alteration or repair of any public building or public worl<; 
(4) the acquisition, sale or lease of any land or building; 
(5) a licensing arrangement; 
(6) a loan or loan guarantee; or 
(7) the purchase of financial securities or instruments; 
D. "employment" means rendering of services for compensation In the form of salary as an employee; 
E. "family" means an individual's spouse, parents, children or siblings, by consanguinity or affinity; 
F. "financial Interest" means an interest held by an individual or the individual's fami ly that is: 
(1) an ownership interest in business or property; or 
(2) any employment or prospective employment for which negotiations have already begun; 
G. "local government agency" means a political subdivision of the state or an agency of a political 
subdivision of the state; 
H. "official act" means an official decision, recommendation, approval, disapproval or other action that 
involves the use of discretionary authority; 
I. "public officer or employee" means any elected or appointed official or employee of a state agency or 
local government agency who receives compensation in the form of salary or is eligible for per diem or 
mileage but excludes legislators; 
J . "standards'' means the conduct required by the Governmental Conduct Act; 
I( . "state agency'' means any branch, agency, instrumentality or institution of the state; and 
L. "substantial interest" means an ownersl1ip interest that is greater than twenty percent. 

§ 10-16-3. Ethical principles of public service; certain official acts prohibited; penalty 

A A legislator or public officer or employee shall treat the legislator's or public officer's or employee's 
government position as a public trust. The legislator or public officer or employee shall use the powers 
and resources of public office only to advance the public interest and not to obtain personal benefits or 
pursue private interests. 
B. Legislators and public officers and employees shall conduct themselves in a manner that justifies the 
confidence placed in them by the people. at all times maintaining the integrity and disct,arging ethically 
the high responsibilities of public service. 
C. Full disclosure of real or potential conflicts of interest shall be a guiding principle for determining 
appropriate conduct. At all times, reasonable efforts shall be made to avoid undue influence and abuse of 
office in public service. 
D. No legislator or public officer or employee may request or receive, and no person may offer a legislator 
or public officer or employee, any money. thing of value or promise thereof that is conditioned upon or 
given in exchange for promised performance of an official act. Any person who knowingly and willfully 
violates the provisions of this subsection is guilty of a fourth degree felony and shall be sente11ced 
pursuant to the provisions of Section 31-18 15 NMSA 1978. 



§ 10-16-3.1. Prohibited political activities 

A pL1blic officer or employee is prohibited from: 
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A. directly or indirectly coercing or attempting to coerce another public officer or employee to pay, lend or 
contribu te anything of value to a party, committee, organization, agency or person for a political purpose; 
B. threatening to deny a promotion or pay increase to an employee who does or does not vote for certain 
candidates, requiring an employee to contribute a percentage of the employee's pay to a politlcal fund , 
influencing a subordinate employee to purchase a ticket to a political fundraising dinner or similar event, 
advising an en,ployee to take part in political activi ty or similar activities; or 
C. violating the officer's or employee's duty not to use property belonging to a state agency or local 
government agency, or allow its use, for other than authorized purposes. 

§ 10-16-4. Official act for personal financial interest prohibited; disqualification from official act; 
prnvldlng a penalty 

A. It is unlawful for a public officer or employee to tal<e an official act for the primary purpose of directly 
enhancing the public officer's or employee's financial interest or financial position. Any person who 
knowingly and willfu lly violates the provisions of this subsection is guilty of a fourth degree felony and 
shall be sentenced pursuant to the provisions of Section 31 I8-1b NMSA HJ7R. 
B. A public officer or employee shall be disqualified from engaging in any official act directly affecting the 
public officer's or employee's financial interest, except a public officer or employee shall not be 
disqualified from engaging in an official act if the financial benefit of the financial interest to the public 
officer or employee is proportionately less than the benefit to the general pL1blic. 
C. No public officer during the term for which elected and no public employee during the period of 
employment shall acquire a financial interest when the public officer or employee believes or should have 
reason lo believe that the new financial interest wi ll be directly affected by the officer's or employee's 
official act. 

§ 10-16-4.1. Honoraria prohibited 

No legislator, public officer or employee may request or receive an honorarium for a speech or service 
rendered that relates to the performance of public dllties. For the purposes of this section, "honorarium" 
means payment of money, or any other thing of value In excess of one hundred dollars ($100), but does 
not include reasonable reimbursement for meals, lodging or actL1al travel expenses incurred in mal<ing the 
speech or rendering the service, or payment or compensation for services rendered in the normal course 
of a private business pursuit. 

§ 10-16-4.2. Disclosure of outside employment 

A public officer or employee shall disclose in writing to the officer's or employee's respective office or 
employer a ll employment engaged in by the officer or employee other than the employment wi th or 
service to a state agency or local government agency. 

§ 10-16-4.3. Prohibited employment 

It is llnlawful for a state agency employee or local government agency employee wl10 is participating 
directly or indirectly in the contracting process to become or to be, while such an employee, the employee 
of any person or business contracting with the governmental body by whom the employee is employed. 

§ 10-16-6. Confidential information 

No legislator or public officer or employee shall Lise or disclose confidential Information acquired by virtue 
of the legislator's or public officer's or employee's position with a state agency or local government 
agency for the legislator's, public officer's or employee's or another's private gain. 
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§ 10-16-7. Contracts involving public officers or employees 

A. A state agency shall not enter into a contract with a public officer or employee of the state, with the 
family of the public officer or employee or with a business in which the public officer or employee or the 
family of the public officer or employee has a substantial interest unless the public officer or employee 
has disclosed through public notice the public officer's or employee's substantial interest and unless the 
contract is awarded pursuant to a competitive process; provided that this section does not apply to a 
contract of official employment with the state. A person negotiating or executing a contract on behalf of a 
state agency shall exercise due diligence to ensure compliance with the provisions of this section. 
B. Unless a public officer or employee has disclosed the public officer's or employee's substantial interest 
through public notice and unless a contract is awarded pursuant to a competitive process, a local 
government agency shall not enter into a contract with a public officer or employee of that local 
government agency, with the family of the public officer or employee or with a business in which the 
public officer or employee or the family of the publtc officer or employee has a substantial interest. 
C. Subsection B of this section does not apply to a contract of official employment with a political 
subdivision. A person negotiating or executing a contract on behalf of a local government agency shall 
exercise due diligence to ensure compliance with the provisions of this section. 

§ 10-16-8. Contracts involving former public officers or employees; representation of clients after 
government service 

A A state agency shall not enter into a contract with, or take any action favorably affecting, any person or 
business that is: 
(1) represented personally in the matter by a person who has been a public officer or employee of the 
state within the preceding year if the value of the contract or action is in excess of one thousand dollars 
($1,000) and the contract is a direct result of an official act by the public officer or employee; or 
(2) assisted in the transaction by a former public officer or employee of the state whose official act, while 
in state employment, directly resulted in the agency's making that contract or taking that action. 
B. A former public officer or employee shall not represent a person in the person's dealings with the 
government on a matter in which the former public officer or employee participated personally and 
substantially while a public officer or employee. 
C. A local government agency shall not enter into a contract with, or take any action favorably affecting, 
any person or business that is: 
(1) represented personally in the matter by a person who has been a public officer or employee of that 
local government agency within the preceding year if the value of the contract or action is in excess of 
one thousand dollars ($1,000) and the contract is a direct result of an official act by the public officer or 
employee; or 
(2) assisted in the transaction by a former public officer or employee of that political subdivision of the 
state whose official act, while in employment with that political subdivision of the state, directly resulted in 
the agency's making that contract or taking that action. 
D. For a period of one year after leaving government service or employment, a former public officer or 
employee shall not represent for pay a person before the state agency or local government agency at 
which the former public officer or employee served or worked. 

