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NOW, THEREFORE, BE IT RESOLVED, that the Board hereby adopts the SOPs as set
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procedures.
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1. Treasury Guidelines

1.1 Reference to BOE Regulation
T60-20 Public School System Rules and Regulations, Part 700 § 60-20-701

1.2 Purpose

The following guidelines are established to assist the Public School System (PSS), Finance
Department in the proper management of cash handling and related activities. The guidelines
below are designed to introduce efficient and effective security measures to provide reasonable
assurance and ensure proper internal controls are in place to safeguard PSS assets.

1.3 Authorization

Any and all monetary transactions shall be handled by the Treasurer or his/her designee. No
other personnel are allowed in the Treasury Office except for the Director of Finance, the
Comptroller, and any designated personnel during the Treasurer’s absence. Other personnel may
enter only if any of the aforementioned individuals are present in the Treasury Office.

1.4 Segregation of Duties

The responsibility of receiving cash, the depositing of cash and the reconciliation of the deposit
shall be separated and performed by different individuals. In cases where staffing levels do not
permit the abovementioned segregation of duties, management must be aware of this limitation
and additional review of records by the supervisor must be established to ensure adequate
accountability of funds.

1.5 Receiving of Payments
1. Pre-numbered receipt forms must be used for each transaction to enhance reconciliation

and accountability.

2. A receipt must be written for each payment and copy of the receipt form must be
presented to the payer.

3. The receipts must be used sequentially.

4. Missed receipt numbers must be noted on the reconciliation sheet with an explanation
and must be voided. The original of the voided receipt must be kept in the receipt file.

5. A cash log must be maintained and signed by the Comptroller or designee.
6. The secured bag and related cash transaction documents must be safeguarded in a secured
location at all times to prevent loss, tampering or unauthorized disposal. Any suspected

theft or loss must be reported to the Director of Finance promptly.

7. Cash receipts must be reconciled by the Treasurer or designee at the end of each business
day using the Daily Sales Report (See Appendix 1).
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8. The Comptroller or his/her designee shall review and verify Daily Sales Report (See

Appendix 1).

9. Cash collected may not be used to pay bills or for personal purposes at any time.

1.6 Depositing of Funds

1.

Cash to be deposited and the completed deposit form must be placed in a secured bag and
must be sealed at the end of each day.

Completed deposit form must be reviewed by Comptroller or his/her designee to ensure
completeness of all funds collected.

The Treasurer and the accountant in charge of making deposits must verify that the total
amount on the deposit slip matches to the Daily Sales Report. Each deposit must be
recorded in the Daily Sales Report (See Appendix 1). Any variance should be noted with
explanation.

The variance will be reported to the Comptroller or the Director of Finance for further
review and solution.

. Upon completion of deposit, the deposit receipt(s) and Daily Sales Report are handed to

the assigned accountant to maintain for reconciliation and audit purposes.

The Director of Finance or his/her designee shall verify the deposit amounts reflected in
the accounts are in agreement with the departmental records.

1.7 Compliance

1.

These standard operating procedures must be in compliance with Admin Code (T60-20
PSS Rules and Regulations, Part 700 § 60-20-701).

Upon receiving approval from the Commissioner of Education (COE), these standard
operating procedures shall be distributed and signed by each employee handling cash
transactions indicating their understanding of the procedures.

All employees with cash handling duties must be trained in cash handling annually and
must acknowledge their responsibilities.

1.8 Availability of Documents & Storage of Checks and Receipts

1.

Treasury Section shall make any transactional documentation relating to cash collection
accessible for auditing purposes upon request.

Receipts books (unused) must be kept in the vault in the Treasurer’s Office.

Checks (unused) must be kept in the vault in the Treasurer’s Office.
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4. Other various records/documents and similar forms which are intended for use in
monetary transactions must be stored in the Vault.

1.9 Receiving Cash/Payments and Deposit of Funds Flowchart

Step 2 Step 3

i Daily Sales Report Bank Deposit

Fill out Pre-numbered
Receipt

- All received checks - Treasurer fills out the
and cash must be deposit slips and attaches
recorded on the daily them to the daily sales
sales report. report.

- Receipt numbers - Treasurer must assure
must match each sale that deposits are done at
accordingly. least twice a week.

- Payment date

- Amount

- Name of customer

- Description (e.g. ETC
Donation, Travel Due...)

Step 4 Step S
Review and Acknowledge Daily Record of Sales

Sales Report & Bank Deposit

Slips -Treasurer shares the daily sales report
with the accountant responsible with bank

-The Comptroller reviews and reconciliation.

acknowledges daily sales report -The daily sales report must have all

and bank deposit slips. supporting documents (i.e. deposit slips

-Accountant in charge of the and all documents that supports the sales

deposit reviews and acknowledges for the day) for audit purposes and

the bank deposit slips and the reconciliation.

currencies. -Revenue is credited and cash is debited.

2. Corporate Credit Card Usage

2.1 Reference to BOE Regulation
No Applicable Regulations

2.2 Purpose
The purpose of this policy is to communicate eligibility, usage and payment of expenditure
requirements for the PSS corporate card.

2.3 Authorized Uses of the Corporate Credit Card
The corporate credit card is authorized to be used for the following purpose:

1. The purchase of items/services which are not available for purchase from on-island local
vendors or where vendors do not accept any other mode of payment, such as ACH or
electronic funds transfer, can be obtained by use of the credit card. See section 2.3 No. 4
for samples.
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2. Airfare purchases (commutes within CNMI ONLY, i.e Tinian and Rota).

3. Registration fees for conferences and seminars where PSS employees will be in
attendance.

4. The purchase of technical manuals and/or publication and subscriptions (i.e. antivirus and

security software, accounting software, etc.) where vendors do not accept any other mode
of payment except credit card.

2.4 Unauthorized Uses of the Corporate Credit Card
In no event shall the credit card be used for any of the following purposes:

1. Food, meals or beverages

2. On-island purchases where other forms of payments, beside credit cards, is acceptable
3. Personal items

4. Items whose value is greater than $10,000, except for airfare purposes, is acceptable
5. Cardholders may NOT take cash advances on credit cards

2.5 Custodian of the Corporate Credit Card
The custodian of the corporate credit card will be the COE and the Director of Finance.

The Comptroller of the Finance Department will secure the corporate credit card in the
Treasury’s safe lock box stored in the vault.

When needed to make purchases, the custodian(s) will request the Comptroller for access to the
credit cards and have it returned to the vault after purchases have been confirmed. The log sheet
for the corporate card must be updated each time it is taken out from and returned to the vault for
any purposes. The Comptroller and the Treasurer or the personnel requesting for credit card use
must sign the corporate credit card log sheet.

Dual control MUST be in effect at all times when accessing the credit cards, and the log sheet
MUST be signed by both personnel.

Only the Treasurer and the Comptroller have access to the safe lock box key. In the event the
Treasurer or Comptroller is not present, designated personnel will be assigned for dual purposes.

2.6 Application of Procurement Procedures

All purchases of goods and services shall be performed on a competitive basis in accordance
with applicable procurement rules and regulations.
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2.7 Procedures for Corporate Credit Card Purchase(s)

1.

Purchaser must submit a copy of an approved purchase order to the Comptroller prior to
the purchase.

Purchaser will be required to provide evidence that the product is not available for
purchase on-island.

Purchaser is required to present evidence that no other mode of payment is acceptable.

For commutes, an approved commute form will be required for purchase to be
completed.

Purchaser will submit a Corporate Credit Card Payment Request (See Appendix 2) to the
Finance Department.

Upon presentation of the required documents to the Comptroller, the Comptroller will
review the request for document completeness and approval before presenting it to the
Director of Finance.

Once approved, the Comptroller and the requestor will perform the payment transaction.
After the payment is confirmed, the requestor will sign the “acknowledgement by”
signatory line on the Corporate Card Payment Request and the Comptroller signs the
“processed by” signatory line.

The Comptroller should consolidate all related documents for the purchase and forward
them to the assigned accountant to maintain for reconciliation and audit purposes and
return the card to the Treasurer.

2.8 Corporate Credit Card Payment

1.

Upon receipt of a statement from First Hawaiian Bank (FHB) Corporate Card Center, the
Accountant assigned will reconcile each line item on the statement with the credit card
purchase files.

When the reconciliation is completed, the Director of Finance will review the
reconciliation for accuracy and completeness.

Once the reconciliation is reviewed and approved by the Director of Finance, a

memo addressed to the Director of Finance is prepared by the Accountant in charge of
the reconciliation to request for payment of the corporate credit card outstanding balance.
The memo should reflect the total payment amount and the charge accounts.

The reconciliation sheet should be attached to the memo.

Once the memo is approved, the Director of Finance will perform the payment to FHB
Corporate Card Center.
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7. Forward corporate card payment receipt to the assigned accountant to record the payment

entry on the accounting system and to maintain documents.

2.9 Reporting

Each month, the Comptroller will provide a reconciliation report to the Director of Finance and
the COE detailing the nature and amounts of all credit card charges and payments.

2.10 Corporate Credit Card Usage and Payment Flowcharts

2.10.1 Corporate Credit Card Usage Flowchart

Step 1

Upon obtaining the
approved purchase order
and supporting
documents, the credit
card shall be retrieved
from the Treasurer.

- The credit card must be
logged out on the Credit
Card Log Sheet.

Step 2

Prepare Corporate
Credit Card
Payment Request
Form (Appendix 2)

Step 3

Perform the payment
with the requestor.

The requestor MUST
sign the
acknowledgement on
the Corporate Credit
Card Payment Request
Form after payment is
completed.

Step 4

Once payment is
confirmed by the
comptroller, the
documents MUST be
forwarded to the
assigned accountant in
charge for
reconciliation and audit
purposes.

Step 4

The credit card is then
returned to the
Treasury's safe lock
box and logged as
returned on the Credit
Card Log Sheet.

Step 5

The Corporate Credit Card
should be paid and
reconciled monthly by the
accountant assigned. The
Director of Finance MUST
review the monthly
reconciliations.
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2.10.2 Corporate Credit Card Payment Flowchart

Step 1 Step 2

Receive FHB corporate card Reconcile statement
monthly statement with ledger.

Step 4
Step 3 If no discrepancy:

If there is discrepancy on the reconciliation:
- Director of Finance will review the reconcilation.

- Immediately notify the Comptroller and the - Prepare memo to request for payment to credit

Director of Finance. card. : :
e D er of Disinee sl @aieet 17805 - Address memo to the Director of Finance.

customer service to further assess the issue. - Upon approval, the Director of Finance will make

- If the issue is resolved, proceed to the next the online transfer to pay the credit card.

step. - Forward corporate card payment receipt to the
assigned accountant to record the payment entry on
the accounting system and to maintain documents.

3. Advance Payment Procedures

3.1 Reference to BOE Regulation
T 60-20 Public School System Rules and Regulations, Part 700 § 60-20-705

3.2 Purpose
The purpose of this section is to:

1. To apply stringent criteria for the authorization of prepayments to vendors in order to
conserve cash flow.

2. To better account for prepayment transactions and promote more effective inventory
control procedures.

3.3 Qualifying Purchases
Only purchases that meet the following criteria shall be approved for prepayment (two qualifying

conditions must be met):

1. Vendor requires prepayment to furnish goods or services; AND
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2. Vendor supplies unique product or service and requires prepayment, OR
3. All vendors from which quotes were obtained require prepayment, OR

4. Because of prior outstanding obligation of PSS, vendor requires PSS to issue payments
before shipment of goods can be delivered, OR

5. The vendor selected submitted the lowest quote.

3.4 Prepayment Processing and Purchase Requisition
1. Every effort must be made to locate vendors who do not require prepayments even if their
quotes are marginally higher than a vendor who requires a prepayment.

2. The purchase requisition and justification memorandum MUST:
a. Clearly indicate that "Prepayment is required".
b. Have a price quotation or pro-forma invoice from vendor attached.

c. Have a written request and justification for the prepayment request from the
vendor attached.

3. The COE or Director of Finance will individually approve each request for prepayment,
verifying that the requesting school or program has met all the criteria and submitted the
requisite supporting documents.

4. The PSS Finance Department MUST verify for any outstanding delivery from the
existing vendor before processing an advance payment.

a. Ifthe vendor has cleared the advance payment verification process, the purchase
requisition will be routed for processing of the purchase order (PO) for advance
payment.

b. If the vendor has an outstanding delivery for which items have not been received
from prior PO, the vendor should be notified and have it cleared before processing
a new PO for advance payment.

5. When the goods or materials for which a prepayment was made are received, schools or
programs shall forward the receiving documents to the Procurement and Supply (P&S)
receiving center and the Finance's Accounts Payable section.

3.5 Prepayment Request After Issuance of Regular Purchase Order
1. If a prepayment request is received after a regular PO has been approved, such request
MUST meet the requirements under subsection 3.3 and 3.4 above and MUST be fully
approved by all required authorized personnel (fully re-routed to all approvers).
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2. An indication must be made on the purchase requisition that prepayment is required in
compliance with subsection 3.3.

3. The Procurement Specialist MUST perform a change order in the accounting system and
select “PREPAID” from the special handling dropdown menu. See Figure 1 below:

Figure 1: Purchase Order Change Order Entry

3.6 Federal Grants
1. A prepayment request charging a federal grant account must note on the justification

memorandum and purchase requisition the expiration date of the grant and that the
prepayment is required by the vendor.

a. The requesting department or agency must ensure that the federal account is
properly charged before the expiration of the grant within the regulatory grace
period subsequent to the termination of the grant (generally this grace period
extends ninety days beyond the termination of the grant).

2. The school or program placing standing orders or blanket orders (open purchases) that
requires periodic shipment of goods and prepayments to the vendor must ensure the
following:
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a. The outstanding order must be limited to six months or less, and in no event shall
the term of the standing order exceed the end of the fiscal year, regardless of
funding source.

b. The originating school or program will instruct the vendor to:

1. Reference the PO No. on all invoices.

ii. Send all original invoices to the Accounts Payable Section of the PSS
Finance Department.

iii. Send all packing slips or shipping documents to the P&S Office.

3.7 Advance Payment Purchase Order (PO) Flowchart

Step 2
The accountant in charge Step 3

Step 1
Fully approved of advance payments

prepayment PO is
received by the Accounts
Payable section.

The prepayment
verification process is
done by the accountant
assigned to handle
advance payment.

reviews the justification
to ensure that
“Prepayment is
required” is clearly
stated.

Step 5
Step 4 The vendor will be contacted to Step 6
If the prepayment complete the pending delivery to The accountant assigned
verification process is PSS for the prior PO before a to handle advance
clear, then move to Step prepayment is processed. The payment enters the
6, if it is not cleared then requestor of the advance payment invoice in the accounting
go to Step 5. should notify the P&S and Finance system.

Department when items are received.

Step 8
Once approved, the Treasurer is

notified to print the check. After

Step 7
The invoice batch is

reviewed and approved
by the Director of
Finance.

the check is printed, the
Comptroller is notified to run
the Cash Disbursement. This
disbursement generates a report
which states the fund charged,
the expense account used, and
the check information.
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4. Payroll Deductions

4.1 Reference to BOE Regulations
Title 60: Board of Education § 60-20-710 Payroll; Payroll Deductions

4.2 Purpose

The purpose of this procedure is to ensure that the steps required for processing payroll
deductions are carried out correctly, efficiently and to standardize the procedure.

4.3 Authorization for Payroll Deduction
1. Payroll deductions may be authorized for the following reasons:

a. Satisfy legal requirements.

b. Medical and life insurance premiums.

c. Annuity contributions.

d. Deductions for money advanced to employee for travel when employee has not
repaid submitted appropriate documentation pursuant to BOE regulations
regarding travel.

e. Employee requested payroll allotments.