§ 10-16M9. Contracts involving legislators; representation before state agencies 

A. A state agency shall not enter into a contract for services, construction or items of tangible personal 
property with a legislator, the legislator's family or with a business in which the legislator or the legislator's 
family has a substantial interest unless the legislator has disclosed the legislator's substantial interest and 
unless the contract is awarded in accordance with the provisions of the Procurement Code, except the 
potential contractor shall not be eligible for a sole source or small purchase contract. A person negotiating 
or executing a contract on behalf of a state agency shall exercise due diligence to ensure compliance with 
the provisions of this subsection. 
B. A legislator shall not appear for, represent or assist another person in a matter before a state agency, 
unless without compensation or for the benefit of a constituent, except for legislators who are attorneys or 
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other professional persons engaged in the conduct of their professions and 1 in those instances, the 
legislator shall refrain from references to the legislator's legislative capacity except as to matters of 
scheduling, from communications on legislative stationery and from threats or implications relating to 
legislative actions. 

§ 10-16-11. Codes of conduct 

A By January 1, 1994, each elected statewide executive branch public officer shall adopt a general code 
of conduct for employees subject to his control. The New Mexico legislative council shall adopt a general 
code of conduct for all legislative branch employees. The general codes of conduct shall be based on the 
principles set forth in the Governmental Conduct Act. 
B. Within thirty days after the general codes of conduct are adopted, they shall be given to and reviewed 
with all executive and legislative branch officers and employees. All new public officers and employees of 
the executive and legislative branches shall review the employees' general code of conduct prior to or at 
the time of being hired. 
C. The head of every executive and legislatfve agency and institution of the state may draft a separate 
code of conduct for all public officers and employees in that agency or institution. The separate agency 
code of conduct shall prescribe standards 1 in addition to those set forth in the Governmental Conduct Act 
and the general codes of conduct for all executive and legislative branch public officers and employees 
that are peculiar and appropriate to the function and purpose for which the agency or institution was 
created or exists. The separate codes, upon approval of the responsible executive branch public officer 
for executive branch public officers and employees or the New Mexico legislative council for legislative 
branch employees, govern the conduct of the public officers and employees of that agency or institution 
and, except for those public officers and employees removable only by impeachment, shall, if violated, 
constitute cause for dismissal, demotion or suspension. The head of each executive and legislative 
branch agency shall adopt ongoing education programs to advise public officers and employees about 
the codes of conduct. All codes shall be filed with the secretary of state and are open to public inspection. 
D. Codes of conduct shall be reviewed at least once every four years. An amended code shall be filed as 
provided in Subsection C of this section. 
E. All legislators shall attend a minimum of two hours of ethics continuing education and training 
biennially. 

§ 1Qw16w11.1. State agency or local government agency authority 

Nothing in the Governmental Conduct Act shall be construed to preclude a state agency or local 
government agency from adopting and publishing ordinances, rules or standards that are more stringent 
than those required by the Governmental Conduct Act. 

§ 10-16-13. Prohibited bidding 

No state agency or local government agency shall accept a bid or proposal from a person who directly 
participated in the preparation of specifications, qualifications or evaluation criteria on which the specific 
competitive bid or proposal was based. A person accepting a bid or proposal on behalf of a state agency 
or local government agency shall exercise due diligence to ensure compliance with this section. 

§ 10-16w13.1. Education and voluntary compliance 

A. The secretary of state shall advise and seek to educate all persons required to perform duties under 
the Governmental Conduct Act of those duties. This includes advising all those persons at least annually 
of that act's ethical principles. 
B. The secretary of state shall seek first to ensure voluntary compliance with the provisions of the 
Governmental Conduct Act. A person who violates that act unintentionally or for good cause shall be 
given ten days' notice to correct the matter. Referrals for civil enforcement of that act shall be pursued 
only after efforts to secure voluntary compliance with that act have failed. 
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10-16-13.2. Certain business sales to the employees of state agencies and local government 
agencies prohibited 

A. A public officer or employee shall not sell 1 offer to sell, coerce the sale of or be a party to a transaction 
to sell goods, services, construction or items of tangible personal property directly or indirectly through the 
public officer•s or employee's family or a business in which the public officer or employee has a 
substantial interest, to an employee supervised by the public officer or employee. A public officer or 
employee shall not receive a commission or shall not profit from the sale or a transaction to sell goods, 
services, construction or items of tangible personal property to an employee supervised by the public 
officer or employee. The provisions of this subsection shall not apply if the supervised employee initiates 
the sale. It is not a violation of this subsection if a public officer or employee, in good faith, is not aware 
that the employee to whom the goods, services, construction or items of tangible personal property are 
being sold is under the supervision of the public officer or employee. 
B. A public officer or employee shall not sell, offer to sell, coerce the sale of or be a party to a transaction 
to sell goods, services, construction or items of tangible personal property, directly or indirectly through 
the public officer's or employee's family or a business in which the public officer or employee has a 
substantial interest, to a person over whom the public officer or employee has regulatory authority. 
C. A public officer or employee shall not receive a commission or profit from the sale or a transaction to 
sell goods, services, construction or items of tangible personal property to a person over whom the public 
officer or employee has regulatory authority. 
D. A public officer or employee shall not accept from a person over whom the public officer or employee 
has regulatory authority an offer of employment or an offer of a contract in which the public officer or 
employee provides goods, services 1 construction, items of tangible personal property or other things of 
value to the person over whom the public officer or employee has regulatory authority. 

§ 10-16-13.3. Prohibited contributions; financial service contractors 

A. A business that contracts with a state agency or local government agency to provide financial services 
involving the investment of public money or issuance of bonds for public projects shall not knowingly 
contribute anything of value to a public officer or employee of that state agency or local government 
agency who has authority over the investment of public money or issuance of bonds, the revenue of 
which is used for public projects in the state. 
B. A public officer or employee of a state agency or local government agency that has authority over the 
investment of public money or issuance of bonds, the revenue of which is used for public projects in the 
state, shall not knowingly accept a contribution of anything of value from a business that contracts with 
that state agency or local government agency to provide financial services involving the investment of 
public money or issuance of bonds for public projects. 
C. For the purposes of this section: 
(1) !!anything of value" means any money, property, service, loan or promise, but does not include food 
and refreshments with a value of less than one hundred dollars ($100) consumed in a day; and 
(2) "contribution" means a donation or transfer to a recipient for the personal use of the recipient, without 
commensurate consideration. 

§ 10-16~14. Enforcement procedures 

A. The secretary of state may refer suspected violations of the Governmental Conduct Act to the attorney 
general, district attorney or appropriate state agency or legislative body for enforcement. If a suspected 
violation involves the office of the secretary of state, the attorney general may enforce that act. If a 
suspected violation involves the office of the attorney general, a district attorney may enforce that act. 
B. Violation of the provisions of the Governmental Conduct Act by any legislator is grounds for discipline 
by the appropriate legislative body. 
C. If the attorney general determines that there is sufficient cause to file a complaint against a public 
officer removable only by impeachment, he shall refer the matter to the house of representatives of the 
legislature. If within thirty days after the referral the house of representatives has neither formally declared 
that the charges contained in the complaint are not substantial nor instituted hearings on the complaint, 
the attorney general shall make public the nature of the charges, but he shall make clear that the merits 
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of the charges have never been determined. Days during which the legislature is not in session shall not 
be included in determining the thirty-day period. 
D. Violation of the provisions of the Governmental Conduct Act by any public officer or employee, other 
than those covered by Subsection C of this section, is grounds for discipline, including dismissal, 
demotion or suspension. Complaints against executive branch employees may be filed with the agency 
head and reviewed pursuant to the procedures provided in the Personnel Act. Complaints against 
legislative branch employees may be filed with and reviewed pursuant to procedures adopted by the New 
Mexico legislative council. Complaints against judicial branch employees may be filed and reviewed 
pursuant to the procedures provided in the judicial personnel rules. 
E. Subject to the provisions of this section, the Governmental Conduct Act may be enforced by the 
attorney general. Except as regards legislators or statewide elected officials, a district attorney in the 
county where a person resides or where a violation occurred may also enforce that act. Enforcement 
actions may include seeking civil injunctive or other appropriate orders. 