2. Employee must complete and sign an Allotment Authorization Form (See Appendix 3).

3. Employee must submit completed and signed Allotment Authorization Form (See
Appendix 3) to the Finance Payroll Section.

a. Payroll Accountant enters all allotment form on Fridays on a non-payroll week at
1:30 pm. Allotment Authorization Form(s) received after 12:00 noon on the Friday
of a non-payroll week will not be entered until the following non-payroll Friday.

4. The Finance Department may limit the number of employee personal payroll allotments to
a maximum of two (2) as needed and required.

5. Finance Department may exercise its right to refuse processing an allotment for any
employee pursuant to NMIAC § 60-20-710 (f).

4.4 Processing of Bi-Weekly Payroll
1. Before the Payroll Accountant opens payroll in the accounting system, they MUST
update the payroll control setting to set the correct codes and pay-period start and ending
dates.
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10.

1.

12.

Once the setting is updated, the Payroll Accountant will open payroll to timekeepers.
Each program, school, and department will have one (1) timekeeper to enter all their
employee’s timesheet.

The Payroll Accountant will review and make sure all programs, schools, and
departments have entered their timesheet.

If the Payroll Accountant notices that a program, school, and department has not entered
their timesheet, the Payroll Accountant will contact the applicable program, school, or
department to enter their timesheet.

If all programs, schools, and departments have completed their timesheet in the
accounting system, the Payroll Accountant will proceed with generating the necessary

earnings and deductions.

The Payroll Accountant will run a report to verify the accuracy of the earnings and
deductions generated and ensure there are no discrepancies.

The Payroll Accountant will then review and verify the annual leave and sick leave
accruals.

If discrepancies are identified, the Payroll Accountant will make the necessary
adjustments to correct the discrepancies.

Once the review is done and there are no discrepancies, the Payroll Accountant will run
payroll.

A payroll report, also known as an invoice, is then generated for the Comptroller’s
review.

After the review and post of the Comptroller, the Director of Finance is notified to
provide approval for the release of the payroll report to the Treasurer.

The Treasurer will then run the payroll through ACH.
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4.5 Processing Bi-Weekly Payroll Flowchart

Step 3
Payroll Section will

review the entered
timesheets and must
assure that no program or
school is missed.

Step 1

. Step 2
Set up the payroll settings E_acll)l_program and

school will enter their
timesheet in the
accounting system.

in the accounting system
to reflect the correct pay
period start and ending
dates.

Step 4
The Payroll section %I%l Secti oll Step 6 :
- ayroll Section runs payroll on D A e

accuracy’ accounting system. is n_otiﬁe d to
review/approve the

- Invoice must be generated. payroll.

- Comptroller reviews the invoice
and post for the next step.

- Earnings and
deductions, and

- Annual and sick
leave accruals.

Step 7

Treasury schedules e

aed Payroll disbursed to
employees.

payroll via online
banking.

5. Non-appropriated Funds and Fundraising Activities

5.1 Reference to BOE Regulation
NMIAC T60-20 Public School System Rules and Regulations: § 60-20-715

5.2 Purpose
The purpose of this is to create guideline that outline how funds from non-appropriated and
fundraising should be carried out for schools and programs.

5.3 Definition

Funds derived from sources other than appropriation of the CNMI and federal governments. For
purposes of this section, non-appropriated funds include all money raised through fundraising,
donations to schools or student groups and other similar activities and are subject to strict
accountability.

5.4 Solicitation
Solicitation of funds or other assistance of monetary value from non-governmental sources must
be pre-approved, in writing, by the school principal.
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5.5 Responsibilities of the School Treasurer

1.

A school treasurer shall be appointed by the principal and shall be responsible, in
accordance with these policies and other rules and regulations, for receiving and
disbursing non-appropriated funds, arranging for adequate safe keeping and maintaining
adequate records.

The school treasurer shall prepare a monthly report showing a reconciliation statement of
the school's fund.

. The report shall show the previous balance, income and expenses for the month, and the

current balance for each activity fund.

Copies shall be distributed to each club or activity, the COE, the PSS Treasurer and the
PSS Internal Auditor, as of August 15.

. Avyearly report of the school’s Non-Appropriated Fund dated as of the 15th of the month,

following the last month of the school year, must be ready and accessible for review for
the COE, the PSS Treasurer, and the PSS Internal Auditor.

5.6 Activity Fund

1.

2.

All non-appropriated funds must be deposited in a checking account. Although the fund is
called an "activity fund," other funds are also deposited in the account (examples: funds
raised through fundraising, donations to schools or student groups and other similar
activities).

All non-appropriated funds, except Student Organization Funds (i.e. book clubs or
student activity clubs), do not require the signature of a student treasurer or sponsor; only
the signature of the person managing the specific activity fund is required when
disbursing vouchers for funds.

5.7 Management, Disbursement, and Recordkeeping Procedures and Requirements of
Non-appropriated Funds

1.

Disbursement of student organization funds will be authorized when one of the teacher
sponsors and the treasurer of the activity signs a voucher request for payment. Whereas,
other non-appropriated funds would only need the signature of the person managing the
specific activity fund as stated in subsection 5.6.2 above.

For all disbursement of funds from student organizations, a majority of the members must
vote to approve the expenditure. A copy of the meeting minutes must be provided to the
school treasurer.

. For expenditure of all Non-Appropriated Funds, a voucher must be obtained from the

school treasurer, who will then issue a check. The person receiving the check will so
indicate on the voucher.

Page 23 of 70



4. The person making the purchase will obtain an itemized invoice or purchase slip from the
vendor and give it to the school treasurer to be attached to the voucher. In cases where
payments are made for services, a receipt is to be obtained from the person receiving the
check.

5. Copies of all voucher requests, checks for any disbursements, invoices, purchase slips
and receipts shall be maintained by the school treasurer, the teacher sponsor, and the
treasurer of the activity, as appropriate.

5.8 Fundraising

5.8.1 Definition

For the purpose of this section, "fundraising" is defined as an activity or event undertaken for the
purpose of obtaining money over and above the actual cost of the activity or event and conducted
under the auspices of the PSS, its staff or teacher associations, employee organizations and
student body councils.

5.8.2 Fundraising Activities
1. All school fundraising activities must be approved by the school administration.

2. All funds generated and collected by a fundraising activity shall be used solely for the
purposes for which they were approved, except when authorized by the school
administration.

5.8.3 Prohibition
1. No sale or drinking alcoholic beverages shall take place at any school related activity
regardless of where it is held.

2. Sale of food items prior to breakfast or lunch time in the school will not be allowed
unless approved by the principal.

3. Fundraising activities that will hamper operations of the schools or will take away
instructional time from the students shall not be allowed.

4. No fundraising activity shall be approved unless the funds are to be used in conjunction
with PSS programs and activities.

5.8.4 Educational Purpose
1. The purpose of the fundraising must be to support educational purposes but may not
conflict with instructional time or other policies. An educational purpose may go beyond
the formal study of traditional academic subjects. Educational purposes include, but are
not limited to:

a. The discovery and understanding life skills
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b. Community awareness
c. Cultural diversity

d. Language development
e. Natural resources

f. Social structures

g. Political systems

h. Historical perspectives
i. Character development

2. Fundraising activities involving students as candidates for Kings and Queens will be
approved if a majority of the PTA members of the respective schools and the principals
agree.

5.8.5 PTA Fundraising: Conditions and Requirements
1. Money raised and activities planned and pursued by PTAs must be done in a manner that
will not reflect poorly upon the PSS's good name in the CNMI community.

2. The COE, in consultation with various PSS staff and PTA members, should establish
financial, open records, ethical, accounting and any other necessary requirements that all
PTAs must follow in order to be allowed to use the PSS's or any of schools' names for
fundraising or other similar activities. It is anticipated that the PSS's Internal Auditor will
strictly enforce appropriate accounting and financial record keeping practices.
Appropriate legal action may be taken against PTAs that do not follow the COE's
guidelines.

3. At the end of each month, each PTA must submit a report including an itemized list of all
money or gifts received by the PTA and all items purchased by the PTA or other money
spent by the PTA.

4. The quarterly financial status reports of the PSS shall include the status report of all funds
raised by PTA, students and individual schools. Donations of any kind will also be part of
the report.

5.8.6 Audits, Violations and Additional Procedures
1. All student organization officers, sponsors, or any other individual involved in working

with non-appropriated funds shall be made aware of applicable BOE regulations and
these SOPs.

Page 25 of 70



2. Any violation of standing policy will result in the termination of fundraising
authorization possible legal action taken by the PSS.

3. As authorized by regulation, the COE may establish additional procedures by regulation
or these SOPs that shall govern activities and to effectively implement this section.

4. A fund audit for any school associated groups, which have fundraised under the auspices
of PSS, shall be undertaken at the request of the CNMI BOE, the COE, the school
principal or as required by CNMI law.

5.9 Non-Appropriated Funds Flowchart

Step 1

- All school fundraiser(s) must be approved by school
administration.

- All funds raised must be used in conjunction with PSS
programs and activities and the purpose of the

Step 2

- All funds collected from the
fundraiser must be deposited to the
school’s checking account.

- The school treasurer must have
another staff present (either
member of the fundraiser

fundraiser.

- The fundraiser must be to support educational purposes
and not conflict with instructional time or policies. : ) :
- No sale or drinking of alcoholic beverages is allowed el o e gehvel el

i AR - when preparing deposits and
ia]te 1aély school related activity regardless of where it is Couniing CUTTERGICs.

Step 3
- When disbursing funds, the school treasurer must issue

a voucher (each school should have a voucher).

- The voucher must be filled out by the requestor and
have it signed by the authorized person managing the
specific activity fund.

- Disbursement of any student funds will only be made
when one of the teacher sponsors and the treasurer of
the activity sign a voucher request for payment.

- Once the voucher is filled and signed, the requestor
must return the voucher to the school treasurer with the
meeting minutes to support such voucher request.

- The school treasurer will then issue a check.

- The requestor must turn in all receipts/invoices from
the vendor to the treasurer.

- The treasurer will attach the receipts/invoices to the
voucher for reconciliation and reporting purposes.

Step 4

- A monthly bank reconciliation
should be maintained by the school
treasurer.

- A yearly fund report must be given to
the COE, the PSS Treasurer, and the
PSS Auditor by the 15 of the month,
following the last month of the school
year.
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5.10 PTA Fundraising Activities Flowchart

Steps 1 through 4
- Must be the same for PTA fundraiser activities

as stated in subsection 5.9.
- The PTA treasurer is in charge of all vouchers,

bank reconciliations, and all fund reporting.

- The PTA must have their separate checking
account and must not share with the school’s
bank account.

6. Travel Outside the CNMI

6.1 Reference to BOE Regulation
Title 60: Board of Education § 60-20-720 Accounting and Reporting; Travel Outside the CNMI

6.2 Apphcablhty and Coverage
. Applies to official travel outside the CNMI performed in the best interest of the PSS.

2. This section covers all PSS employees and the BOE. Coverage also extends to
consultants and other individuals such as students and parent chaperones, and advisory
council members who are traveling on official business for the PSS.

3. This section does not apply to travel for the purpose of repatriation or other travels for
which additional regulations may be established and approved by the BOE.

6.3 Travel Authorization (TA)

1. All official travel shall be authorized with an approved travel authorization (TA).
Situations requiring emergency official travel shall be permitted upon approval of a
written justification. The written justification should be addressed to the COE and a
second justification from the COE addressed to the BOE Chairperson.

2. Trip-by-trip authorization shall be issued to allow an individual to perform official travel
(See Appendix 4 for relevant TA forms). The authorization shall include:

a. Specific purpose

b. Justification memorandum for travel (one addressed to the COE and a second
memo from the COE addressed to BOE Chairperson)

c. Document of invitation, agenda, and/or training registration
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d. Airfare quotation and proposed itinerary obtained from at least two (2) or more
travel agencies stating the following:

1. Schedule of departure.
ii. Schedule of arrival.
iii. Final destination.
iv. Estimated airfare cost.

e. For groups of five (5) or more, an 'Intent to Travel Memorandum' will be prepared
by the travelers and the document must be approved by the COE. This 'Intent to
Travel Memorandum' shall detail at a minimum the following:

i. Explicitly state important dates (final date of ticket payment, date
registration must be paid, etc.);

ii. Justification for the number of chaperones;

iii. For employees who intend to take side trips during their official travel, the
employee(s) must state the dates in their justification memo to the COE
attached with the approved leave form.

. All travel outside of the CNMI by PSS employees, students, parents and appropriate
consultants and guests shall be requested by the principal or program manager through
the COE and authorized by the BOE Chairperson or his designee as the approving officer.

. All travel outside the CNMI by the COE, BOE key staff, and BOE members other than
the BOE Chairperson shall be signed by the traveler as the requester and the BOE
Chairperson or his designee as the approving officer.

. All travel outside of the CNMI by the BOE Chairperson shall be requested by the BOE
Chairperson and approved by the BOE Vice Chairperson.

. The PSS Finance Department may require the travel requests to be submitted beyond the
minimum ten (10) working days prior to the commencement of travel to allow time for
clearance processes within the PSS Finance Department.

. Instructions for travelers shall be attached to all approved TAs notifying travelers of their
responsibilities in accounting for all procurement documents such as unused tickets,
coupons, receipts, and other documents that will be required for completion of vouchers
or for accounting for travel cancellations (See Appendix 4(d)).
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8. TAs shall not be issued if there is an outstanding voucher or if an outstanding expense by

the traveler has not been verified. Exceptions to this rule may be made at the discretion of
the COE or the BOE Chairperson, as appropriate.

TAs may be amended only upon approval by the requesting and approving officials. A
justification memorandum for the amendment must be attached and addressed to COE
and to the BOE Chairperson. Any diversion from what was specified on the approved TA
must be presented as an amended TA and shall be approved by the appropriate requesting
and approving officials. Amendments to TAs must be in the interest of the PSS.

6.4 Travel Approval Process

1.

3.

4.

All complete travel requests, using the TA Form (See Appendix 4(b)), must be received
by the Finance Department no less than fifteen (15) days prior to commencement of
travel.

Upon receipt, the Finance Travel Section will stamp as received and enter in the
Commute/Travel Log Sheet.

a. The Travel Section will log the following information:
i. Date received
ii. Traveler name(s),
1i. Destination,
iv. Travel dates,
v. Purpose of travel/commute
vi. Charge account

The Travel Section will then perform a review of the travel request and conduct a
clearance of the traveler(s) before fund certification.

a. For the clearance process, all prior commutes/travel records will be reviewed.

1. If there is no outstanding travel voucher from any prior commute/travel,
the request will be routed for fund certification.

ii. If there is any outstanding travel voucher from any prior commute/travel,
the traveler(s) will be notified of the pending obligation before the

commute request can be further processed.

After the traveler clearance review, the travel request will go through fund certification.
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a. All federally funded commutes will be submitted to the Federal Programs Office.

b. All locally funded commutes will be submitted to the Comptroller for fund
certification.

5. After fund certification, the travel request will be submitted to the Director of Finance for
final review before authorization by the COE followed by submission to the BOE
Chairperson for final approval. The BOE Chairperson must receive the COE approved
travel request no less than ten (10) days before the travel commencement date.
Submission to the BOE Chairperson with less than ten (10) days before the travel
commencement date must be accommodated with waiver request justifying the purpose
of delay and is subject to approval by the BOE Chairperson.

6. Approved travel requests will then be received by the Finance Department for booking
and travel advance check disbursement.

6.4.1 Travel Approval Process Flowchart

Step 3

After fund certification, the
travel request will be

Step 1
All complete travel
requests, using the TA form,

Step 2

The Finance Travel Section

will stamp as received and SN
perform travel clearance

and travel request review

before fund certification.

submitted to the Director of
Finance for final review
before authorization by the
COE

must be received by the
Finance Department fifteen
(15) days prior to
commencement of travel.