§ 10-16-17. Criminal penalties 

Unless specified otherwise in the Governmental Conduct Act, any person who knowingly and willfully 
violates any of the provisions of that act is guilty of a misdemeanor and shall be punished by a fine of not 
more than one thousand dollars ($1,000) or by imprisonment for not more than one year or both. Nothing 
in the Governmental Conduct Act shall preclude criminal prosecution for bribery or other provisions of law 
set forth in the constitution of New Mexico or by statute. 

§ 10-16-18. Enforcement; civil penalties 

A If the secretary of state reasonably believes that a person committed 1 or is about to commit, a violation 
of the Governmental Conduct Act, the secretary of state shall refer the matter to the attorney general or a 
district attorney for enforcement. 
B. The attorney general or a district attorney may institute a civil action in district court if a violation has 
occurred or to prevent a violation of any provision of the Governmental Conduct Act. Relief may include a 
permanent or temporary injunction, a restraining order or any other appropriate order, including an order 
for a civil penalty of two hundred fifty dollars ($250) for each violation not to exceed five thousand dollars 
($5,000). 
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APPENDIX H 

A Rl~SOLUTION RSTABLISI-IIN(; A VACATION INCJi:NTIVR PROGRAM FOR 
LATRRAL TRANSFERS FOH 'l'IIR OFFIClI: (W Tll11: Slll~RlffF 

WI ll~IU~AS, San Juan County Ordinance No. 14 established the ~an .Juan County 
Employee I l~mdlmok, which wns lust nmendcd on July I, 2020; and 

WBERF,AS, Section 7.2 or snid Orclinnncc sets vucnl ion accrual rntcs /'or Sa11 .lunn 
County employees based on years or eligible service C>f' the cmplnyL·c; nnd 

WIIERflAS, current economic conditions in San Juan Cou111y have alfoctcd lhu abilily 
or the San .Juan County Shuriff's Onicc ("SJCSO") lo maintain deputy slaffing levels: and 

Wlll~IU:AS, the S.IC~O has found that many qualified latcrnl transfer applicants arc 
hesitant to trnnsrcr lo lhc S.ICSO since they lose the vacat ion nccrnal rates earned with thei r 
current employer and begin at lower accrnal rates at the SJCSO; and 

Wlll~JU:AS, an incc111 iv1.: program tt llowing lateral lrnnsfors tn 1.:arn vacation at accnml 
rntcs based on their total years or service when they transfer employment lo the S.ICSO would 
lead to more lntcral lrnnsfers to the SJCSO. 

NO\-V, 'llJEIU!:FORI~, BE IT IUJ:SOLVED by the l3onrd of County Commissioners or 
San .lunn County, New Mexico: 

I. l~ffcclivc /\ 11gust 17, 202 1, the S.ICSO wi ll begin offering nn inccntivc progrnm to 
latcrnl lrnnsfers from other lav,1 enlorecment agencies. 

2. Upon commcncc111c11t of aclivL: duty with the S.lCSO, the lateral transfer deputy wi ll 
begin accruing vacation pursuant to the Employee l landbook, Ordinance No. 34, 
Section 7 based 011 the lnleral transfer deputy's c111n11lative time of' servicc as u 
tcrl ilicc.J/liccnscd peace officer. For t•xumple, if the deputy hns worked m; a law 
t•.nl'orccmL'nt ofliccr fi>r 5 years, the deputy will act•,rnc vacntio11 al the "5 thru 9 ycars 
incl usive" ac<.:ruu l rate or 120 hours 111ax i11111m accrual per ycur. 

J. 1.alcral translers wi ll L'o11li11uc lo accrm: vacation al lhl'ir initi:d ph1ccmcnl level ral t~ 
until they attain the next vm:11tio11 ra te kvcl bnsed 011 ycurs of service with the San 
Juan County Shcrilrs Oflicc. 

-IJ11i/di11r, (I S//'Oll!JC!I ' ('01111111111ity 
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APPENDIX I 

A RESOLUTION ESTABLISIUNG A VACATION INCENTIVE PROGRAM FOR 
MAINTAINING PHYSICAL FITNESS LEVELS AT TUE OFFICE OF THE SHERIFF 

WHEREAS, physical fitness is a vital component of effective law enforcement; and 

WHEREAS, an incentive offering compensato1y or vacation time to San .Tuan County 
Sheriff's Office ("SJCSO") employees who demonstrate continued physical fitness would boost 
inornle and encourage and reward physical fitness at the SJCSO. 

NOW, THEREFORE, BE IT RESOLVED by the Board of County Commissioners of 
San Juan County, New Mexico that: 

I. Effective Augu1,t 17, 2021, the SJCSO will begin offering a physical fitness incentive 
program to SJCSO certified deputies. 

2. Certified deputies who choose to paiticipate will be given a physical fitness strength and 
endurance test each year identical to the academy exit-level fitness test required by the 
State of New Mexico for entry level peace officer certification. 

3. Hourly deputies who pass the fitness test will receive two (2) days (16 hours total) of 
compensato1y time. Accruals that put the employee's total hours of compensatmy time 
over 80 hours will be forfeited. 

4. Salaried deputies who pass the examination will receive two (2) days (20 hours total) of 
vacation time. Accruals over 320 hours vacation are subject to forfeiture pursuant to 
Section 7.4 of the Employee Handbook. 

5. The examination shall be administered annually. 
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APPENDIX J 

A RESOLUTION AUTHORIZING ON~CALL/STAND~BY PAY 
FOR CJCRTAIN SAN JUAN COUNTY FIRE DEPARTMENT El.VD!LOYEES 

WHEREAS, the Board of County Commissioners of San Junn County (Board) is the governing body of San 
Juan County, New Mexico, and 

WHEREAS, the San Juan County Ffre Deparlment requires two division chiefs be on-call at one time during 
each week, each serving an area covering one-half of the County, to monitor nnd respond to calls as needed year-round, 
w1d 

WHEREAS, the San Juan County Fire Department has one mechanic on-oaJI each weel<, year-round, covel'.i.ng 
tbe entire County. and 

WHEREAS, the weekly shift for division ol1iefa and mool1anics nol'mally runs from '1\1esday moming starting 
at 7:00 am tlU'ough the next 'I'uesday at 7:00 am, and 

WHEREAS, there are times when, due to unforeseen circumstances, a division chief or mechanic cannot 
complete his 01· he1· entire shift, resulting in nuother division chief or mechanic covering the remaining shift, and 

WHEREAS, since the vnriabiHty in shift covel'age makes it possible that another employee wrn be required to 
cover ru1 unscheduled shlft, the Fire Depar1ment will pay ench FLSA employee wages for one half-hour per weeknight 
of oove1·f1ge and one hour fot' every weekend day or holiday that the FLSA employee is on"call or stand-by, regardless 
of whether the employee is called in to cover n shift. This equates to wageii for four and a half hours of work pel' 
employee, per week, unless there i,'l a holiday, in which case the number of hours pnid may be l1igher, and 

WHEREAS, 011-enil/stand-by time is compensated as overtime unless the en:\ployee has not worked 40 hours 
io the week where 01.1-cnll/stand-by Hine ls added, in which case the rate is then compensated at the cmployee>s regular 
rate of pay, and · 

NOW, THEREFORE, BE IT RESOLVED, by the Board of County Commissioni,rs ratifies lhe current 011-

caU/stnnd-by pay policy for certain San Juan County Fire Depattment employees as outlined above and this Resolution 
shall be an addendum to the cut'l'(.mt San Juan County Employee Handbook and shall remain ill effect until modified or 
cancelled by the Board. 