Step 4

If approved, the travel request Step 5
will be submitted to the BOE Approved travel requests

Chairperson for final approval. will then be received by the
Travel requests must be received Finance Department for

by the BOE no less than ten (10) booking and travel advance
days prior to commencement of check disbursement.

travel.

6.5 Travel Expenses
Travel expenses anticipated in the fulfillment of an official travel may include the following:

6.5.1 Transportation

PSS will authorize the mode of transportation which will result in the greatest advantage to the
PSS considering factors such as per diem, overtime, lost worktime, transportation costs, distance
of travel, number of travelers, and stopovers. Travel by common carrier, which is most efficient
and economical to the PSS, shall be selected unless this will impose undue hardship upon the
traveler or would seriously interfere with the performance of business by the traveler.
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6.5.2 Individual travel
Payment for ground transportation will be $30 per day per individual. No receipts are necessary
as this is a per diem travel expense.

In certain circumstances the traveler may find it more convenient to rent a car. The rate for the
car should not be higher than the federal rates for the economy car. Please check with the Travel
Section of PSS for the allowable rate for the rental car (rates will vary by city).

The traveler will be paid the difference between the car rental cost and the ground transportation
per diem. The traveler will be expected to pay the car rental agency. Receipts for the car rental
are necessary for reimbursement. PSS will not pay car rental agencies directly.

6.5.3 Group Travel
Payment for ground transportation expenses can be handled in either of the following ways
if the group agrees. If the group cannot agree, then the default shall be (6.5.3.b) below.

6.5.3.a “Group” Definition
If the travel in question involves students, a "group" shall consist of a chaperone and the children
he/she is immediately responsible for. More than one "group" may be present on any one trip.

6.5.3.b Group travel without vehicle rental

If the group elects to not rent a car, then each individual member of the group shall be given a
$30 per diem for such transportation. The travel voucher must show the total ground
transportation received for each traveler.

6.5.3.c Group travel with vehicle rental

In the event the group elects to rent a car, a ground transportation per diem shall not be given to
any traveler. Instead, the designated driver in the group shall receive an advance to pay or the
cost of the vehicle rental. No other person will receive any funds for transportation expenses. The
designated driver who receives payment from PSS for the rental shall be responsible for renting
the vehicle or be liable for the reimbursement of the funds to PSS.

Upon submission of the travel voucher, receipts must be submitted to PSS to certify the rental.
Actual cost of the rental is allowable and the difference between the funds advanced and the
actual cost will be reconciled.

6.5.4 Insurance for Collision Damage and Liability

Insurance for collision damage and liability shall be paid by PSS for official travel requiring the
use of a vehicle and as authorized in the TA. Travelers MUST obtain collision damage and liability
insurance when renting or otherwise obtaining a vehicle. Damages to rented vehicles may be paid
up to the deductible amount shown in the rental contract if it can be proven that the damage
occurred while the vehicle was used for official business only. Personal accident insurance is
reimbursable.
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6.5.5 Termination of travel due to illness
1. Termination of travel due to illness may be authorized prior to completion of temporary
duty assignment.

2. Termination of travel because of the traveler’s own misconduct shall be at the expense of
the traveler.

3. Whenever a traveler interrupts his/her travel for personal reasons, due to illness, or injury
not due to his/her own misconduct, the proper leave application must be filed with the
voucher and approved by the authorized official.

4. The travel advance payment must be made in full to PSS Treasury within five (5)
working days unless exempted by the COE.

6.5.6 Voluntarily Cancellation of Reservation on the part of the employee
1. Voluntary cancellation of reservation on the part of the employee shall be at the expense
of the employee and not the PSS. Employees on official travel status shall not voluntarily
cancel their reservations if it will interfere with performance of official duties. The travel
advance payment must be made in full to PSS Treasury within five (5) working days
unless exempted by the COE.

2. Employees who voluntarily delay their travel while on official duty enroute to home
destination shall be charged annual leave for additional hours or days that they miss
because of voluntary postponement of travel, if approved in advance per the annual leave
regulations.

3. Those employees who voluntarily delay their travel while on official duty en-route to home
destination without prior approval will be charged absence without leave (AWOL) and may
be otherwise disciplined, including losing future travel privileges.

6.5.7 Travel Routes Other Than What was Authorized
Travel routes other than what was authorized shall be allowed when there is no additional expense
incurred by PSS.

6.5.8 Expenses Incurred Due to Cancellation of Flights by the Airline

Expenses incurred due to cancellation of flights by the airline shall be the responsibility of the
airline. Lodging and meal expenses incurred because of flight cancellation shall be the
responsibility of the airline. It is the responsibility of the traveler to ensure that the airline covers
these costs.

6.5.9 Miscellaneous Expenses

Miscellaneous expenses such as excess baggage, communication costs, gasoline, baggage
transfer and others that are incidental to performance of official business shall be reimbursed
only when authorized and when accompanied by explanation for each expense item.
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6.5.10 Per Diem Rates

Per diem rates shall be established by the BOE in accordance with board policy and CNMI law.
Per diem rates shall be the standard form of travel reimbursement for PSS travelers unless
otherwise requested and authorized. It is assumed that the per diem rate will cover all expenses
other than airplane transportation and ground transportation.

6.5.11 Actual Subsistence Rates

Actual subsistence rates may be requested, if appropriate for the nature of business to be
conducted and must be authorized by the COE or the BOE Chairperson. Appropriate
circumstances may include conferences held in hotels where the per diem rate would not be
sufficient to cover travelers’ expenses.

The actual subsistence rate is determined by the reasonable cost of lodging for the number of
days authorized plus the amount established by the BOE for meals per day. Cost of ground
transportation related to official business activity may be reimbursed in addition to the set
amount per day for meals and miscellaneous subsistence expenses.

Receipts for ground transportation expenses shall be attached to the voucher for reimbursement.
Actual subsistence reimbursement shall not exceed 55% of the established per diem rate.
Lodging, transportation and receipts for any claimed miscellaneous expenses must be submitted
with the travel voucher.

6.6 Travel Authorization with No Expense to PSS
1. A travel authorization showing zero travel expenses must be approved for travel funded
by agencies other than PSS.

2. All travel funded by agencies other than PSS and involving PSS staff must be in the
interest of PSS.

3. As applicable, PSS staff who require additional days from duty station for personal
reasons not related to the purpose of the official travel under this subsection must apply
for leave. The leave application must be attached to the travel authorization.

6.7 Travel Advance
1. A travel advance form shall be filed by the traveler to authorize release of checks. The
travel advance form shall be submitted with the travel authorization.

2. Travel advance checks shall be released on a timely basis. Ninety percent (90%) of the
travel advance allowed shall be issued to the traveler prior to the commencement of the
travel. The remaining ten percent (10%) shall be issued only upon travelers’ completion
and filing of the appropriate supporting documents with the PSS Finance Department
within fifteen (15) working days upon completion of travel. Travel advance should be
considered as a loan to the traveler until proper reconciliation of approved travel
expenses has been authorized and no outstanding amount is due to either the traveler or
the PSS.
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6.8 Travel Voucher
The traveler must complete and file a travel voucher form (see Appendix 4(e)) to including the
following information:

1. Date of voucher

2. Date of arrival and departure

3. Location

4. Purpose

5. Note any departure from approved travel routes and delays
6.8.1 Submission Deadline
Travelers are solely responsible for the preparation and submission of all travel vouchers and
shall be held accountable for any missing documents or any failure to file in a timely manner.
Travelers must file a travel voucher with supporting documentation within fifteen (15) working
days upon completion of travel. Travelers who fail to meet this deadline will forfeit the
remaining ten percent (10%) of the cost of travel and will be subject to payroll deduction of the

entire amount of the advance.

6.8.2 Travel Using Per Diem Rate
For travelers using the per diem rate, the following items must be submitted with the voucher:

1. An approved detailed trip report (see Appendix 4(f)) explaining the following:
a. The purpose of the travel,
b. The event or meeting attended (if appropriate), and
c. The benefit to the traveler and the PSS.
All trip reports must be submitted to the traveler's supervisor for approval before
submission to the PSS Finance Department. The sufficiency of the trip report shall
be determined by the traveler's supervisor, who shall approve the report and return
to the traveler for submission to the PSS Finance Department. If insufficient and
not approved, the supervisor shall return the trip report to the traveler and request
for more information from the traveler before resubmission to the supervisor.
2. Conference receipt, if applicable;

3. Airline ticket stub/boarding pass; and

4. Any unused ticket coupons.
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6.8.3 Travel Using Subsistence Rate
For travelers using the actual subsistence rate, the following documents must be submitted with
the travel voucher:

1.

7.

8.

An approved detailed trip report following the same procedures set forth above in section
6.8.2 #1.

A detailed statement justifying why the actual subsistence rate is/was necessary for the
business conducted.

. Airline ticket stub/boarding pass.

Conference receipt, if applicable.

. Lodging receipt.

Car rental receipt.
Receipts for any claimed miscellaneous expenses other than for meals.

Any lack of receipts must be fully explained.

TAs approved by PSS, but at the expense of agencies other than PSS require submission of a
voucher upon completion of travel.

6.8.4 Official travel with Leave
Travelers must submit any appropriate leave applications.

6.8.5 Travel Deduction

1.

Within thirty (30) working days after the voucher was or should have been submitted, the
Travel Section of the PSS Finance Department will issue the employee a statement
notifying him/her of any discrepancies in the submitted documents and all amounts owed
to PSS as determined on the Liquidation Form (see Appendix 5). This statement shall
include the following:

a. The date of each travel resulting in an outstanding balance;

b. The place of each travel resulting in an outstanding balance;

c. The amount advanced for each trip;

d. The amount owed for each trip;

e. The total amount owed;

f. Any discrepancies or problems with the submitted documents; and
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g. Notification that the amount will be deducted (in increments) from the employee's
paycheck beginning the next pay period unless resolved (See Appendix 6).

. Inno case shall a payroll deduction exceed more than thirty percent (30%) of the
employee's gross paycheck unless the employee is leaving PSS. Payments owed to PSS
may be deducted over several pay periods, if necessary.

. If the travel advance exceeds reimbursement due, the balance will be deducted from the
traveler’s paycheck after the notice of the balance due, but no later than fifteen (15) days
after the traveler has been officially notified of the amount due to PSS.

For BOE members, deductions shall be made from honorarium payments. For all non-
employee travelers, including BOE members, if future travel is approved, the deductions
for amounts owed may be made from the per diem advance for the next travel.

. If travel is cancelled for any reason, immediate refund of the travel advance must be
made.

. The traveler must: (1) cancel the booking with the travel agency and (2) notify the
Finance Travel Section that the travel was cancelled.

. Employee will be notified that a payroll deduction shall be made from the employees
next paycheck and the deduction shall be made no later than fifteen (15) days after the
notice.

. Responsibility for examination of voucher and supporting documentation rests with the
PSS Finance Department staff. Vouchers must be accurate, and expenses claimed
authorized. Notes shall be made by the examiner if any discrepancy exists and forwarded
to the traveler for clarification or correction. All travelers must respond with the
requested supporting information to avoid forfeiture of the ten percent (10%) and/or to
avoid any payroll deductions.

. Appropriate procedures including possible legal action may be initiated in case of
fraudulent claims. Documentation of this process must be made in writing by the PSS
Finance Department and the appropriate official of PSS.

7. Travel Within the CNMI

7.1 Reference to BOE Regulation
Title 60: Board of Education § 60-20-721 Accounting and Reporting Travel Within the CNMI

7.2 Applicability and Coverage

This section applies to official commutes performed in the interest of the PSS by its employees
and the BOE. Other individuals covered by this section include, but are not limited to,
consultants, and individuals, such as students and parent chaperones, and advisory council
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members who are traveling on official business for the PSS. This section shall not apply to travel
outside of the CNMI for which additional regulations may be established and approved by the
BOE.

Commutes are considered to be travel within the CNMI. Only official commutes that are
considered necessary to accomplish a specified purpose for PSS shall be authorized.

7.3 Commute Form
1. All official commutes shall be initiated and authorized with an approved Commute Form
(see Appendix 7).
2. Commuters are responsible for the preparation and submission of the Commute Form.
3. The Commute Form shall contain:
a. Specific purpose
b. Name of commuter
c. Position/Department
d. Itinerary (schedule of departure, arrival and final destination)
e. Dates and time of travel
f.  Flight numbers for origin and destination
g. Signature of requesting party
7.4 Requesting Party
1. Commutes by PSS employees, students, parents and appropriate consultants and guests

shall be requested by the principal or program manager.

2. Commutes by the COE, BOE key staff, BOE members and Principals or Program
Managers shall be signed by the commuter as requester.

7.5 Commute Expenses
Expenses anticipated in the fulfillment of an official commute may include the following:

7.5.1 Per diem

Rates shall be established by the BOE in accordance with BOE policy and CNMI law. Per diem
rates shall be the standard form of commute reimbursement for PSS commuters unless otherwise
requested and authorized.
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Per diem shall cover all travel related expenses other than airfare, ground transportation costs,
and other approved reasonable travel expenses necessary to accomplish official duties for PSS.

7.5.2 Air Fare
Commuters are required to arrange their own airline reservation. Airline tickets will be purchased
by the PSS Finance Department.

7.5.3 Accommodations
Commuters are required to arrange their own hotel reservations. Accommodations will be paid
by the commuter out of the per diem rate received.

7.5.4 Transportation
PSS employees should use reasonable efforts to obtain the use of a PSS vehicle during their
commute.

7.5.4.a Ground Transportation
Ground transportation will not be authorized unless there is no available PSS vehicle or car
rental.

7.5.4.b Car Rental
Car rental will be authorized as follows:

1. Individual commutes: Reservations must be arranged by the commuter. The rate for the
vehicle should not be higher than the federal rates for the economy car. Please check with
the PSS Finance Travel Section for the allowable rate for the rental car. The commuter
will be expected to pay the car rental agency directly. PSS will not pay car rental agencies
directly. Receipts for the car rental are necessary.

2. Group commutes: For commuters from the same point of origin commuting on the same
dates with the same scope of work, one (1) car rental shall be issued per every four (4)
commuters in the group.

For commuter groups of less than four (4) commuting on the same dates with the same
scope of work one (1) rental car shall be authorized for the group.

One (1) person in the group shall receive an advance to pay for the cost of the vehicle. No
other person in the group will receive funds for car rental. Receipts for the car rental are
necessary. PSS will not pay car rental agencies directly.

7.5.5 Insurance for Collision Damage and Liability

Insurance for collision damage and liability shall be paid by PSS for official commutes requiring
the use of a vehicle and as authorized in the Commute Form. Commuters are required to obtain
collision damage and liability insurance when renting or otherwise obtaining a vehicle. Damages
to rented vehicles may be paid up to the deductible amount shown in the rental contract if it can
be proven that the damage occurred while the vehicle was used for official business only.
Personal accident insurance is reimbursable.
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7.5.6 Voluntary Cancellation of Reservation on the Part of the Employee

Voluntary cancellation of reservation on the part of the employee shall be at the expense of the
employee and not the PSS. Employees on official commute status shall not voluntarily cancel
their reservations if it will interfere with performance of official duties. Employees who
voluntarily delay their commute while on official duty enroute to home destination shall be
charged annual leave for additional hours or days that they miss because of voluntary
postponement of the commute, if approved in advance per the annual leave regulations. Those
employees who voluntarily delay their commute while on official duty enroute to home
destination without prior approval will be charged absence without leave (AWOL) and may be
otherwise disciplined, including losing future commuting privileges.

7.5.7 Termination of Travel Due to Illness

Termination of commute due to illness may be authorized prior to completion of temporary duty
assignment. Termination of travel because of the travelers’ own misconduct shall be at the
expense of the traveler.

7.5.8 Miscellaneous

Miscellaneous expenses such as excess baggage fees, necessary communication costs, gasoline
reimbursements, baggage transfer and others that are incidental to performance of official
business shall be reimbursed only when authorized and when accompanied by explanation for
each expense item.

7.6 Commute Advance
Commuters will receive a onetime advance for commuting expenses.

The commute advance should be considered as a loan to the commuter until proper reconciliation
of approved commuting expenses have been authorized and no outstanding amount is due to
either the commuter or the PSS.
7.7 Commute Request Submission Process
1. All complete commute requests must be received by the Finance Department no less than
five (5) working days prior to commencement of commute with exception for emergency

purposes.

2. Upon receipt, Finance Travel Section will stamp as received and enter in the
Commute/Travel Log Sheet.

a. The Travel Section will log the following information:
i. Date received
ii. Traveler name(s), destination, travel dates, purpose of travel/commute

iii. Charge account
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3. The Travel Section will then perform a review of the commute request and conduct a
clearance of the traveler(s) before fund certification.

a. For the clearance process, all prior commutes/travel records will be reviewed.

b. Ifthere is no outstanding travel voucher from any prior commute/travel, the
request will be routed for fund certification.

c. If there is any outstanding travel voucher from any prior commute/travel, the
traveler(s) will be notified of the pending obligation before the commute request
can be further processed.

4. After the traveler clearance review, the travel request will go through fund certification.

a. All federally funded commutes will be submitted to the Federal Programs Office.

b. All locally funded commutes will be submitted to the Comptroller for fund
certification.

5. After fund certification, the commute request will be submitted to the Director of Finance
for final review before authorization by the COE.

6. Approved commutes will be received by the Finance Department for booking and travel
advance check disbursement.

7.7.1 Commute Request Submission Process Flowchart

Step 2

Upon receipt, Finance Travel Section will
stamp as received and perform travel
clearance and commute request review before

Step 1

Complete commute requests must be received

by the Finance Department no less than five — 1
(5) working days prior to commencement of

commute

fund certification.

- Traveler(s) who do not clear due to pending
obligations from prior commute/travel will be
notified of their obligation and that the current
travel request will benot be process.

Step 3 Step 4

Approved commutes will be received by the
Finance Department for booking and travel
advance check disbursement.

After fund certification, the commute request
will be submitted to the Director of Finance
for final review before authorization by the
Commissioner of Education.
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7.8 Travel Voucher

Commuters are solely responsible for the preparation and submission of all travel vouchers and
shall be held accountable for any missing documents or any failure to file in a timely manner.
The commuter must complete and file a travel voucher form following these procedures.

7.8.1 Reporting Deadline

Commuters must file a travel voucher with supporting documentation within fifteen (15)
working days upon completion of each individual commute as set forth on the Commute Form.
Commuters who fail to meet this deadline will be subject to loss of future commuting privileges.
Commuters who fail to submit travel vouchers and supporting documentation within fifteen (15)
days will be subject to payroll deduction of the entire amount of the advance and loss of

commuting privileges.

7.8.2 Travel Voucher Requirements
The following items must be submitted with the voucher:

1. Boarding passes (to and from location)
2. Gas purchase(s)
3. Car rental receipt
4. Parking receipt(s)
7.8.3 Travel Deductions
1. Within thirty (30) working days after the voucher was or should have been submitted, the
Travel Section of the PSS Finance Department will issue the employee a statement
notifying him/her of any discrepancies in the submitted documents and all amounts owed
to PSS. This statement shall include the following:
a. The date of each commute resulting in an outstanding balance;
b. The place of each commute resulting in an outstanding balance;
c. The amount advanced for each commute;
d. The amount owed for each commute;

e. The total amount owed;

f. Any discrepancies or problems with the submitted documents; and
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g. Notification that the amount will be deducted from the employee's paycheck for
the next pay period unless resolved.

In no case shall a payroll deduction exceed more than thirty percent (30%) of the
employee's gross paycheck unless the employee is leaving PSS. Payments owed to PSS
may be deducted over several pay periods, if necessary.

If the commute advance exceeds reimbursement due, the balance will be deducted from
the commuter's paycheck after the notice of the balance due, but no later than thirty days
after the commuter has been officially notified of amount due to PSS. For BOE members,
deductions shall be made from honorarium payments. For all non-employee travelers,
including BOE members, if future travel is approved, the deductions for amounts owed
may be made from the per diem advance for the next commute.

If the commute is cancelled for any reason, immediate refund of the commute advance
must be made. Employee must notify the PSS Finance Travel Section that the commute
was cancelled.

Responsibility for examination of voucher and supporting documentation rests with the
PSS Finance Department staff. Vouchers must be accurate, and expenses claimed
authorized. If necessary, the voucher examiner shall initiate the voucher for review by the
appropriate officials.

. Notes shall be made by the examiner if any discrepancy exists and forwarded to the
traveler for clarification or correction. Employees must respond with the requested
supporting information to avoid loss of commuting privileges and/or to avoid any
paycheck deductions.

Commutes shall not be authorized if there is an outstanding voucher or if an outstanding
expense by the traveler has not been verified. Exceptions to this rule may be made at the
discretion of the COE or the BOE Chairperson, as appropriate.

. Appropriate procedures including possible legal action may be initiated in case of

fraudulent claims. Documentation of this process must be made in writing by the PSS
Finance Department and the appropriate official of PSS.
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7.8.4 Travel Voucher Flowchart

Step 1 Step 2

Receive Voucher

Calculate (Advance vs Actual Expense)

- The Travel Section receives the voucher. S
- The voucher must have all original receipts and
boarding passes attached.

- The voucher must be fully signed by the

supervisor and the traveler.

- The Travel Section must calculate the actual
expenses versus the travel advance using the
Travel Liquidation Form (see Appendix 5).

Step 3
Zero Liquidation & Refund

- If there are no differences on the calculation, the travel must be liquidated to clear the advance.
- If there is a difference and requires a refund of $100 or below, the Travel Section will process a
refund and liquidate the advance.

- If the refund is over $100, the Travel Section will inform the traveler to amend the TA.

- When the amended TA is received, the refund is processed and the advance is liquidated.

SgeS .
Step 4 Final Notice

Erayel Deduction - If the traveler does not clear the amount due within thirty (30)
days from when the travel date is completed:

1. A Final Notice must be sent (see Appendix 6).

2. Payroll will be notified to process the deduction from the
traveler’s next payroll.

- The deduction should not be more than thirty percent (30%) of
the employee's total gross paycheck.

- This deduction will continue every payroll until the amount
due is cleared.

- If the advance is
greater than the actual
expense, the Travel
Section will notify the
traveler of the amount
due.

8. Official Representation (OR) Fund Usage and Reimbursement

8.1 Reference to BOE Regulation
§ 60-20-730 District Funds; Official Representation Fund

8.2 Purpose

The purpose of this section is to set procedures for the use, advance, and reimbursement of
Official Representation (OR) funds within the CNMI PSS. It is intended to ensure compliance
with § 60-20-730 and to provide clear guidelines for the proper management of OR funds.

8.3 Authorization and Advance of Official Representation Funds
The following section is for the process of authorizing the advance of OR Funds.
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8.3.1 Request for Advance of OR Funds
BOE members or the COE shall submit a written request to the BOE Chairperson. The request
must include:

1. The official purpose of the expenditure.

2. The time and place of the event.

3. The names and titles of persons to be entertained.

4. The amount of OR funds requested.

The BOE Chairperson shall review and authorize the advance of OR funds as deemed
appropriate.

8.4 Submission of Receipts and Reconciliation

After the completion of the official representation activity, the following procedures are to be
followed.

8.4.1 Submission of Receipts Post-Expenditure
Within five (5) working days after the expenditure of OR funds for on-island official
representation purposes or the completion of official travel:

1. The recipient of the OR funds must submit all receipts to the Director of Finance.

2. The Director of Finance shall review the receipts to ensure that expenditures align with
the BOE Chairperson’s approval.

3. Any funds not expended or not approved for expenditure must be returned to the OR
account.

8.5. Request for Reimbursement of OR Expenses
Requests for reimbursement of OR expenses not previously advanced must be submitted to the
Director of Finance for review. The request must include:

1. Receipts and documents showing the time and place of the expense.

2. The official purpose of the expenditure.

3. The names and titles of individuals involved.

4. Any other relevant information.

8.5.1 Approval for OR Fund usage
The Director of Finance shall review and submit the documents, along with a recommendation,
to the BOE Chairperson for approval or disapproval.
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8.5.2 Reimbursement for Expenditures Not Pre-Approved
Reimbursement for expenditures not pre-approved by the BOE Chairperson is not guaranteed.

8.6 Restrictions on OR Fund Usage
The following are restrictions for the usage of OR Funds.

8.6.1 Prohibited Uses of OR Funds
OR funds shall not be used for:

1. Routine business expenses with PSS staff.

2. Expenses incurred during travel, except for official business with non-PSS education
officials or similar individuals off-island.

8.7 Allowable Uses for Board Staff
OR funds may be used by BOE staff to purchase refreshments for consumption at public BOE
meetings.

9. Budgeting and Financial Planning

9.1 Reference to BOE Regulation
§ 60-20-735 Budget

9.2 Purpose

The purpose of this section is to outline the procedures and policies for budgeting and financial
planning within the PSS. This includes the preparation, review, and approval of the annual
operating budget, as well as compliance with relevant legal and accounting standards.

9.3 Scope
This applies to all PSS departments involved in the budgeting process, including program
managers, principals, the Budget Review Committee, the BOE, and the COE.

9.4 Responsibilities
1. The BOE establishes overall objectives, goals, and priorities for the PSS budget. It forms
a BOE Fiscal, Personnel, and Administration (FPA) Committee to oversee the preparation
and approval of the budget and approves the final budget and any necessary revisions.

2. The COE is responsible for the preparation of the annual operating budget, submits the
completed budget to the BOE FPA Committee for review and approval, and implements
procedures to ensure coordinated budgeting across all PSS departments.

3. Director of Finance, along with the Budget Review Committee, compiles the budget

submissions from program managers and principals, reviews expenditure receipts, and
determines compliance with authorized approvals. The Budget Review Committee will
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represent the management committee for budget review as per § 60-20-735(c)(1)(1).

4. Program Managers and Principals submit budget proposals to the Finance Department for
compilation and coordinate budget preparation with reference to federal funds and local
budget requirements.

9.5. Policy

9.5.1 Budget Preparation and Compliance

The annual budget will be prepared in conformity with generally accepted accounting principles
(GAAP) as required by Governmental Accounting, Auditing, and Financial Reporting (GAAFR)
standards.

The budget represents the PSS’s financial blueprint and is essential for planning, control, and
evaluation of expenditures.

9.5.2 Budget Approval Process
The following shall be a recommended timeline for the budget review process unless otherwise
set by the Budget Review Committee:

1. Nov. 15th: Submission of budgets by program managers and principals to the Finance
Department.

2. Nov. 30th: Compilation and presentation of the budget to the Budget Review Committee.
3. Dec. 5th: Budget Review Committee reviews the budget and forwards it to the COE.

4. Dec. 15th: BOE reviews and acts on the budget.

5. Feb. Ist: Final budget is presented to the Senate, House, and Office of the Governor.

The BOE FPA Committee reviews the proposed budget and ensures it aligns with BOE priorities
before presenting it to the entire BOE for final approval.

9.5.3 Budgetary Adjustments

In case of discrepancies between approved and requested budgets, the BOE FPA Committee will
oversee revisions in consultation with the COE and other relevant parties. Reprogramming of
funds is permitted within legal limits to accommodate changing conditions and circumstances.

9.5.4 Long-Range Budget Planning

The BOE will establish a Long-Range Budget Planning Committee to prepare and update a five-
year financial master plan. The master plan will focus on the PSS’s goals and objectives with
associated costs considered after establishing these priorities.

9.5.5 Compliance with Legal Requirements
PSS will comply with all applicable laws related to budgeting, including but not limited to PL 4-
32, PL 3-68, PL 5-31, and PL 5-38. The budget will reflect BOE-approved student/teacher ratios
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and include projections for student enrollment and CIP projects.

9.6. Procedures

9.6.1 Budget Submission

Program managers and principals will submit detailed budget proposals to the Finance
Department, including costs for supplies, instructional materials, personnel, and all others. For
all new positions, written justifications must be provided. The Finance Department will compile
these submissions and present the consolidated budget to the Budget Review Committee (See
Appendix 8).

9.6.2 Budget Review and Approval

The Budget Review Committee, consisting of key PSS officials, will review the compiled budget
proposal and ensure alignment with BOE goals and priorities. The COE will present the budget
proposal to the FPA Committee of the BOE for review. If favorable, it will be presented to the
entire BOE for final review and approval. If not, SOP 9.5.3 will be followed for revision.

9.6.3 Post-Approval Process

After the BOE approves the budget, it will be submitted to the appropriate governmental
agencies for the appropriations process. Should the approved budget be less than requested, the
COE will initiate a revision process headed by Budget Review Committee with program
managers and principals as needed. After the budget revision is completed, it will be presented to
the BOE FPA Committee for review and BOE approval.

9.6.4 Monitoring and Adjustments

The BOE will monitor financial performance against the budget throughout the year and take
corrective actions as necessary. Flexibility will be maintained to reprogram funds within the
limits established by applicable laws.

9.6.5 Documentation and Record Keeping
All budget proposals, approvals, and revisions will be documented and maintained by the
Finance Department.

10. Insurance & Liability

10.1 Reference to BOE Regulation
§ 60-20-725 Insurance; Liability

10.2 Purpose

The purpose of this section is to protect members of the BOE, PSS officers, employees, and
volunteers in the performance of their duties and responsibilities, the BOE will defend its BOE
members, officers, employees, and volunteers against claims for suits arising out of actions
occurring within the scope of their employment pursuant to the Public Employee Legal Defense
and Indemnification Act, 7 CMC §§ 2301, et seq.
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This SOP applies to all BOE members, officers, employees, and volunteers of the CNMI PSS
who are served with legal notice of any action or proceeding against them related to their duties
within the scope of their employment.

10.3 Immediate Notification
Upon receiving legal notice of an action or proceeding, the individual seeking indemnification
must immediately notify the COE.

The notification must be made as soon as possible and no later than seven (7) calendar days from
the date of receipt of the legal notice.

10.4 Method of Notification
Notification can be made through one of the following methods:

1. Email: Send an email to the official email address of the COE with the subject line
"Legal Notice: Request for Indemnification."

2. In-Person: Deliver a written notice directly to the Office of the COE.

3. Certified Mail: Send a written notice via certified mail to the COE's Office, ensuring a
return receipt is requested.

11. Petty Cash

11.1 Reference to BOE Regulation
§ 60-20-701 Financial Management; Petty Cash

11.2 Purpose
While § 60-20-701 Financial Management; Petty Cash Procedures allows for schools to have a
petty cash fund, the Finance Department does not practice the use of petty cash.

Page 48 of 70



Appendix 1: Daily Sales Report
Daily Sales Report
BOH Federal Grants Fund
BANK: BOH-1111 Date:
FOR ACCT
NO: Last Rept#: Batch #:
RECEIPT AMOUNT PAID BY
DESCRIPTION / CARD (ETC
NUMBER CUSTOMER REFERENCE ONLY) CHECK CASH TOTAL
$ -
TOTAL $ - $ - $ -19 -
Sales Count Breakdown
Cash Count Amount REMARKS:
$100.00 $
$50.00
$20.00
$10.00
$5.00
$1.00
$0.25
$0.10
$0.05 Prepared by: _
$0.01
CASH - Verified by:
CHECKS | § -
TOTAL FOR
DEPOSIT - Deposited by: _ ~
CREDIT CARD - Deposit Date:  _ _
VARIANCE | $ - Deposit Tkt#:
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Appendix 2: Corporate Credit Card Payment Request
PSS CORPORATE CARD PAYMENT REQUEST
CONTROL NO.