J?ASSED, APPROVED, ADOPTED, AND SIGNED THIS 7·m DAY OF JULY, 2020. 
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APPENDIX J 

FOR CERTAIN SAN ,TUAN COUNTY SHERJFF'S OFFICE CER'fIFrED OFFICERS 

WHEREAS, the Board of County Commissioners of San Juan County (BoaJ'd) is the governing 
body of San .Juan Colmty, New Mexico, alld 

WHEREAS, the Snn Juan Cotmty Sheriff's Office has ten detectives who are on-call, on a rotating 
bnsis, fo1·.one full week consisting of seven dnys each pt1y period, and will be compensntecl for up to two 
hours for time spent on-call, and 

WHEREAS, the San Junn County Shel'lff's Offlco hns four Region JI Deputy She1·ifts who Breon­
cnll, on a rotating basis, for one full week consisting of seven days each pay period, nnd will be compensated 
for up to nlne hours for time spent onftcall, and 

WHJllREAS, if these certified office1·s respond to an on-call situation, they will also be 
compensated for thsir response time worked according to the Fail' Labor Standards Act (FLSA), and 

WlffiREAS, the on-cell hours al'e compensnted as overtl1ne unless the ce1·liffod officer has not 
physically wol'l<ed 40 hours in the weok where on-call is added, in which case the rnte is then compensated 
at tl1e ce1tified officer's regulnt· rate of pny, nnd 

NOW, THEREFORE, BE IT RESOLVED, by the Board of Com1ty Commissioners rat'it1os 011-

call pay for oertain Snn Juen County Sh0rifrs Office certified officers as outlined nbove and this Resolution 
shall be an addendum to the cmrent employee hnndbook and shall remain in effect. until modified 01· 
cancelled by the Board . 
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APPENDIX K 

SAN JUAN COUNTY 

RESOLUTION NO. 96-97-13 

ADMINISTRATIVE PROCEDURE FOR GRIEVANCE HEARINGS 

1. SCOPE OF RULES. 

These rules govern the procedure in all grievance hearings 
under the San Juan County Personnel Ordinance and the San Juan 
County Personnel Handbook. 

2. NOTICE OF HEARING. 

2.1 When a hearing is authorized by the Personnel Ordinance and a 
written request for hearing has been filed, a hearing shall be 
scheduled before an independent hearing officer. The county shall 
notify the party requesting the hearing, and all interested 
parties, by certified mail, return receipt requested, of the 
hearing. 

2. 2 The notice shall include the name of the hearing officer, 
time, place, date and nature of the hearing, which time shall be 
not less than five nor more than sixty days from the date of filing 
of the request for hearing,_ provided that the hearing officer may 
for good cause or upon stipulation of the parties set the hearing 
for a later date. 

3. HEARING; CONDUCT; RECORD. 

3 .1 Testimony at the hearing shall be taken under oath and 
recorded by tape or otherwise. Upon the request of any party, 
testimony shall be transcribed, provided that all costs of 
transcribing shall be paid by the party so requesting. 

3. 2 Opportunity shall be afforded all parties to appear and 
present evidence and argument on all issues involved. A party may 
be represented by counsel and may conduct cross-examination for a 
full and true disclosure of the facts. 

3.3 The hearing officer shall administer oaths or affirmations to 
witnesses, determine the credibility of such witnesses, determine 
the admissibility of evidence and the weight of such evidence, and 
decide the law and the facts of the case. 

3.4 The rules of evidence as applied in nonjury civil cases in the 
district courts of this state shall be generally followed; however, 
when it is necessary to ascertain facts not reasonably susceptible 
of proof under these rules, evidence not admissible thereunder may 
be admitted if it is of a type commonly relied upon by reasonably 
prudent men in the conduct of their affairs. Objections to 
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APPENDIX K 

evidentiary offers may be made and shall be noted in the record. 

3.5 The hearing officer shall control the conduct of all parties 
and all other persons present in the hearing room. The hearing 
officer may, under the appropriate circumstances;. ( 1) remove any 
person from the hearing room; (2) close the hearing to the general 
public; (3) exclude all witnesses until they are called to testify; 
(4) continue the hearing to a later time and daie; and (5) take 
any other action the hearing officer determines is necessary to 
insure orderly proceedings and conduct a fair and impartial 
hearing. 

3.6 The hearing officer shall make a record of the hearing, which 
shall include: 

(1) all pleadings, motions, and intermediate rulings; 
(2) evidence received or considered; 
(3) a statement of the matters officially noticed; 
(4) offers of proof, objections and rulings thereon; 
(5) any proposed findings submitted; and 
(6) the decision by the hearing officer. 

4. FINDINGS AND CONCLUSIONS; DECISION. 

4.1 The hearing.officer may announce his decision verbally at the 
conclusion of the hearing or by written communication to the 
parties or their attorneys mailed to their last known address not 
later than three (3) days after the hearing. 

4.2 The hearing officer shall allow counsel a reasonable 
opportunity, not to exceed five (5) days after the hearing officer 
announces his deci~ion, to submit requested findings of fact and 
conclusions of law which shall be served on opposing counsel prior 
to submission. Service upon an attorney or upon a party shall be 
made by delivering a copy to him or by mailing it to him at his 
last known address. 

4.3 A final decision by the hearing ~fficer shall include findings 
of fact and conclusions of law, separately stated. Within ten (10) 
days after receipt of requested findings of fact and conclusions of 
law, the hearing officer shall serve upon each party of record, or 
his attorney, a written copy of the final decision by mailing it to 
that person's address of record. All parties shall be deemed to 
have been served on the third day following the mailing. 

4.4 If the hearing officer determines that the grievance is valid, 
the hearing officer may require the county to take such affirmative 
action as the hearing officer determines is necessary to rectify 
the action complained of, including, but not limited to, hiring, 
reinstatement, promotion, suspension for a lesser period, and award 
or no award of back pay, but the hearing officer shall not have the 
authority to award damages (other than back pay) or attorney fees. 
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5. SUBPOENAS; INSPECTION OF RECORDS; DISQUALIFICATION. 

5.1 Subject to the rules of privilege and confidentiality 
recognized by law, the hearing officer may require the furnishing 
of information, the attendance of witnesses, and the production of 
books, records, papers or other objects necessary and proper for 
the purposes of the proceeding. 

5.2 The hearing officer may issue subpoenas requiring the 
attendance and testimony of witnesses and the production of any 
evidence relating to any matter in question in the proceeding. The 
form of the subpoena shall adhere, insofar as is practicable, to 
the form used in the district court. 

5.3 Any party to the proceeding shall be entitled to subpoenas in 
the name of the county. The subpoena shall show upon its face the 
name and address of the party at whose request the subpoena was 
issued. Unless otherwise required by law, the parties shall not be 
required to pay fees for attendance and travel to witnesses 
summoned by a party. The hearing officer, upon written motion 
filed by a party, may modify or vacate a subpoena for any reason 
that justice requires. 

5.4 A subpoena issued under these rules shall be served in the 
same manner as subpoenas issued by the district court. 

5.5 In case of disobedience to any subpoena issued and served 
under these rules, or for the refusal of any person to testify 
regarding any matter for which he may be lawfully interrogated, the 
hearing officer may apply to the district court in the county of 
the person's residence for an order to compel compliance with the 
subpoena or the furnishing of information or the giving of 
testimony. If the refusal or disobedience is found to be unlawful, 
the district court shall enter an order requiring compliance in 
full or as modified. Disobedience of the court order shall be 
punished as contempt of the district court in the same manner and 
by the same ·procedure as provided for like conduct committed in t_he 
course of judicial proceedings. 

5.6 A hearing officer shall recuse himself or withdraw from any 
proceeding in which he cannot accord a fair and impartial hearing 
or decision. Any party may request a disqualification of a hearing 
officer on the grounds of the person's inability to be fair and 
impartial by filing a motion and an affidavit promptly upon the 
discovery of the alleged grounds for disqualification, stating with 
particularity the grounds upon which it is claimed that the person 
can not be fair or impartial. The burden shall be upon the moving 
party to show by clear and convincing evidence the hearing 
officer's inability to be fair and impartial. The Board of County 
Commissioners shall make the final determination concerning 
disqualification of a hearing officer. 
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6. JUDICIAL REVIEW. 