RECEIVED DATE:

Employee Name:

Department:

Purchase Order No./
TA/Commute No.:

Amount:

Date of Payment:

Approved by:

Processed by:

Acknowledged by:
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Appendix 3: Allotment Authorization Form

CNMI Public School System
Finance Department / Payroll Section

Allotment Authorization Form

Application and Authorization to Make or Discontinue from Pay of Civilian Employee

Name of Allotter (last, first, middle)

Employee Number Social Security Numbe

r

Where are you employed at?

Department/ Office

Amount of Bi-Weekly Allotment (amount written out in words)

Amount in Figures

START of Allotment (Pay Period Ending)

Name of Bank/ Vendor ABA Number
Address of Allottee (Number, Street, City, State)
Account Number Type of Account

OLoan [OSavings [JChecking

Concurred by (Bank Official)

Print Name

Signature

/

Date

Request and Approval to Start Allotment

1 hereby request and authorize allotment to be paid at the end of each pay period from my pay as the above subject to approval and to continue for the period started or until revoked by one in

writing.

Signature in Full of Allotter (Sign Original Only)

Signature

Print Name

Signature

Date
Approved (Finance Department)
Signature Date / /

4 | Name of Allotter (last, first, middle) Employee Number Social Security Number
g
,:E Where are you employed at? Department/ Office
)
2 Amount of Bi-Weekly Allotment (amount written out in words) Amount in Figures
m
= STOP/CEASE of Allotment (Pay Period Ending)

Name of Bank/ Vendor H ABA Number

Address of Allottee (Number, Street, City, State)

Account Number Type of Account

[OLoan [OSavings [Checking
Concurred by (Bank Official)
Date / /

Request and Approval to Start Allotment

1 hereby request and authorize allotment to be paid at the end of each pay period from my pay as the above subject to approval and to
continue for the period started or until revoked by one in writing.

Signature in Full of Allotter (Sign Original Only)

Signature

/

Date

Approved (Finance Department)

/

Date

Signature

B

The CNMI Public School System ¢« Finance Department / Payroll Section
Allotment Authorization Form

Revised 2017-12/27
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Appendix 4: Travel Authorization Documents
Appendix 4(a): Travel Authorization Checklist
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Appendix 4(b): Travel Authorization Form
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Appendix 4(c): Application and Account for Advance Form
APPLICATION AND ACCOUNT FOR ADVANCE OF FUNDS
Account No.

Traveler’s Name:

Department:

(Department or establishment)
(Bureau, division, or office)

FOR USE OF APPLICANT

An advance of funds is hereby requested for travel and other expenses to be Incurred
under authorization No. dated
Mail check to Balance due from Previous

Advance......

IAmount herein  applied

For........cooovuinn..

Total,
(Signature of applicant)
(Date)
Approved:
(Date)
(Signature of approving officer)
(Title)
(Appropriation to be charged)
Remarks signature of applicant authorizes collection of the amount of this advance by payroll deduction if travel voucher is not

submitted within the required timeframes along with all supporting documents after completion of this travel and

for any advances in excess of reimbursement.
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Appendix 4(d): Instructions for Travelers
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Appendix 4(e): Travel Voucher Form
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Appendix 4(f): Instructions for Travelers

Page 57 of 70



Appendix 5: Liquidation Report (Travel)
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Appendix 6: Final Notice Travel Deduction

FINAL NOTICE
DATE October 12, 202X
TO : Natalia Sablan
FROM : Travel Section, Finance Department

SUBJECT: Travel Documents OVERDUE

Travelers who fail to submit travel vouchers and supporting documentation within thirty (30) days
will be subject to payroll deduction of the entire amount of the advance and loss of traveling or
commuting privileges as per Admin Code Title 60 § 60-20-720 Accounting and Reporting; Travel
Outside the CNMI and § 60-20-720 Accounting and Reporting; Travel Within the CNML.

You are hereby notified that the following remain outstanding and have exceeded the travel
voucher submission timeline. As such, the balance will be deducted from your next paycheck
PPE 10/07/202X PP# 21.

03/26- 184788 Spn/Seattle/Ret | 2362.67 2362.67
04/02/202X

If you have previously submitted the required travel voucher, please contact Ronna Eriich or
Remy Matagolai at (670)237-3087 or Merci Alejandre at (670) 237-3086 or email at
pss.travel@cnmipss.org immediately.
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Appendix 7: Commute Request Form
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Appendix 8: CNMI PSS Budget Review Committee Blueprint

Appendix 8(a): Form 1
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Appendix 8(b): Form 2
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Appendix 8(c): Form 3
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EXHIBIT B

Finance — Procurement & Supply
STANDARD OPERATING PROCEDURES
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List of Abbreviations and Acronyms:

Abbreviation
BOE
CNMI
COE
ERP
ETC
FPO
HRO
IFB
ILS
P&S
PL
PO
PR
PSS
RFP
SOP

Definition
Board of Education

Commonwealth of the Northern Mariana Island

Commissioner of Education

Enterprise Resource Planning System

Education Tax Credit
Federal Programs Office
Human Resources Office
Invitation for Bid
Inventory Log Sheet
Procurement and Supply
Public Law

Purchase Order
Purchase Requisition
Public School System
Request for Proposal
Standard Operating Procedure
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1. General Provisions

1.1 Reference to BOE Regulation

§ 60-40-001 Purpose

§ 60-40-005 Authority

§ 60-40-010 Supplementary Principles of Law Applicable
§ 60-40-015 Requirement of Good Faith

§ 60-40-020 Application of Regulations

§ 60-40-025 Severability

1.2 Purpose
The purpose of this section is to ensure compliance with the general provisions as stated in the
Board of Education (BOE) Procurement Regulations referenced above. BOE Regulations are
promulgated under the authority of PL 6-10 which make the BOE accountable and the
Commissioner of Education (COE) responsible for procurement and supply in the
Commonwealth of the Northern Mariana Island’s (CNMI) Public School System (PSS).
In accordance with section 60-40-001, it is intended that this standard operating procedure (SOP)
will construe and apply BOE Procurement Regulations to:

1. Provide for public confidence in the procedures followed in public procurement;

2. Insure the fair and equitable treatment of all persons who deal with the procurement
system of the PSS;

3. Provide increased economy in PSS procurement activities and to maximize to the fullest
extent practicable the purchasing value of public funds;

4. Foster effective broad-based competition within the free enterprise system; and
5. Provide safeguards for the maintenance of a procurement system of quality and integrity.

6. Establish a system of procurement for the convenience of the PSS and protection of the
taxpaying public, not for the benefit and enrichment of vendors. Accordingly, nothing
herein is meant to, nor shall it be interpreted to, create any substantive or procedural right
of any kind.

7. Nothing herein shall be interpreted to reduce or affect in any particular instance the
authority, judgment, or discretion of the BOE or COE to control the PSS guaranteed by
the CNMI Constitution and Commonwealth Code.

1.3 Supplementary General Principles of Law Applicable

Unless displaced by the particular provisions of the BOE Procurement Regulations, the
principles of law and equity including, but not limited to, the Uniform Commercial Code of the
Commonwealth, Education Department General Administrative Regulations, and common law
of fraud, conflicts of interest, waste, false pretenses, and public purpose shall supplement this
SOP and BOE Regulations.
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In addition to this SOP and BOE Regulations, the CNMI PSS will comply with the standards of
2 CFR Part 200.

1.4 Requirement of Good Faith

BOE Procurement Regulations require all parties, including PSS employees and contractors,
involved in the negotiation, bidding, performance or administration of the PSS contracts to act in
good faith.

1.5 Application of Regulations

Except as otherwise specified by law, the BOE Procurement Regulations apply to every
expenditure of PSS funds irrespective of source, including federal assistance monies and
Covenant funds, which are not subject to federal procurement requirements. BOE Procurement
Regulations do not apply to contracts between the government and its political subdivisions or
other governments. Nothing within the BOE Procurement Regulations shall be construed to
prevent any governmental body or political subdivision from complying with the terms and
conditions of any grant, cooperative agreement or memoranda of understanding. BOE
Procurement Regulations do not apply to employment contracts or contracts for personal services
under an excepted service.

1.6 Severability

If any provision of the BOE Procurement Regulations or any application thereof to any person or
circumstance is held invalid, such invalidity shall not affect other provisions or application of the
BOE Procurement Regulations which can be given effect without the invalid provision or
application, and to this end, the provision of this chapter is declared to be severable.

1.7 Validity of Contract
No PSS contract covered by the BOE Procurement Regulations shall be valid unless it complies
with these regulations.

1.8 Remedy Against Employee
A violation will be reported to the COE and Legal Counsel and the consequences of such
violation will be determined by the COE and Legal Counsel.

1.9 Definitions

This section references the various terminologies and definitions used throughout the BOE
Procurement Regulations. For compliance and consistency purposes, this SOP will mirror such
definitions.

1. “Legal Counsel” means the attorney hired by the Board of Education.

2. “Board of Education” means the elected head body as provided by the constitution and
public law.

3. “Commissioner of Education” means the chief state school officer appointed by the BOE
to administer the PSS.
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10.

11.

12.

13.

14.

“Construction” means the process of building, altering, repairing, improving or
demolishing a public structure or building or public improvements commonly known as
“capital improvements.” It does not include the routine maintenance of existing
structures, buildings, or public real property.

“Contract” means all types of agreements, regardless of what they may be called for the
procurement of supplies, services or construction.

“Cost-reimbursement contract” means a contract under which a contractor is reimbursed
for cost which are allowable and allocable in accordance with the contract terms and
these regulations, and a fee, if any.

“Dispute” means a disagreement concerning the legal rights and obligations of
contracting parties, which, if not settled by mutual agreement, must be referred to a
neutral third party for resolution.

“Employee” means an individual receiving a salary from the PSS, including appointive
and elective officials and non-salaried individuals, including those on honorarium,
performing personal services for the PSS. This definition extends to BOE and members
of their staff. Consultants, independent contractors and parttime workers shall be
considered employees.

“Goods” means all property, including but not limited to equipment, materials, supplies,
food items and commodities and other tangible personal property of any kind or nature,
printing, insurance, leases of real and personal property, and sale or other disposal of real
and personal property.

“Governor”’ means the Governor of the Northern Mariana Islands.

“Invitation for bids” means all documents, whether attached or incorporated by reference,
utilized for soliciting bids.

“Official with expenditure authority” means the chief state officer who may extend,
obligate, ear mark, encumber or otherwise commit public funds under Public Law (PL) 3-
68, or under any annual appropriation act.

“Person” means an individual, sole proprietorship, partnership, joint venture, corporation,
other unincorporated association or a private legal entity.

“Procurement” means buying, purchasing, renting, leasing or acquiring construction,
goods or services. It also includes all functions that pertain to the obtaining of
construction, goods or services, including description of requirements, selection and
solicitation of sources, preparation and award of contract, and all phases of contract
administration.
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15. “Purchase description” means the words used in a solicitation to describe the goods,
services or construction to be purchased and includes specifications attached to, or made
part of, the solicitation.

16. “Responsible” in reference to a bidder means a person who has the capability in all
respects to perform fully the contract requirements, and the integrity and reliability which
will assure good faith performance.

17. “Responsive” in reference to a bidder, means a person who has submitted a bid which
conforms in all materials respects to the invitation for bids.

18. “Services” means the furnishing of time, labor or effort by a person other than an
employee, and not involving the delivery of a specific end product other than reports,
plans and incidental documents.

1.10 Public Access to Procurement Information

Any individual/entity that wishes to access procurement information must file a formal request
with the Office of the COE. Upon approval from the Office of the COE, a procurement staff will
schedule a time for viewing of the document at the Procurement and Supply (P&S) Office.

2. Procurement Organization

2.1 Reference to BOE Regulation

§ 60-40-101 Creation of Procurement and Supply Division

§ 60-40-105 Chief of Procurement and Supply

§ 60-40-110 Duties of the Chief

§ 60-40-115 Contract Oversight

§ 60-40-120 Split Contracts

§ 60-40-125 Acceptance of Gratuities by Chief of Procurement and Supply Division Employees
§ 60-40-130 Procurement Services

§ 60-40-135 Centralized Procurement of Supplies

2.2 Purpose

The purpose of this section is to provide clarity on the organization of the PSS P&S Division and
its duties as per the general provisions as stated in the BOE Procurement Regulations referenced
above. BOE Regulations are promulgated under the authority of PL 6-10 which make the BOE
accountable and the COE responsible for procurement and supply in the CNMI PSS.

2.3 Creation of Procurement and Supply Division
The P&S Division was created under the management of the COE in the execution of those
duties authorized under Public Law 3-63, or under any annual appropriations act.

2.4 Chief of Procurement and Supply

The COE shall appoint a Chief of P&S to administer and supervise the day-to-day activities of
the division. PSS Human Resources Office (HRO) holds the procedures of the hiring process.
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2.5 Duties of the Chief
The duties and responsibilities of the Chief of P&S include, but are not limited to, the following:

1.

6.

7.

Oversee the compliance of all the BOE Procurement Regulations within PSS
procurement;

Sell, trade, or otherwise dispose of surplus property belonging to and no longer needed by
the PSS;

Conduct bidding, procurement, negotiation or administration of PSS contracts upon
request of the official with expenditure authority;

Provide advanced planning for the centralized purchase of PSS supplies;

Exercise general supervision and control over all inventories of supplies belonging to the
PSS;

Establish and maintain programs for the inspection, testing and acceptance of supplies;

Exercise general supervision and control over the employees of this division.

2.6 Contract Oversight

No contract is effective against the PSS until all the PSS officials whose signatures appear on the
contract form have signed the contract. Officials may withhold signing the contract for any
reason deemed in the best interest of the PSS. Such officials include the following:

1.

Chief of P&S — For certifying the correctness of all contracts according to the PSS
policies.

Director of Finance — To certify funds.

a. Local Funds will be reviewed by the Comptroller prior to submission to the
Director of Finance.

b. Federal Funds will be reviewed by the Federal Programs Officer prior to
submission to the Director of Finance.

The COE — As the overall expenditure authority of all PSS funds.
The Chairperson of the BOE — To certify the approval of the BOE.
Legal Counsel — To certify the form and legal capacity.

Vendor — To confirm agreement of the terms

Chief of P&S — Confirm that the contract is to be executed.
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It is the responsibility of the official with expenditure authority to ensure that the contractor does
not sign the contract or incur any expenses under it until all necessary government signatures
have been obtained. The supervision and inspection of a project is the primary responsibility of
the official with expenditure authority.

A contract shall contain a right to audit records clause (See section 7.16). A copy of the
completed signed contract will be provided to the vendor.

2.7 Flowchart

Procurement Specialist
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Then Vendor confirms
agreement of the
terms.

2.8 Split Contracts

Based on professional opinion, if the Chief of P&S determines that a contract has been split into
subcontracts for the purpose of avoiding bidding or if a change order or modification is
unreasonably being made to increase the contract price where a contract has been bid and
awarded to the lowest responsible and responsive bidder, then the Chief of P&S may require the
contract or the modification to be competitively bid.

2.9 Acceptance of Gratuities by Chief of Procurement and Supply Division Employees
In addition to the restrictions found in § 60-40-525, the Chief of P&S and the employees of the
P&S Division shall be subject to additional restrictions to avoid the appearance of impropriety.
The Chief of P&S or his employees cannot accept from any person any gift of value given to
them with the intent to influence their business judgement. See section 5.8 for guidance on
violation of this regulation.
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2.10 Procurement Services

Upon request of any official with expenditure authority, the Chief of P&S shall provide
assistance or conduct the bidding, procurement, negotiation or administration of a particular
contract. See section 7 for more details.

2.11 Centralized Procurement of Supplies

The Chief of P&S may, with the approval of the COE purchase supplies in large quantities to be
relied upon by all departments, agencies, offices and branches when in the best interest of the
PSS No separate contract or purchase order for these supplies will be approved.

3. Receiving Fixed Assets and/or Consumable Fixed Assets

3.1 Reference to BOE Regulation
§ 60-20-815 Inventory Requirements

3.2 Purpose
The purpose of this section is to document the processes for § 60-20-815(c)(1) to (4) Custody
and Internal Control of Fixed Assets.

3.3 Procedure

Any item determined to be sensitive, portable, or prone to theft and has a life greater than one
year should be tagged. Additional items to be tagged regardless of their value include controlled
items such as overhead projectors, printers, televisions, video cameras, digital cameras, fax
machine, PCs, monitors, laptop computers, tablets, two-way radios, and any item which may be
easily stolen.

In order to maintain accurate asset records, when receiving a new asset into the organization, the
following procedures must be followed:

3.3.1 Tagging of Assets
A Procurement Specialist will determine if the asset adheres to a three-way match. The invoice
must match the amount of goods delivered and the purchase order or contract issued.

1. If this match is met then the asset is eligible to receive a property tag.

2. In case of partial delivery, the items received will be tagged and the school or program
should be advised of this partial delivery.

3.3.2. Logging of Assets

Once an asset has been tagged, it needs to be recorded. The PSS Inventory Log Sheet (Appendix
1) is used to report all adjustments required in the Master Fixed Asset list. When receiving a new
asset, a Procurement Specialist will fill out the following columns:
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Tag Number/Property Number: Fill in the number shown on the bottom of the barcode
label that was placed on the asset.

Asset Description: Brief description of the item including Make/Model using the
manufacturer’s name and model number

Serial #: Use the manufacturer’s serial number
Custodian
a. The custodian of the fixed assets will be responsible for those fixed assets
assigned to said employee until the date of separation or asset is transferred to
another custodian. (See Appendix 2, Accountability Form)
Purchase Order (PO) Number: Fill in the purchase order used to purchase the asset.
Unit Price: Fill in the cost of the asset. We must have a cost and/or PO# to add an asset to
the system. This enables a value for the asset to be established and may help to determine
the source of funding by account number.
Location: Location where asset is primarily located.
Quantity
The Inventory Log Sheet Form along with the Asset Accountability form shall be
completed in its entirety and forwarded to the Inventory Manager once the school or

department signs for the items. The Inventory Manager should be contacted if there are
any questions concerning a specific asset.

3.3.3. Recording of Assets

1.

Upon receipt of completed PSS Inventory Log Sheet, the Procurement Specialist will
input the asset information into the Enterprise Resource Planning (ERP) system.

All depreciation will be recorded on a straight-line basis. All assets shall be depreciated
in accordance with Internal Revenue Guidelines. All fully depreciated assets, that are still
in use, will remain on the PSS balance sheet as per generally accepted accounting
principles.

. All fixed assets purchased shall be identified on the fixed assets ledger and shall include

proper identification as to federal or local status.
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3.4 Flowchart
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4. Transfer of Assets

4.1 Reference to BOE Regulation
§ 60-20-815 Inventory Requirements

4.2 Purpose
The purpose of this section is to document the processes for § 60-20-815(c)(1) to (4) Custody
and Internal Control of Fixed Assets.

4.3 Procedure
In order to maintain accurate asset records, asset transfers shall be recorded promptly. A
permanent transfer is one that has no current plans of return.

4.3.1 Permanent Transfers Within the Organization
1. It is the responsibility of the department to notify Inventory Manager of all relocations of
assets.
2. The custodian transferring equipment will complete an Asset Accountability form and
submit the form to the inventory control manager. Information required on the form

includes:

a. Tag Number/Property Number: Fill in the number shown on the bottom of the
barcode label that was placed on the asset.

b. Asset Description: Brief description of the item including Make/Model using the
manufacturer’s name and model number

c. Serial #: Use the manufacturer’s serial number
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d. Previous custodian
e. New Location

f. Quantity

4.3.2 Transfers to Local Agencies/Sale of Assets/Donation of Assets/Junked or Salvaged for Parts
In order to transfer, sale, or donate fixed assets or consumable fixed assets from property
inventory records, a process known as a 'Survey' must be completed. The following procedures
must be taken:

1.

The transferring/selling/donating school or department will submit the appropriate form.
For internal transfer an Asset Accountability form must be submitted to the Inventory
Manager. An external transfer requires a Request to Survey form (Appendix 3) be
submitted to the Inventory Manager. A complete description of the item, including the tag
number and serial number, if available, should be furnished on either form.

The Inventory Manager will review the form and schedule a Procurement Specialist to
survey the property for external transfers. Once all asset information signatures are
attained for the Asset Accountability form, the external transfer can take place.

. After review and approval by the Inventory Manager, the Inventory Manager will provide

the Request to Survey Form to the Chief of P&S, the COE, and then to the Director of
Finance for approval and signature to remove the equipment(s) from the department’s
equipment inventory records.

Once the Request to Survey Form is completed and signed by the appropriate personnel,
the fixed asset or consumable fixed asset is able to be transferred/sold/donated between
local agencies.

. A pick-up time will be scheduled with the local agency to perform the transfer/exchange.

The transfer/sale/donation must also be recorded and witnessed by the Procurement
Specialist on the Request to Survey Form following the above procedures.

a. Inthe event of a sale, a predetermined price will be paid to the CNMI PSS
Treasury by the local agency. Once a receipt is issued, it will be presented to the
P&S Office as proof of payment and then the surveyed asset can be scheduled for
transfer.
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4.4 Flowchart
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5. Disposition of Assets

5.1 Reference to BOE Regulation
§ 60-20-815 Inventory Requirements

5.2 Purpose
The purpose of this section is to document the processes for § 60-20-815(e) Disposition of Fixed
Assets.

5.3 Procedure
In order to retire fixed assets or consumable fixed assets from property inventory records, a
process known as a 'Survey' must be completed. The following procedures must be taken:

1. The transferring/selling/donating school or department will submit a Request to Survey
Property From (Appendix 3) to the Inventory Manager. A complete description of the
item, including the tag number and serial number, if available, should be furnished.

2. The Inventory Manager will review the form and schedule a Procurement Specialist to
survey the property.

After review and approval by the Inventory Manager, the Inventory Manager will provide
the Request to Survey Form to the Chief of P&S, the COE, and then to the Director of
Finance for approval and signature to remove the equipment(s) from the department’s
equipment inventory records.

3. The disposal of property may proceed by cannibalizing, junking, salvaging, selling,
donating or trading-in these items. The disposal must also be recorded and witnessed by
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the Procurement Specialist on the Request to Survey Form following the above
procedures.

In order to maintain accurate asset records, asset disposals shall be recorded promptly. These
records shall reflect whether the items have been surpluses, traded in, sold, stolen, or destroyed.
When property is beyond repair or is no longer needed, the equipment item must be disposed of
by the department.

5.4 Flowchart
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6. Annual Inventory

6.1 Reference to BOE Regulation
§ 60-20-815 Inventory Requirements

6.2 Purpose
The purpose of this section is to document the processes for § 60-20-815(a) & (c)(5) Annual
Inventory. § 60-20-815§ 60-20-815

6.3 Procedure

The P&S Department shall perform at least one (1) annual fixed asset inventory count. This
inventory of fixed assets shall follow the fixed asset policy. The procedures for the annual count
are as follows:

1. Ensure that fixed asset ledgers are updated prior to generating the annual count
worksheet. The inventory listing shall follow the format indicated in Appendix 4.

2. Before the end of the fiscal year, a summary of all items contained on the Master Fixed
Asset Listing will be forwarded to each School Principal or Department Head. It is the
responsibility of the School Principals or Department Heads to validate the accuracy of
the list and highlight any discrepancies. The department personnel should conduct the
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inventory for the room they are assigned and its contents.

a. The Master Fixed Asset Listing should contain the object account, PSS tag
numbers, item description, custodian, date acquired, funding source, percentage of
federal participation, original cost, location, condition, asset number, and
department. This will be used for the field inventory count. (See Appendix 4 for
sample Master Fixed Asset Listing).

b. Ifthere are any discrepancies on the Master Fixed Asset Listing, the list will be
updated and reissued before the scheduled visit to the location. This will enable
the school and departments to prepare and have the equipment ready for count on
a designated visit date.

The Procurement Specialist will undertake a physical audit on all fixed assets in
coordination with the School Principals or Department Heads. All custodians must be
matched with the appropriate records of assigned fixed assets maintained at the Central
P&S Office.

a. Any items found by the Procurement Specialist at the location that does not have a
PSS tag number, are not listed on the worksheet, and are not personal property
will be tagged and recorded.

b. Non-tagged assets (e.g., buildings, land, improvements) will also be inventoried,
and the ownership, location, and status of these assets will be verified.

c. Fixed Assets assigned to custodians that are present and have no discrepancy
should be signed off by the custodian. If the custodian is not present, then the
respective Department Head or School Principal can sign off on behalf of the
absent custodian. The Master Fixed Asset Listing should also be signed by the
respective Department Head or School Principal.

. An inventory listing will properly identify all discrepancies disclosed by physical
inventory and documented within the “comment” section on the listing. It will be signed
by the respective School Principal or Department Head and the Procurement Specialist
indicating that the physical inventory of all or certain classes of property was completed
on a given date, and that official property records were found to be in agreement or have
a discrepancy with the physical inventory. The listing will be furnished at the completion
of the physical inventory.

a. Discrepancy report listing shall follow the format indicated in Appendix 5.

. All discrepancies between custodians and their respective fixed assets must be cleared
within 90 days after the closing of the fiscal year.

The completed annual fixed asset inventory count documents shall be filed and
maintained by the P&S Office for a period of five (5) years as required by the statute of

Page 22 of 82



limitations. All annual fixed asset inventory count records shall be readily accessible for
audit purposes.

6.4 Reconciliation
1. After the annual fixed asset inventory count is conducted, the data should be shared with
the Chief of P&S for reconciliation and exception processing. This data will be used to
update the Master Fixed Asset Listing for the fiscal year-end.

2. Any exceptions in the Master Fixed Asset Listing will be identified by comparing the
field inventory results with the asset information in the Master Fixed Asset Listing. When
field results for an asset are the same as the information in the Master Fixed Asset
Listing, the asset will be updated as reconciled and the date of the inventory recorded in
the asset record within the ERP System.

If there is any discrepancy between the field inventory information for an asset and the
Master Fixed Asset Listing, the record will be marked as an exception that will need to be
reconciled.

3. The reconciled Master Fixed Asset Listing should be routed to the Finance Office
(Director of Finance and Comptroller) to perform depreciation processes and to reconcile
the financial statement for the fiscal year-end.

6.5 Flowchart

Issue fixed asset Schedule dates
Update fixed listing to for physical
asset ledgers. departments and count to be
schools. conducted.

Perform physical
count and note

any
discrepancies.

Forward

Issue a
discrepancy File all
report (if any) to documents from
corresponding physical count
departments and for later viewing.

Update Asset reconciled
record to it's Master Fixed
aeed rcconciled status gl Asset Listing to
in the ERP Finance for
System. depreciation of

schools.
assets to process.

7. Source Selection and Contract formation
7.1 Reference to BOE Regulation

§ 60-40-201 Methods of Source Selection

§ 60-40-205 Competitive Sealed Bidding
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§ 60-40-210 Small Purchases

§ 60-40-215 Sole Source Procurement

§ 60-40-220 Emergency Procurement

§ 60-40-225 Competitive Sealed Proposals

§ 60-40-230 Competitive Selection Procedures for Professional Services
§ 60-40-235 Cancellation

§ 60-40-240 Responsible of Bidders and Duties

§ 60-40-245 Pre-qualification of Contractors

§ 60-40-250 Types of Contracts

§ 60-40-251 Change Orders

§ 60-40-255 Right to Inspect Place of Business

§ 60-40-260 Right to Audit Records

§ 60-40-265 Report of Anti-competitive or Deceptive Practices
§ 60-40-270 Retention of Procurement Records

7.2 Purpose
The purpose of this section is to determine the method or procedure on which a procurement is
conducted in accordance on the regulations stated above.

7.3 Methods of Source Selection
Unless otherwise authorized by law or by regulation, all PSS contracts above $10,001.00 subject
to § 60-40-210 shall be awarded by competitive sealed bidding, except as provided in:

1. § 60-40-210 (Small Purchases)

2. § 60-40-215 (Sole Source Procurement)

3. § 60-40-220 (Emergency Procurement)

4. § 60-40-225 (Competitive Sealed Proposals)

5. § 60-40-230 (Professional Services)

6. § 60-40-305 (Architect-Engineer Services).

For purchases in excess of the Federal Simplified Acquisition Threshold, including contract
modifications, PSS must perform a cost or price analysis in connection with that procurement.

7.4 Competitive Sealed Bidding

7.4.1 Invitation for Bid (IFB)

The request for an IFB must be accompanied by complete supporting documents and forwarded
to the Office of the Commissioner for review and consideration before it is processed by the
Office of Procurement and Supply.
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1. Supporting documents shall include:
a. Justification memorandum
b. Scope of Work
c. Specifications
d. Source of funds chargeable

e. Requesting school/program/office is responsible for routing Purchase Order for
paid Advertisement

An IFB announcement and package shall contain, at a minimum, the following information:
1. AnIFB No;

2. Name, address, and location of issuing office:
Office of Procurement and Supply
P.O. Box 501370 CK
Capitol Building No. 1206
Saipan, MP 96950

3. Specific location where bids must be submitted:
Office of Procurement and Supply
Capitol Hill Building No. 1206
4. Date, hour and place of bid opening;
5. A detailed purchase description;
6. Quantity to be furnished;
7. Essential contractual terms and conditions; and
8. Any bonding requirements.
7.4.2 Public Notice
The Public Notice for IFB shall be given a reasonable time prior to the date set forth for the
opening bid. Publication of notice in a newspaper of general circulation in the Commonwealth
once in each week over a period of thirty (30) days shall be deemed to be adequate.
If the Chief of P&S determines that a shorter advertisement period is reasonable and necessary,

such shortened time is allowable. Such shortened period shall allow vendors a reasonable
opportunity to respond considering the circumstances of the procurement, such as its complexity
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and urgency. The advertisement period shall never be less than seven (7) calendar days.

The Chief of P&S may extend an advertisement period by not more than sixty (60) calendar days
should circumstance warrant, considering factors such as the degree of urgency, complexity,
expected increase of vendor participation, anticipated extent of subcontracting, the geographic
distribution of vendors, and the like.

The IFB Announcement is printed on a PSS letterhead and is routed to the P&S Officer for:
1. An IFB No. The number is issued from the IFB logbook.
2. Review to ensure compliance with procurement regulations.
3. Signature/approval.
4. Route to COE’s office for review/approval.

7.4.3 Bidding Time
A bidding time of at least four (4) weeks shall be provided, unless the P&S Officer determines in
writing that a shorter period is necessary.

7.4.4 Bidding Receipt
All bids must be submitted to the P&S Office. Bids shall be received prior to the scheduled date
set for opening and shall be maintained sealed in a locked receptacle at this office.

If a bid is opened by mistake, it shall be resealed and the person who opened the bid shall affix
his/her signature and print position title on the envelope and deliver it to the P&S Office. No
information contained in the bid shall be disclosed prior to bid opening. The P&S Officer shall
cause the opened bid to be placed into the receptacle.

7.4.5 Bid Opening

The bid opening shall be conducted by the P&S Officer and a P&S staff. Bids shall be open and
made public as required in the IFB. The amount of each bid, together with the name of each
bidder shall be recorded. The record and each bid shall be opened to public inspection (See
section 7.18 for Retention of Procurement Records). The P&S Officer shall prepare a written
summary of the bid opening.