Any party who is adversely affected by final order or decision 
under these rules is entitled to judicial review thereof pursuant 
to Rule 1-075 of the Rules of Civil Procedure for the District 
Courts of the State of New Mexico (SCRA 1986). 

7. PRIOR RULES SUPERSEDED. 

This resolution supersedes all prior resolutions establish.ing 
administrative procedures for grievance hearings. 

8. PURPOSE OF RULES; LIBERAL CONSTRUCTION. 

The Board of County Commissioners declares the purpose of this 
resolution is to promote uniformity with respect to administrative 
procedure, to insure that such procedure is fair and equitable to 
all who participate in the proceedings and to provide for judicial 
review of administrative decisions. These rules shall be liberally 
construed to carry out this purpose. 

PASSED, APPROVED AND ADOPTED this ~ L\ ~ day of S e.p-\,e_VY'\ 'ceY , 1996. 

ATTEST: 
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SAN JUAN COUNTY 
WORKPLACE VIOLENCE J>OLICY 

APPENDIXL 

San Juan County prohibits all forms of workplace violence and will not tolerate any form of workplace 
violence committed by employees, supervisors> or third parties ( e.g., vendors, patrons, residents, 
visitors). While no employer is immune from workplace violence and no employer can totally prevent 
it, the County will make reasonable eff01is to prevent workplace violence and will take appropriate 
disciplinary action against any employee or supervisor who violates this policy. The County will also 
seek the criminal prosecution of those employees or third patties who violate the law by committing 
acts or threats of violence against San Juan County employees. 

Workplace 

For purposes of this policy, the workplace is defined as any location where County work is authorized 
and is being performed. This policy, however, is not applicable to conflicts between household 
members and the employee occurring at the employee's home while the employee is working under a 
remote work agreement. 

Prohibited Conduct 

For purposes of this policy, workplace violence includes but is not limited to: 

Making threatening remarks (through any means) that would cause a reasonable person to fear for 
their safety or the safety of others. This includes suggestions or insinuations that violence is 
appropriate to solve a workplace problem. 

Physical attacks, hitting, fighting, pushing, throwing objects, or any unconsented physical contact 
which is likely to cause fear or emotional distress in a reasonable person. 

Intentionally destroying or threatening to destroy property owned, operated, or controlled by the 
County or a County employee. 

Behavior that would cause a reasonable person emotional distress or creates a reasonable fear of 
injury, such as stalking, shaking a fist at an individual, closing distance and intentionally 
invading an individual's personal space. 

This list is illustrative only and not exhaustive. No form of workplace violence will be tolerated. 

Prohibited Weapons 

All County employees, with the exception of full~time Deputy Sheriffs, Detention Transport Officers 
while engaged in transportation of federal detainees> and those employees who possess valid New 
Mexico Concealed Carry Permits or who qualify to carry concealed under the Federal Law 
Enforcement Officers Safety Act (LEOSA), are prohibited from carrying handguns or firearms into 
County buildings, County vehicles, or any other spaces employees may be assigned to work while 
engaged in work duties for the County, even if not on County-owned property. Employees who 
possess valid New Mexico Concealed Carry Permits or who qualify to cany concealed under the 
Federal Law Enforcement Officers Safety Act (LEOSA) are permitted to carry firearms concealed on 
their persons only and in compliance with the conditions, rules, and regulations associated with their 
permit and applicable law. Employees who qualify and choose to concealed carry shall take all 
precautions necessary to ensure their firearm is secure at all times while on county property. 

Unless specifically required by the employee's County job description and except as provided in the 
preceding paragraph, employees are prohibited from possessing any weapons that are restricted under 
State or Federal law or regulations at the workplace or while engaged in work duties for the County. 

1 
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Protective or Restraining Orders 

County employees who have been granted court-ordered protection which extends to the workplace 
must notify their supervisor and the Human Resources Department (HR) in a timely manner and as 
soon as practical, who will work together to develop a plan to implement safety measures and aid in 
understanding County benefits or leaves applicable to the situation. 

Reporting Wol"l{place Violence 

San Juan County is committed to enforcing this policy against all forms of workplace violence. 
However, the effectiveness of our efforts depends on employees telling us about all incidents of 
workplace violence, including threats of violence. Reporting procedures: 

• IF THE INCIDENT OR THREAT PRESENTS AN IMMEDIATE RISK OF INJURY, 
LAW ENFORCEMENT MUST BE CONTACTED AT ONCE BY DIALING 911, and 
then contact HR once it is safe to do so. 

• Otherwise, employees who witness or experience any workplace violence or learn of threats 
should report it immediately to HR or by contacting their direct supervisor. Employees are 
encouraged to submit a "Workplace Violence Incident Report" [available on-line on E­
Connector at the HR offices.] as soon as possible. 

• If reported to the supervisor, the supervisor must relay the report to HR without delay followed 
by submittal of the "Workplace Violence Incident Reportt within twenty-four (24) hours of an 
alleged workplace violence infraction. 

• Employees are encouraged to complete the Workplace Violence Incident Rep01t. 

• In addition, if an employee feels that the employee or someone else may have been subjected to 
conduct that violates this policy, the employee should likewise report it. 

Investigation and Discipline 

San Juan County will thoroughly investigate all complaints of workplace violence. Acts of workplace 
violence are among the most serious forms of misconduct and will result in discipline commensurate 
with the severity of the misconduct> up to and including immediate termination. 

Employee Assistance Program 

San Juan County provides an employee assistance program (EAP) for all employees and their eligible 
dependents. The EAP is designed to help individuals manage personal problems that can impact their 
well-being and work performance. Treatment is confidential (unless an EAP counselor is required by 
law to disclose information, such as child abuse) and will not become a part of an employee's 
personnel records. For more information about the EAP, contact HR. 

No Retaliation 

County employees are encouraged to report workplace violence. San Juan Co,unty prohibits any form 
of discipline, reprisal, intimidation, or retaliation for good faith reporting of incidents of workplace 
violence of any kind, pursuing a workplace violence complaint, or cooperating in related 
investigations. 

Administration of this Policy 

The Human Resources Department is responsible for the administratio1~ of this policy. If you have any 
questions regarding this policy or if you have questions about workplace violence that are not 
addressed in this policy, please contact the Human Resources Department. 
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Appendix M 

San Juan County 

Comprehensive Cyber Policy 

TABLE OF CONTENTS 

Computer and Internet Use Policy - Page 2 

Password Protection and Construction Policy - Page 5 

Data Classification and Protection Policy- Page 8 

Data Breach Response Policy - Page 11 

Mobile Device Purchasing and Management Policy - Page 13 

Software Installation Policy- Page 15 

Al Usage Policy - Page 16 

APPLICABILITY 

Throughout this policy the term "Employee" is defined as including all classifications of 

employees including, but not limited to, Full and Part-time, Trial and Non-trial period, 

Elected Officials, Unclassified, Volunteers, Temporary, Contract, Grant Funded, and 

Interns. Non-compliance with this policy may subject an employee to suspension or 

revocation of use of County Information Systems resources. Employees, except for 

Elected Officials, who violate this policy may also be subject to discipline up to and 

including termination. Department Heads and Elected Officials will work cooperatively 

with the CIO and CISO to ensure employees of their respective departments are abiding 

by these policies and impart appropriate discipline for violations. 
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Computer and Internet Use Policy 

1. Purpose 

To establish guidelines for acceptable use of San Juan County computer systems, 
internet, and email to ensure a secure and productive computing environment. 