7.4.6 Bid Acceptance and Evaluation

All bids shall be unconditionally accepted without alteration or correction, except as authorized
by regulations. Bids shall be evaluated based on the requirements set forth in the published IFB,
which may include criteria as is necessary and reasonably permit a determination as to the
acceptability of the bid for the particular purpose intended.
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7.4.6.a. Bid Evaluation Procedures

1.

The P&S Office shall transmit the packet containing the lowest bid received to the
requesting PSS office, school, or program for its evaluation.

The P&S Office, in consultation with the requesting PSS office, school, or program shall
perform a responsibility determination as may be required and in accordance with the
requirements as established in 60-40-240 of the BOE Regulations (See section 7.9 of this
SOP for further details).

The requesting PSS office, school, or program shall evaluate bids based on the
requirements set forth in the invitation for bids, which may include criteria as necessary
to reasonably permit a determination as to the acceptability of the bid for the particular
purpose intended. The following shall be performed prior to conducting the bid
evaluation:

a. The requesting PSS office, school, or program shall select and impanel a bid
evaluation committee consisting of at least three (3) members prior to conducting
the evaluation.

b. The bid evaluation committee shall receive clear information and instructions
about the requirements and expectations, i.e. importance of confidentiality,
conflict of interest, the general evaluation process, etc. from the requesting PSS
office, school, or program.

c. The P&S Office shall conduct a brief orientation and provide guidance on
procurement regulations to an impaneled bid evaluation committee as requested
and needed.

The requesting PSS office, school, or program shall transmit the entire bid package back
to the P&S Office, along with the bid evaluation sheets and a memorandum in support of
its selection and recommendation to approve or reject the bid.

7.4.6.b. Bid Rejection.
A bid may be rejected for any of the following reasons:

1.

Failure to conform to essential requirements of the invitation for bids such as
specifications or time of delivery;

Imposition of conditions or restrictions in the bid which modify requirements of the
invitation or limit the bidder’s liability to the PSS. For example, bids shall be rejected in
which the bidder:

a. Protects against future changes in conditions, such as increased costs;

b. Fails to state a price and indicates that price shall be the price in effect at the time
of delivery;
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c. States a price but qualifies it as subject to price in effect at the time of the
delivery; or

d. Limits the rights of the PSS.
3. Unreasonableness as to price;
4. Abid from a non-responsible bidder.

7.4.6.c. Correction or Withdrawal of Bids; Cancellation of Awards.

Correction or withdrawal of inadvertently erroneous bids, before or after award, or cancellation
of awards or contracts based on bid mistakes must be approved by the Chief of P&S in writing.
After the bid opening, no changes in bid price or other provisions of bids prejudicial to the
interest of the PSS or fair competition shall be allowed. Whenever a bid mistake is suspected, the
COE shall request confirmation of the bid prior to award. In such an instance, if the bidder
alleges an error, the COE shall only permit correction of the bid or withdrawal of the bid in
accordance with the following:

1. Correction of Bids.
Correction of bids shall only be permitted when:

a. An obvious clerical mistake is clearly evident from examining the bid document.
Example of such mistakes are errors in addition or the obvious misplacement of a
decimal point; or

b. The otherwise low bidder alleges a mistake and the intended bid is evident from
the bid document or is otherwise supported by clear and convincing evidence as
to the bid intended and the corrected bid remains the low bid. A low bidder may
not be permitted to correct a bid mistake resulting from an error in judgement.

2. Withdrawal of Bids.

a. Withdrawal of a bid shall only be permitted where the otherwise low bidder
alleges a mistake and there is clear and convincing evidence as to the existence of
a mistake.
3. Cancellation of Awards.
Cancellation of awards or contracts shall only be permitted when:
a. Evidence as to the existence of the mistake is not discovered until after the award;

b. Performance of the contract at the award price would be unconscionable.

7.4.6.d. Notice of Intent to Award.
After bid evaluation has been completed and submitted, a procurement specialist shall prepare
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and issue a notice of intent to award the contract to the lowest responsive bid by a responsible
bidder whose bid fully meets the requirements of the invitation for bids and this section. The
notice shall be issued to all bidders. The notice of intent to award is not a promise or guarantee of
award, and the intended bidder should not incur any costs based on either the notice of intent to
award or reliance of a contract.

7.4.6.e. Award.

The contract must be awarded with reasonable promptness by written notice to the lowest
responsive bid by a responsible bidder whose bid fully meets the requirements of the invitation
for bids and this section.

1.

2.

3.

The contract cannot be awarded less than five (5) business days after the issuance of a
notice of intent to award pursuant to subsection.

Unsuccessful bidders shall also be promptly notified.

Notice of an award shall only be made by the presentation of a contract with all the
required signatures to the bidder.

a. No other notice of an award shall be made orally or by letter. No acceptance of an
offer shall occur, nor shall any contract be formed until a PSS contract is written
and has been approved by all the officials required by law and regulation.

b. The PSS contract shall contain a clause which states that the signature of the
private contractor shall be the last in time to be affixed to a contract and that no
contract can be formed prior to the approval of all required PSS Officials.

In the event all bids exceed available funds and the bid of the lowest responsive and
responsible bidder does not exceed those funds by more than five percent (5%), and time
or economic considerations preclude re-solicitation of work of a reduced scope, the COE
may authorize the Chief of P&S to negotiate an adjustment of the bid price, including
changes in bid requirements, with the lowest responsive and responsible bidder in order
to bring the bid price within the amount of available funds. The negotiation shall be
documented in writing and attached to the bidding documents.
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7.4.7 Competitive Sealed Bidding Flow Chart
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7.5 Small Purchases

7.5.1 Small Purchase Order (For purchases $25,000 and below)
1. Any procurement not exceeding the amounts established herein may be made in
accordance with small purchase procedures. However, procurement requirements shall
not be artificially divided so as to constitute a small purchase.
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a. Artificial separation is the breaking down of a procurement that would fall under
the procedures for a three (3) price quotation procurement into several single
quote procurements.

Purchase orders may also be utilized instead of contracts for purchasing instructional
materials, books, and publications.

This section shall not apply to lease or purchase of vehicles, machinery and equipment or
to the purchase of professional services.

Construction services may be procured by obtaining three (3) price quotations from
qualified contractors. Procurement under this subsection shall be limited to renovations of
existing structures, repairs, maintenance, materials, and construction equipment. No new
buildings or structures shall be built using this subsection. Contracts procured hereunder
shall not exceed $50,000 and shall be accompanied by a justification, in writing, by the
Capital Improvements Projects office and agreed to and signed by the COE.

a. Prepare a small purchase through purchase requestion (PR) form (Appendix 6a &
6b). Attach three (3) quotes solicited from suppliers.

b. The small purchase requisitions shall contain:
i. Name of requesting department/school/office;
ii. Date requesting department/school/office prepared the form;
iii.  Vendor address (mailing or physical address);
iv. Description of articles (contains a field to indicate all articles);
v. Quantity (No. of units required per article);
vi. Unit (Type of measure);
vii. Unit price (estimated price per unit); and
viii. Amount (Quantity multiplied by unit price)

c. A Procurement Specialist will review the PR by verifying all information for
accuracy and correctness.

d. A Procurement Specialist will date and time stamp all properly completed PRs for
record keeping purposes and log the information in the P&S Google Drive log
sheet. The Procurement Specialist entering the information will also initial and
date near column titled “Total.”
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e. The documents will then be routed to the Chief of P&S for further review and
approval. Once approved, a Procurement Specialist will log out the document
from the P&S Google Drive log sheet to next routing destination for fund
certification.

i. A Procurement Specialist will log the PR information through P&S
Google Drive log sheet following the route for approval and signatures.

1. A Procurement Specialist will input the purchase requisition into
the ERP System which auto generates a PR No. The Procurement
Specialist will write the PR No. on the top right-hand corner titled
“Requisition No.” on the PR form.

ii. To distinguish routing destination for purchase requisition funding
certification, the account information from the justification or purchase
requisition will determine which Office it will need to route to:

1. Local Funds — Finance Office
2. Federal Funds — Federal Programs Office
3. Education Tax Credit (ETC) — Finance Office

iii.  All fund certification (regardless of federal or local funding) must be
signed by the Director of Finance.

f.  Once the purchase requisition has been certified by the Director of Finance, then
it will route to the COE’s Office for approval & signature. A Procurement
Specialist will log out the information of purchase requisition from the P&S
Goole Drive log sheet for next routing destination.

g. Once the PR is had been approved, signed, and returned to the P&S Office by the
COE office, it will be inputted into ERP System and printed as purchase order.
The purchase order will be signed by the Chief of P&S to signify a fully executed
contract and is ready to be released.

h. A Procurement Specialist will scan the purchase order into the P&S server and
insert a copy into the ERP System for file.

i. A Procurement Specialist will provide the purchase order to the requesting school
or department.

i. The Procurement Specialist will give the original copy for the school or
department to submit to the vendor.
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ii. An acknowledgement copy for the requesting department or school is to
be signed by the vendor and maintained by the requesting department or
school for its file that the vendor has received the purchase order.

iii. The P&S Office will retain a hard copy for its file.

iv. The last two copies (the acknowledgement copy and the P&S Office copy)
will contain a “rider” which is a listing of all items that are being
purchased.

7.5.2 Small Purchase Order (For purchases under $1,000)

The process in completing a small purchase order will mirror section 7.3.1, with the exception of
the following:

1. For purchase orders under $1,000 the Chief of P&S will make a determination in writing
indicating:

a. the reason why price quotations were not sought;
b. the utility of the purchase;
c. an explanation of why the price is reasonable under the circumstances.

2. Attach PSS Request for Quotation form (Appendix 7) with the price quotation obtained.
See section 7.5.4 for procedures pertaining to the request for quotations.
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7.5.3 Flow Chart
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7.5.4 Request for Quotations
1. When requesting for quotations, a PSS RFQ form should be utilized & completed by the
requesting school or department (See Appendix 7). The following information should be
on the RFQ form:
a. Date - when request was sent;
b. Vendor full address, fax number, and phone number;
c. Description of all items and/or services;
d. Quantity/Unit (Type of measure), Unit Price, and Subtotal.
2. RFQs can be disbursed to vendors through the following communication tools:

a. Fax transmittal

b. Email transmittal

Page 34 of 82



3.

c. Mail
d. Messenger

Indicate deadline of request by at least three (3) days. If the request is urgent, then a
deadline of request by one (1) day is to be indicated.

7.6 Sole Source Procurement
A contract may be awarded for a supply, service, instructional materials, and or construction item
without competition when the Chief of P&S determines in writing:

1.

2.

5.

There is only one (1) sole source for the required supply, service, or construction item;
The purpose is to obtain expert witnesses for litigation;

The purpose is to obtain legal services;

The purpose is to obtain the services provided by lecturers, speakers, trainers, or
facilitators when the vendor uses specialized training methods or techniques or has

expertise in the subject matter; or

The purpose is to purchase registration or workshop fees for conferences or training.

Written determination justifying sole source procurement shall be provided by the requesting
school or department and through the expenditure authority.

All sole source procurement requests must be approved by the Chief of P&S and the COE.
Required documentation to include:

1.

2.

PR (where applicable);
Justification memo (Must indicate “Sole Source Procurement’)
Price quotation from sole supplier;

Sole source documentation from supplier (Must contain unique capabilities of products or
services); and

Sole Source Form (Appendix 8).

7.7 Emergency Procurement

The P&S Officer shall determine that an unusual and compelling urgency that precludes full and
open competition exists after reviewing written information provided by a requesting school,
program, or office.
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The P&S Officer shall determine that a delay in award would result in serious injury, financial or
other harm to the PSS. An emergency procurement must be competitive as practicable under the
circumstances.

Justification memoranda must contain the following items:

1. A description of action being approved;

2. A description of the supplies or services required to meet the needs, including estimated
value;

3. A description of efforts made to ensure that offers are solicited from as many sources as
is practicable;

4. A determination that the anticipated cost to PSS will be fair and reasonable; and
5. Data, estimated cost, or other rationale as to the extent and nature of the harm to PSS.
The justification memorandum must be approved by the P&S Officer and COE.

7.7.1 Procedure
See sections 7.5.1 —7.5.3

7.8 Competitive Sealed Proposals
When the COE determines in writing, upon advice of the Legal Counsel, that the use of
competitive sealed bidding is either not practical or advantageous to the PSS, a contract may be
entered into by competitive sealed proposal.
7.8.1 Request for Proposals (RFP)
An RFP must be accompanied with complete supporting documents. It will first be routed to the
Chief of P&S for review, approval and signature. The documents will then be forwarded to the
Office of the Commissioner for the COE’s review, approval, and signature. Once the documents
are approved, it will be sent back and processed by the P&S Office.
1. Supporting documents shall include:
a. Justification memorandum with the following information:
i. An RFP No. (Each RFP assigned a unique RFP No. from the RFP log)
ii. Scope of Work

iii. Specifications

iv. Source of funds chargeable
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v. Evaluation criteria

2. Notice of determination from the COE office approving use of competitive sealed

proposal.

Requesting school/program/oftice is responsible for routing a purchase order to pay for an
advertisement for public notice.

An RFP announcement and package shall contain, at a minimum, the following information:

1.

2.

6.

7.

An RFP No.;
Name, address, and location of issuing office:

Office of Procurement and Supply
P.O. Box 501370 CK

Capitol Building No. 1206

Saipan, MP 96950

Specific location where offers must be submitted:

Office of Procurement and Supply
Capitol Hill Building No. 1206

A detailed purchase description;
Quantity to be furnished;
Essential contractual terms and conditions; and

Any bonding requirements.

7.8.2 Public Notice
The Public Notice for RFP shall be given a reasonable time prior to the date set forth for the bid
opening. Publication of notice in a newspaper of general circulation in the Commonwealth at
least once in each week over a period of thirty (30) days shall be deemed to be adequate. (Unless

shortened for valid reasons and as authorized by the P&S Officer).

1.

The RFP Announcement is printed on a PSS letterhead and is routed to the Chief of P&S

for:

a. An RFP No. (The number is issued from the RFP log)

b. Review to ensure compliance with BOE Procurement Regulations.

c. Signature/approval.
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2. The RFP Announcement is then routed to COE’s office for final review/approval.

7.8.3 Receipt of Proposals

Proposals shall only be opened by a Procurement Specialist after the submission deadline, so as
to avoid disclosure of the contents to competing offerors during the process of negotiation. A
register of proposals shall be prepared by the Procurement Specialist and open for public
inspection (see section 7.18) after contract award.

7.8.4 Evaluation Factors
The request for proposals shall state the relative importance of price and other evaluation factors.

1. Proposal Evaluation Procedures

a. The P&S Office shall transmit the proposals received to the requesting PSS office,
school, or program for evaluation.

b. The requesting PSS school or department will use the evaluation criteria approved
in the RFP justification to see if the proposer meets the specifications.

c. The requesting PSS school or department shall select and impanel a proposal
evaluation committee.

i. The RFP evaluation committee shall receive clear information and
instructions about the requirements and expectations, i.e. importance of
confidentiality, conflict of interest, the general evaluation process, etc.
from the affected PSS office, school, or program.

ii. The P&S Office shall conduct a brief orientation and provide guidance on
procurement regulations to an impaneled RFP evaluation committee as
requested and needed.

d. The P&S Office, in consultation with the requesting PSS school or department
may perform a responsibility determination as may be required and in accordance
with BOE Procurement Regulations § 60-40-240 during the proposal evaluation
process.

e. The requesting PSS school or department shall transmit the entire proposal
package back to the P&S Office, along with the RFP evaluation sheets and a
memorandum to the COE in support of its selection and recommendation to
approve or reject a proposal.