2. Overview 

The use of San Juan County's technology resources should always be job-related and not 
for personal gain. The County's computer equipment, software, operating systems, 
storage media, network accounts, electronic mail, voice mail, and Internet browsing are 
business tools provided to assist employees in the performance of their jobs. Electronic 
messages and files, created, sent and received, are County property. Consequently, 
employees should not expect privacy. All messages created, sent, or retrieved over e­
mail or the Internet should be considered public information. The County reserves the 
right to access and monitor all messages and files on the computer system as deemed 
necessary and appropriate. All communications, including text and images, can be 
disclosed to law enforcement or other third parties without prior consent of the sender 
or the receiver. This policy outlines the standards for acceptable use of these resources. 

3. Scope 

This policy applies to all employees, contractors, vendors, and agents of San Juan 
County using County resources (computers, tablets, network, email, etc). 

4. Policy 

4.1. Prohibited Activities -These activities are not allowed while using County owned 

resources 

• Anything prohibited by law. 
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• Activities that would subject the County or the individual to criminal, civil, or 

administrative liability. 

o Harassing, insulting, or attacking others (cyber-bullying). Harassment by e-mail 

and the Internet is just as illegal as other forms of harassment. 

• Sending or displaying intimidating, hostile, offensive, or hate-related material 

(including racial or sexual comments or jokes). 

• Using obscene language or intentionally accessing or possessing sexually explicit 

or pornographic material. 

• Using the County's equipment or network for non-County related purposes such 

as personal, religious, or commercial ventures. 

• Using County resources to provide unauthorized, non-work related services (i.e., 

research, map printing) to another individual or entity. 

• Creating or forwarding chain letters. 

e Using the network for non-County related bandwidth-intensive activities such as 

network games and the downloading or streaming of music or video files or 

serving as a host for such activities. 

• Participating in forums, chat rooms, or exchanges except to conduct official San 

Juan County business, or to gain technical or analytical advice. 

• Installing or distributing "pirated' or other software that is not appropriately 

licensed for use by San Juan County. 

• Using County equipment or Internet service to download entertainment 

software, games, screen savers, coupon down loaders/sharing software, registry 

cleaners, system accelerator or optimizer software, or any internet toolbar that 

causes unnecessary bandwidth consumption. 

• Downloading and installing anti-spyware or anti-virus software that is not 

supported by the IS Department. 

• Sharing of any passwords or authorization codes. 

• Using proxy accounts is prohibited and may result in discipline up to and 

including termination. 

4.2 Authorization Required -These activities require prior authorization from the 

appropriate resource (i.e. Elected official, Department Head, County Management 

Office, or 1.5. Department) 

• Sending an e-mail to "All Users" 

• Granting access to use County resources to non-County personnel 

• Downloading or installing personal, properly licensed software, on County owned 

resources without authorization from both the Elected Official/Department Head 

and the 1.5. Department. 
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4.3. Email and Internet Use 

As a general rule, all employees are expected to use common sense and sound 

judgment when utilizing the e-mail system and the Internet. Users should respect 

the rights and sensitivities of recipients and potential recipients or viewers. They 

should ensure that all e-mail messages and Internet usage reflect the 

professional image that San Juan County wishes to portray. E-mail signature lines 

cannot be altered and must contain the disclosure that has been approved by the 

Legal Department. An individual employee's e-mail signature may not contain 

any type of slogan. Departmental mottos and logos are permitted. San Juan 

County has software and systems in place to monitor e-mail and Internet usage. 

Users should know that e-mail messages and Internet usage are not private and 

will be monitored. Employees must be aware that all messages, whether sent, 

received, or stored, are subject to review by San Juan County as directed by the 

Chief Human Resources Officer and the County Manager. Such messages also 

may be subject to disclosure to outside third parties, including the court system, 

law enforcement agencies, and the public. Deleted messages can be retrieved. 

Employees should not send e-mail messages or visit Internet sites they would not 

want to have seen by persons other than the intended recipients and/or want to 

remain private. 

5. Policy Compliance 

The 1.5. department in conjunction with the County Manager's office and in 

compliance with 1.5. policy will verify compliance through various methods, 

including but not limited to, business tool reports, internal and external audits, 

and feedback from users. 

6. Non-Compliance 

An employee found to have violated this policy may be subject to disciplinary 

action, up to and including termination of employment 
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Password Protection and Construction Policy 

1. Purpose 

To establish a standard for creation of strong passwords and the protection of those 
passwords. 

2. Overview 

Passwords are an important aspect of computer security and must be secured, 
confidential, and protected. A poorly chosen password may result in unauthorized 
access and/or exploitation of our resources. All staff, including contractors and vendors 
with access to San Juan County systems, are responsible for taking the appropriate 
steps, as outlined below, to select and secure their passwords. 

3. Scope 

This policy applies to employees, elected officials, contractors, consultants, temporary 
and other workers, including all personnel affiliated with third parties. This policy applies 
to all passwords including but not limited to user-level accounts, system-level accounts, 

web accounts, e-mail accounts, screen saver protection, and local router logins. 

4. Password Creation 

4.1. Strong passwords are long, the more characters you have the stronger the password. 

We require a minimum of 12 characters in your password unless there are specific 
federal or state guidelines. In addition, we highly encourage the use of passphrases, 
passwords made up of multiple words. Examples include "Ifs time for vacation" or 

"block-curious-sunny-leaves". Passphrases are both easy to remember and type yet 
meet the strength requirements. Poor, or weak, passwords have the following 

characteristics: 
A. Contain less than 12 characters. 
B. Contain personal information such as birthdates, addresses, phone numbers, or 

names of family members, pets, friends, and fantasy characters. 
C. Contain number patterns such as aaabbb, qwerty, zyxwvuts, or 123321. 
D. Are some version of "Welcome123" "Password123" "Changeme123". 
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4.2. In addition, every work account should have a different, unique password. To enable 
users to maintain multiple passwords, we highly encourage the use of 'password 
manager' software that is authorized and provided by the organization. 

4.3. San Juan County requires the use of multi-factor authentication on systems that 
support it, such as e-mail, SharePoint, VPNs, etc. 

4.4. Users are strongly discouraged to not use any work-related passwords for their own 
personal accounts. 

5. Password Changes 

5.1. Passwords should be changed only when there is reason to believe a password has 
been compromised or if there are specific federal or state guidelines that mandate 
periodic password changes. 

5.2. Password cracking or guessing may be performed on a periodic or random basis by IS or 
its delegates. If a password is guessed or cracked during one of these scans, the user 
will be required to change it to be in compliance with the guidelines. 

6. Password Protection 

Passwords must not be shared with anyone, including supervisors and coworkers. All 
passwords are to be treated as sensitive, confidential San Juan County information. 
Information Systems recognizes that legacy applications do not support proxy systems in 
place. Passwords may be shared with IS personnel in cases where there is extreme need. 

7. Compliance Measurement 

The IS team will verify compliance to this policy through various methods, including but 
not limited to, periodic walk-th roughs, video monitoring, business tool reports, internal 
and external audits, and feedback to the policy owner. 

8. Exceptions 

Some systems, both internal and external may require a password that cannot be 
constructed according to this policy. In those cases, the user must follow the guidance of 
that application to create the most secure password possible. If the system has a 
password meter the password must be constructed to a strength of "Excellent" or it's 
equivalent. Any other exception to the policy must be approved by IS in advance. 
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9. Non-Compliance 

An employee found to have violated this policy may be subject to disciplinary action, up 

to and including termination of employment. 

10. Reference 

San Juan County Ordinance #34 
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Data Classification and Protection Policy 

1. Purpose 

To provide a basis for protecting access and release of San Juan County data by: 

A. Providing uniform guidance to San Juan County Employees and Elected Officials on 
data classifications and responsibility of data protection. 

B. To act in accordance with federal, state, and local laws and regulations, grant and 
contract terms and conditions, privacy considerations, and other legal obligations. 

C. To regulate sharing of data inside and outside of San Juan County. 

2. Data Classification Categories 

County Data falls into one of four distinct data categories below: 

Category 4 - Controlled Data: 

Data protected by federal statute, executive order, or regulation defined as critical to 
the nation's interest or government operations. Data that may be designated as 
proprietary through grants, contracts, or NDAs. 

Examples: 

A. NCIC/CJIS/FBI Data 
B. Law Enforcement Data 
C. Classified Information 

Category 3 - Regulated Data: 

Data that is required by state/federal law or regulation to be protected that does not fall 
into Category 4 Controlled Data or data that could result in significant harm (civil, 
reputation, etc.} to San Juan County if released. 

Examples: 

A. Protected Personal Information (PPI} 
B. Social Security Numbers 
C. Driver's License Numbers 
D. Bank Account Numbers 
E. HIPAA Protected Information 
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Category 2 - Internal Data: 

Any data that is not explicitly protected by state/federal law or regulation but could 
pose a security risk or civil action if released to unauthorized individuals 

Examples: 

A. Account credentials 

B. Budget/Payroll/Employee Information not explicitly referenced in 
state/federal law or regulation 

C. Systems and Networking Information and Diagrams 

Category 1 - Public Data: 

Any data that does not fit in the other three categories. This data does not propose any 
risks to the organization if distributed. Public data would encompass any data that 
would be publicly accessible; though that does not mean it has to be out for public 
access. 

Examples: 

A. Web site and Published Data 
B. Data created by employees that may not be strictly business related (EAC 

fliers, retirement announcements, etc.) 
C. Marketing Material 

3. Roles and Responsibilities 

Data Owners: 

A data owner is a County Employee or Elected Official who creates, manages, and stores 
County electronic data. Data owners are responsible for the data they have created and 
understand what category the data applies to. A data owner should not release data 
internally or externally to unauthorized individuals as defined by the classification. A 
data owner should consult with their supervisor and/or appropriate County department 
(Manager's Office, Legal, HR) if they are unsure who the data can be shared with. All 
Public Records requests should be forwarded to the County Legal Department for 
review, unless specific procedures are already approved and in place for routing public 
records requests such as police reports for criminal case review by trial. 
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Data Users: 

A data user is a County Employee or Elected Official who has access to County Data. 
Data users are responsible for understanding what data classification the data they are 
accessing belongs to. Data users should not share data internally or externally to 
unauthorized individuals. 

Data Security Committee: 

The San Juan County Data Security Committee is a committee consisting of employees 
from various departments that meet periodically to discuss data gathered by the 
Information Systems (IS) department. The committee will review data that has been 
monitored and curated to ensure compliance of proper data security and privacy 
standards. 

County Employee and Elected Official Responsibility: 

All County Employees and Elected Officials are responsible to insure proper data 
storage, creation, and release. Any County Data must be created and edited from 
County Systems (Office 365, VOi/Laptop/Workstations, County Issued Mobile Devices, 
etc.). No County Data should be transferred, created, edited, or stored on unauthorized 
devices or outside of authorized County f(Cloud" Hosted Applications (Office 365, 

MUNIS, etc.). Any County Data classified in categories 2-4 should not be released 
outside of the County internal operations before consulting with a supervisor or 
appropriate County Department (County Manager's Office, Legal, HR, etc.). 

4. Monitoring and Review 

Information Systems (IS) will monitor and periodically review data contained on County 
Systems. All data is monitored via automated systems that attempts to automatically 
classify data. Reports will be generated from the automated system and be reviewed by 
IS periodically for accuracy and then be compiled for review by the Data Security 
Committee. 

5. County Electronic Device Disposal 

To insure complete and proper data security no County electronic device (cell phones, 
laptops, desktop computers, etc.) will be sold directly to any County Employee. All 
County Electronic Devices will be disposed of following establish procedures separate of 
this policy. 

6. Non-compliance 

An employee found to have violated this policy may be subject to disciplinary actions, up 
to and including termination of employment. 

10 



Appendix M 

Data Breach Response Policy 

1. Purpose 

1.1. To establish the goals and the vision for the county's breach response process. This policy will 
clearly define to whom it applies and under what circumstances. It will Include the definition of a 

breach, staff roles and responsibilities, standards, and metrics (e.g., to enable prioritization of 
t he incidents), as well as reporting, remediation, and feedback mechanisms. The policy shall be 
well publicized and made easily available to all personnel whose duties Involve data privacy and 
security protection. 

1.2. The policy will protect San Juan County's employees, partners, and its vendors from Illegal or 
damaging actions by individuals, either knowingly or unknowingly. 

2. Background 

Any individual who suspects that a theft, breach or exposure of Protected data or San Juan 
County Sensitive data has occurred must immediately provide a description of what occurred via e­
mail to support@sjcounty.net or by calling the CIO or Deputy CIO, or if located in the Sheriff's office 
e-mail to helpdesk@sjcso.com or by calling the Sheriff's IS personnel. These contacts are monitored 
by IS security staff. The IS teams will investigate all reported thefts, data breaches and exposures to 

confirm if a theft, breach, or exposure has occurred. 

3. Scope 

This policy applies to all who collect, access, maintain, distribute, process, protect, store, use, 
transmit, dispose of, or otherwise handle personally identifiable Information or Protected Health 
Information (PHI) of San Juan County members. Any agreements with vendors will contain similar 

language that protects County data accessible or stored by them. 

4. Confirmed theft, data breach or exposure of County Protected data or County Sensitive data 

4.1. As soon as a t heft, data breach or exposure containing County Protected data or County 
Sensitive data Is identified, through the use of logs and tools, the process of removing all access 
to that resource wi ll begin. 
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4.2. The CIO and Deputy CIO will chair an incident response team to handle the breach or exposure. 

The incident response team will meet weekly until incident closure. 

4.3. The team will include members from: 

• IS 

• Manager's Office 

• Finance (if applicable) 

• Legal/Risk Management 

• Human Resources 

• The affected unit, department, or elected office that uses the involved system or output or 

whose data may have been breached or exposed 

• Additional departments based on the data type involved 

• Additional individuals as deemed necessary by the County Manager 

• Additional regulatory bodies as deemed necessary by State or Federal mandates 

5. Work with Forensic Investigators 

As provided by San Juan County cyber insurance, the insurer will need to provide access to forensic 

investigators and experts that will determine how the breach or exposure occurred; the types of data 

involved; the number of internal/external individuals and/or organizations impacted; and analyze the 

breach or exposure to determine the root cause. 

6. Develop a communication plan 

Work with the County's Public Information Officer, Legal, Manager's Office, and Human Resource 

departments to decide how to communicate the breach to: 

• Internal employees 

• The public 

• Those directly affected 

7. Non-compliance 

Any County personnel found in violation of this policy may be subject to disciplinary action, up to and 

including termination of employment as determined by the Incident Response Team. Any third-party 

partner company found in violation may have their network connection terminated. 
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Mobile Device Purchasing and Management Policy 

1. Purpose 

To provide guidance on cell phone and tablet purchases and services provided by San Juan County. 

2. Scope 

This Mobile Device Purchasing and Management Policy applies to all San Juan County employees 

and elected officials currently possessing or purchasing new or replacement cell phones/tablets. The 

scope of this policy does not include laptop computers. IS refers to both County Administrative and 

Sheriff's Office Information Systems staff, please refer to the department that manages your 

phones. 

3. Policy 

3.1. Cell Phones and tablets purchased through a San Juan County Account are defined as mobile 

devices that perform many of the functions of a computer, typically having a touchscreen 

interface, Internet access, and an operating system capable of running downloaded 

applications. This excludes "flip phones" and phones that are not capable of running Android, 

Apple IOS, or Windows Mobile. 

3.2. IS orders and maintains wireless service contracts. All cell phones using San Juan County 

services must be reviewed and purchased by the IS department. 

3.3. Tablets must be reviewed and purchased by the IS department. 

3.4. Employees leaving San Juan County may be able to take their cell phone number with them by 

coordinating with IS. Devices will not be sold directly to employees. 

3.5. All smart devices must run Apple IOS and be enrolled in the San Juan County Apple Device 

Enrollment Program. This program registers the device as a San Juan County owned device and 

allows us to ensure devices that are lost or stolen are not usable by people who are not 

employed by San Juan County. Android and Windows Mobile devices are not allowed. 

3.6. All mobile devices must be shipped directly to IS as it must be provisioned by either San Juan 

County IS staff, or if a Sheriff's Office employee, Sheriff Office IT Staff. 

3.7. Mobile Device Management software will be installed during provisioning. This allows County IS 

staff to locate lost/stolen devices, securely lock lost/stolen devices, and remotely remove data 

from lost/stolen devices if determined to be necessary. Removal of the Mobile Device 

Management software is prohibited. 

3.8. Employees may not purchase services or software using County funds. Work related apps will 

be managed by IS. 

3.9. To ensure safety and security of County networks, some apps may be blocked. 

3.10. Employees are allowed to purchase and install personal apps with their own funds. 

3.11. Unauthorized modifications to devices are not allowed and will be restricted from accessing 

County resources. User will be responsible for expenses incurred to the fullest extent of the 

law. 

3.12. The cost of County issued cell phones cannot exceed $100 per phone. To protect and conserve 

public funds exceptions must be approved by the County Manager. 
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3.13. Lost and stolen devices must be reported by the user of the device to their supervisor within 
24 hours. The supervisor must alert IS staff immediately so steps to recover or secure the 
device can be made. 

3.14. Mobile devices that do not comply with this policy will not be allowed to connect to County 
provided services, be supported by IS departments, or paid for with County Funds. 

3.15. Mobile devices that are no longer in use or belonged to an employee that has left 
employment must be returned to the County IS department. IS will securely erase these 
phones. IS staff must be alerted when a new user is assigned the phone. Phones that have not 
been reissued within 90 days may be issued to another department or elected office. 

4. Non-Compliance 

An employee found to have violated this policy may be subject to disciplinary action, up to and 
including termination of employment. 

5. Reference 

County Ordinance #34 
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Software Installation Policy 

1. Purpose 

To outline the requirements around installation software on County computing devices 

excluding mobile phones and tablets. 

2. Overview 

Allowing employees to install software on company computing devices opens the organization 

up to unnecessary exposure. Conflicting file versions can prevent programs from running, the 

introduction of malware from infected installation software, unlicensed software which could be 

discovered during audit, and programs which can be used to hack the organization's network 

are examples of the problems that can be introduced when employees install software on 

company electronics. 

3. Scope 

This policy applies to all County employees, contractors, vendors, elected officials, and agents 

with County owned devices. This policy covers all computers, servers, and other computing 

devices operating within San Juan County. 

4. Policy 

4.1. Employees and elected officials may not install software on County's computing devices 

operated within the County network except those vetted by and approved by the IS 

department. 

4.2. Software requests must first be approved by the requester's supervisor and then be made to IS 

via Help Desk ticket or email. 

4.3. Software must be selected from an approved software list, maintained by the IS department. 

4.4. The IS department will obtain and track the licenses, test new software for conflict and 

compatibility, and perform the installation, unless otherwise coordinated with the Department' 

Head or Elected Official. 

4.5. Software should be periodically upgraded as those upgrades become available and determined 

appropriate by IS. This will be based on software support timelines from the vendor and for 

performance1 compatibility, and security on County systems. 

4.6. IS will periodically review software installed on County systems to ensure that it meets the 

functionality and security needs of the County. 

5. Policy Compliance 

The IS team will verify compliance to this policy through various methods, including but not 

limited to, periodic walk-throughs1 business tool reports, internal and external audits. 

6. Non-Compliance 

An employee found to have violated this policy may be subject to disciplinary action, up to and 

including termination of employment. 
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Al Usage Policy 

1. Purpose 

To establish guidelines for the responsible use of Generative Artificial Intelligence (Al) within San 

Juan County operations, ensuring the security, privacy, and integrity of County Data. 

2. Scope 

This policy applies to all San Juan County employees, contractors, and agents who utilize 

Generative Al tools or systems in the performance of their duties. It encompasses all Generative 

Al applications involving the collection, storage, processing, or dissemination of County Data on 

county equipment. Personal use of Al tools is only allowed with supervisor approval. Generative 

Al is defined as Al systems that create new content such as text, images, or music by learning 

patterns from existing data. Conditions in this policy may be superseded by State and Federal 

law. 

3. Policy 

3.1 Acceptable Al Use 

• Data Collection and Use 

o Collect County Data only when necessary for specific job functions and ensure 

compliance with all applicable laws and regulations. 

o Obtain appropriate authorization before accessing or collecting County Data for 

Al use. 

o Use County Data solely for the purposes specified at the time of collection; 

unauthorized secondary use is prohibited. 

• Data Security and Protection 

o Store all County Data in encrypted and secure systems approved by the IS 

Department. 

o Implement access controls to limit data access to authorized personnel only. 

o Regularly update security protocols to protect against unauthorized access or 

breaches. 

o Use only approved Generative Al Tools. 

• Ethical Considerations 

o Ensure Al tools do not perpetuate bias or discrimination. 

o Incorporate fairness, equity, and transparency into Al use. 

o Regularly assess Al systems for compliance with ethical standards and 

effectiveness. 
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o Use of Generative Al to create life-like images, video, and audio is subject to 

supervisor approval. Life-like images, video, and audio must be clearly noted in 

any publication as containing Al generated materials. 

3.2 Use on County Equipment Only 

• Authorized Equipment 

o Operate all Al tools exclusively on county-approved devices and networks to 

maintain security and compliance. 

o Unauthorized installation or use of Al software or hardware on county 

equipment is strictly prohibited. 

• Security Compliance 

o Ensure that all devices used for Al activities comply with the county's security 

protocols and standards. 

o Avoid using personal devices for Al-related tasks involving County Data unless 

expressly approved by the IT Department. 

3.3 Supervisor Approval 

• Approval Process 

o Before implementing or using any Al tools, employees must submit a formal 

request to their supervisor detailing the intended use and benefits. 

o The request should include information on how the Al tool complies with data 

privacy and security requirements. 

• Personal Use Authorization 

o Personal use of Al tools is only allowed with explicit supervisor approval. 

o Supervisors must evaluate personal use requests for compliance with this policy 

and potential impact on County Data. 

• Supervisor Responsibilities 

o Review the proposed Al tool for alignment with departmental objectives and 

compliance with this policy. 

o Verify that the use of the Al tool is necessary and that County Data privacy 

considerations have been addressed. 

o Forward approved requests to the IT Department for further evaluation. 

3.4 IS Approval of All Services 

• IS Department Evaluation 

o The IS Department must review and approve all Al tools and services prior to 

deployment. 

o Assess Al tools for security vulnerabilities1 data protection measures, and 

compatibility with existing systems. 
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o Ensure that the Al tool complies with all legal and regulatory requirements 

related to data privacy. 

• Implementation and Support 

o Provide guidance on the secure installation and configuration of Al tools. 

o Monitor Al systems for compliance, performance issues, and conduct annual 

audits of Al systems. 

3.5 End User Responsibility 

• Use of Al Generative Materials 

o All work generated by Al can contain errors. 

o Users must check all materials produced for accuracy. 

o Users must alert their supervisor of Al produced materials to ensure appropriate 

quality controls. 

• Assurance with IS Policy and Best Practice 

o Due to Generative Al being a continuously and quickly developing area of 

technology, all users of Generative Al are required to routinely review the "A.I. 

Information and Best Practices" Documentation from the I.S. Department, 

located on the IS Service Desk, to stay up to date with any changes. 

4. Non-Compliance 

• Disciplinary Actions 

o Employees who violate this policy may face disciplinary actions up to and 

including termination of employment. 

o Contractors or agents found in violation may have their contracts terminated 

and face potential legal action. 

• Reporting Violations 

o All suspected policy violations must be reported immediately to the CIO and 

CISO as well as the appropriate supervisory personnel. 

o The county will investigate all reports promptly and take necessary corrective 

actions. 
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