7.8.5 Discussion with Responsible Offerors and Revisions to Proposals

As provided in the RFPs, discussions may be conducted by the P&S Office with responsible
offerors who submit proposals determined to be reasonably susceptible of being selected for
award for the purpose of clarification and to ensure full understanding of, and responsiveness to,
solicitation requirements. Offerors shall be accorded fair and equal treatment with respect to any
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opportunity for discussion and revision of proposals and such revisions may be permitted after
submission and prior to award for the purpose of obtaining the best and final offers. In
conducting discussions there shall be no disclosure of any information derived by competing
offerors.

7.8.6 Intent to Award

After proposal evaluation, a notice of intent to award the contract to the responsible offeror
whose proposal is determined in writing to be the most advantageous to the PSS, taking into
consideration price and the evaluation factors set forth in the request for proposals, shall be
issued to all offerors. The notice of intent to award is not a promise or guarantee of award, and
the intended offeror should not incur any costs based on either the notice of intent to award or
reliance of a contract.

7.8.7 Award

The P&S Office will offer an award to the responsible offeror whose proposal is determined in
writing to be the most advantageous to the PSS, taking into consideration price and the
evaluation factors set forth in the RFPs. The award cannot be made less than five (5) business
days after the issuance of a Notice of Intent to Award pursuant to BOE regulations. No other
factors or criteria shall be used in the evaluation and the contract file shall contain the basis on
which the award is made.
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7.8.8 Flow Chart
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7.9 Competitive Selection Procedures for Professional Services

The services of accountants shall be procured as provided in this section except when authorized
as a small purchase, emergency procurement, sole-source procurement or non-employment
services contracts such as special education related services (see Small Purchases procedures in
sections 7.5.1 &7.5.2).

For procedures for this section, please follow procedures for Competitive Sealed Proposals in
section 7.8.
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7.10 Cancellation

An invitation for bids or request for proposals may be cancelled and any and all bids or proposals
may be rejected, when such action is determined by the Chief of P&S and approved by the COE
to be in the best interests of the PSS based on:

1.

2.

7.

8.

Inadequate or ambiguous specifications contained in the solicitation;
Specifications which have been revised;

Goods or services being procured which are no longer required;

Inadequate consideration given to all factors of cost to the PSS in the solicitation;

Bids or proposals received indicated that the needs of the PSS can be certified by a less
expensive good or service;

All offers with acceptable bids or proposals received are at unreasonable prices;
Bids were collusive; or

Any other reason cancellation is determined to be in the best interest of the PSS.

The cancellation memo will be prepared by the P&S Office. Once the cancellation memo is
completed, an addendum will be issued to all Bidders and/or Proposers.

7.10.1 Cancellation Flow Chart

Requesting department or school
notifies P&S Office of

cancellation due to allowable

Cancellation request will be
reviewed and determined by the
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BOE regulation

P&S Office will draft All
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cancellation. cancellation memo.

IFB/RFQ is cancelled.
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7.11 Responsible of Bidders and Duties

For all bidders and proposers, awards shall be made only to responsible contractors. To be
determined responsible, a prospective contractor must:

1. Have adequate financial resources to perform the contract, or the ability to obtain them,;
2. Be able to comply with the required delivery or performance schedule;

3. Have a satisfactory performance record;

4. Have a satisfactory record of integrity and business ethics;

5. Have the necessary organization, experience and skills (or the ability to obtain them),
required to successfully perform the contract;

6. Have the necessary production, construction and technical equipment facilities, or the
ability to obtain them;

7. Be otherwise qualified and eligible to receive award under applicable laws and rules;

a. Contractors must comply with section 6002 of the Solid Waste Disposal Act, as
amended by the Resource Conservation and Recover Act.

8. Submit a valid original business license and other certification as may be required.

During bid/proposal evaluation and prior to award, the official with expenditure authority shall
obtain information from the bidder or offeror necessary to make a determination of responsibility
using the factors in above. The unreasonable failure of a bidder or offeror to promptly supply
information in connection with an inquiry with respect to responsibility may be grounds for
determination of non-responsibility with respect to that bidder or offeror.

When a bid or proposal on which a contract award would otherwise be made is rejected because

the prospective contractor is found to be non-responsible, a written determination shall be signed
by the official with expenditure authority stating the basis for the determination and this shall be

placed in the contract file.

7.12 Pre-qualification Contractors

Prospective suppliers of goods or services may be pre-qualified for particular types of
construction, goods and services when determined necessary by the Chief. Opportunity for
qualification before solicitation shall be afforded to all suppliers. Solicitation mailing lists of
potential contractors shall include, but shall not be limited to, pre-qualified suppliers. In no event
will bidders be allowed to qualify after the bid opening.

7.13 Types of Contracts

The use of “cost-plus-a-percentage-of-cost” and “percentage of construction cost” methods of
contracting are prohibited.

Page 42 of 82



PSS contracts shall utilize a firm fixed priced unless use of a cost reimbursement contract is
justified.

A cost reimbursement contract may be used when the official with expenditure authority
determines in writing, which is attached to the contract, that:

1. Uncertainties in the work to be performed make the cost of performance too difficult to
estimate with the degree of accuracy required for a firm fixed price contract;

2. Use of a firm fixed price contract could seriously affect the contractor’s financial stability
or result in payment by the PSS for contingencies that never occurred; or

3. Use of a cost reimbursement contract is likely to be less costly to the PSS than any other
type due to the nature of the work to be performed under the contract.

7.14 Change Orders
A request for change order will be submitted to the COE through the Chief of P&S.

A change order will only be allowed if an increase, decrease, or change in the Scope of Work is
required which was not reasonably foreseeable at the time of the formation of the contract by
either party. However, no change order resulting in an increase in contract cost, or time shall be
allowed when it is the direct result of either party’s inexperience, inefficiency, or competence.
The P&S Officer shall thoroughly assess whether it would be more prudent to seek competition.
This assessment shall be in writing and will articulate:

1. The specific need for the good or service,
2. The reason(s) it should not be competitive, and
3. Any circumstances that led to the decision.

All change orders which increase the original contract price by 25% shall automatically be
procured through competitive procedures, except when there is an emergency or when there is a
sole source procurement. At no time shall more than two (2) change orders be allowed to a
contract for services where the additional services are trainings or other professional services.
Change orders for construction contracts shall be exempt from the above as it relates to the
automatic prohibition on change orders that increase the price by 25%. A change order for a
construction contract may be increased by more than 25%, and not automatically procured
through competitive procedures, if:

1. The Capital Improvements Projects Office determines, in writing, that the change order is
in the best interest of the PSS because:

a. Utilizing a competitive process will unreasonably delay construction; or
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b. Utilizing a competitive process will not result in cost savings to the PSS; or

c. The project is necessary to protect the health and welfare of the students and staff
of the PSS.

2. The COE must approve, in writing, any change order processed under this section.
Contractors shall not be allowed to continue working beyond the expiration term of a
contract in the absence of an approved new contract or change order. Change orders shall
be processed under the procedures for processing new contracts after Notice of award
(see last two boxes in section 7.4.7 ).

7.14.1 Flow Chart

Requesting department or
school notifies P&S Office of Chief of P&S and COE
change order request for review and approve
reasons allowable by BOE change order request
regulation

Change order is
routed for
appropriate
signatures.

Chief of P&S executes
the change order with
final signature.

Change order
draft contract is s
created

7.15 Right to Inspect Place of Business Supply

Upon the request of the Board of Education or the COE, the P&S Office will coordinate with the
vendor to schedule a reasonable time for inspection related to the performance of any contract
awarded or to be awarded by the PSS.

7.16 Right to Audit Records

As required by section 404 of PL 3-91, the contractor and subcontractor or grantee and
subgrantee at all levels shall provide the Public Auditor of the Commonwealth with access to and
the right to examine and copy any records, data or papers relevant to a PSS contract or grant for a
period of three (3) years after the final payment under the contract or grant. A clause to this effect
shall appear in all PSS contracts and obligations.

The clause to Audit Records is placed in every contract to be signed and executed for PSS.
7.17 Report of Anti-competitive or Deceptive Practices
When for any reason any person suspects the following practices are occurring among bidders,

offerors, contractors or subcontractors, a notice of the relevant facts shall be transmitted to the
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Legal Counsel without delay:
1. Unfair methods of competition;
2. Deceptive acts; or
3. Unfair business practices.
These acts are more fully defined at 4 CMC §§ 5101 through 5206.

Procedures to address these reported practices lies with Office of the Commissioner of Education
and/or the PSS Legal Counsel.

7.18 Retention of Procurement Records
Once all physical documents are fully signed, they are store in banker boxes or filing cabinets
and labelled accordingly. The documents will also be scanned and place in a repository. All
current year documents are stored in the P&S Office. Prior year documents are moved to the
storage container at the west side of the P&S Building.
Older documents are stored at the warehouse in Lower Base, Saipan. Any documents that are
beyond the mandated time of retention may be disposed of in a fashion that allows the retention
of the anonymity of any personal identifiable data to be kept. A log of the form of destruction
and what data is being destroyed will be kept for reference.
The Chief of P&S shall maintain a record listing of all contracts made under sole source
procurement or emergency procurement for a minimum of five (5) years. The records shall
contain:

(1) Each contractor’s name;

(2) The amount and type of each contract;

(3) A listing of the supplies, services or construction procured under each contract;

(4) Rationale for the method of procurement;

(5) Selection of Contract type;

(6) Contractor selection or rejection; and

(7) The basis for contract price.

All procurement records, except those designated herein as not subject to disclosure, shall be
available for public inspection.
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8. Procurement of Construction and Architect-Engineering Services

8.1 Reference to BOE Regulation

§ 60-40-301 Construction Procurement
§ 60-40-305 Architect-Engineer Services
§ 60-40-310 Computer Software

8.2 Purpose

The purpose of this section is to ensure compliance with the general provisions as stated in the
BOE Procurement Regulations for Construction Procurement, Architect-Engineer Services, and
Computer Software. BOE Regulations are promulgated under the authority of PL 6-10 which
make the BOE accountable and the COE responsible for procurement and supply in the CNMI’s
PSS.

8.3 Construction Procurement

8.3.1 Invitation for Bids
For the invitation for bids and/or proposals procedures, see Section 7.4.1 of this SOP.

8.3.2 Bid Security

Bid security shall be required for all competitive sealed bidding on construction contracts where
the price is estimated by the COE to exceed $25,000.00 or when the COE determines it is in the
interest of the PSS.

Bid security shall be on a bid bond, in cash, by certified check, cashier’s check or other form
acceptable to the PSS. A surety company shall hold the certificate of authority from the U.S.
Secretary of the Treasury as an acceptable surety or other surety acceptable to the PSS Legal
Counsel.

Bid security shall be an amount equal to at least fifteen percent (15%) of the amount of the bid or
other amount as specified in the invitations for bids depending upon the source of funding.
Failure to furnish bid security, when required by the invitation, shall result in rejection of the bid
as non-responsive.

8.3.3 Contract Performance and Payment Bonds

When a construction contract is awarded in excess of $25,000.00, the following bonds or
security shall be delivered to the PSS and shall become binding on the parties upon the execution
of the contract:

1. Performance bond satisfactory to the COE, executed by a surety company authorized to
do business in the Commonwealth or otherwise secured in a manner satisfactory to the
COE, in an amount equal to one hundred percent (100%) of the price specified in the
contract; and

2. A payment bond satisfactory to the COE, executed by a surety company authorized to do
business in the Commonwealth or otherwise secured in a manner satisfactory to the COE,
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for the protection of all persons supplying labor and materials to the contractor or its
subcontractors for the performance of the work provided for in the contract. The bond
shall be in an amount equal to one hundred percent (100%) of the price specified in the
contract.

8.3.4 Suits on Payment Bonds - Right to Institute
1. Every person who has:

a. Furnished labor or material to the contractor or its subcontractors for the work
provided in the contract, in respect of which a payment bond is furnished under
this section, and

b. Who has not been paid in full therefore before the expiration of a period of ninety
(90) days after the day on which the last of the labor was done or performed by
such person or material was furnished or supplied by such person for which such
claim is made,

Shall have the right to sue on the payment bond for the amount, or the balance thereof,
unpaid at the time of institution of such suit and to prosecute said action for the sum or
sums justly due such person;

2. Provided, however, that any person:

a. Having a direct contractual relationship with a subcontractor of the contractor, but
no contractual relationship expressed or implied with the contractor furnishing
said payment bond,

Shall have a right of action upon the payment bond upon giving written notice to the
contractor within ninety (90) days from the date on which such person did or performed
the last of the labor or furnished or supplied the last of the materials upon which such
claim is made, stating with substantial accuracy the amount claimed and the name of the
party to whom the material was furnished or supplied or for whom the labor was done or
performed.

3. Such notice shall be personally served or served by mailing the same by registered or
certified mail, postage prepaid, in an envelope addressed to the contractor at any place the
contractor maintains an office or conducts its business.

Any action required pertaining to this section shall be forwarded to and addressed by the
PSS Legal Counsel.

8.3.5 Suits on Payment Bonds - Where and When Brought

Every suit instituted upon a payment bond shall be brought in a court of competent jurisdiction
for the Commonwealth; but no such suit shall be commenced after the expiration of one year
after the day on which the last of the labor was performed or material was supplied by the person
bringing suit. The obligee named in the bond need not be joined as a party in any such suit.
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Any action required pertaining to this section shall be forwarded to and addressed by the PSS
Legal Counsel.

8.3.6 Fiscal Responsibility

Every contract modification, change order, or contract price adjustment under a construction
contract shall be subject to prior written certification by the COE as to the effect of the contract
modification, change order or adjustment in contract price on the total project budget or the total
contract budget.

In the event that the certification discloses a resulting increase in the total project budget and/or
the total contract budget, such contract modification, change order or adjustment in contract
price:

1. Shall not be made unless sufficient funds are available therefore (fund certification by the
Director of Finance will be performed throughout the routing process), or

2. The scope of the project or contract is adjusted so as to permit the degree of completion
that is feasible within the total project budget and/or total contract budget as it existed
prior to the contract modification, change order or adjustment in contract price under
consideration;

Provided, however, that with respect to the validity, as to the contractor, of any executed contract
modification, change order or adjustment in contract price which the contractor has reasonably
relied upon, it shall be presumed that there has been compliance with the provisions of this
subsection.

8.4 Architect-Engineer Services
For procedures, see section 7.8.

Architect-engineer services shall be procured as provided below except when authorized as a
small purchase or emergency procurement.

8.4.1 Policy

It is the policy to publicly announce all requirements for architect-engineer services and
negotiate contracts on the basis of demonstrated competence and qualifications at a fair and
reasonable price (See section 7.8.2 for more details).

8.4.2 Selection

The COE and the PSS Capital Improvement Projects Office shall jointly maintain files of current
statements of qualifications of architect-engineer firms. After public announcement of
requirements for architect-engineer services, current statements shall be reviewed together and
with those that may be submitted by other firms in response to the announcement. Discussions
shall be conducted with at least three (3) of the firms regarding the contract requirements and
technical approach and selection made therefrom, in order of preference, of no less than three (3)
firms determined to be the most highly qualified to perform the services required. Reviews and
discussions for to the selection shall be conducted by the COE and/or his designees.

Page 48 of 82



8.4.3 Negotiation
The COE shall negotiate a contract with the highest qualified architect-engineer firm at a price
determined to be fair and reasonable to the PSS.

1. If a fair and reasonable price cannot be negotiated, negotiations shall be terminated and
negotiations shall be undertaken with the second highest qualified firm.

2. If a fair and reasonable price cannot be negotiated with the second highest qualified firm,
negotiations shall be terminated and negotiations shall be undertaken with the third
highest qualified firm.

3. If a fair and reasonable price cannot be negotiated with any of the firms, the COE office
or it’s designees with expenditure authority shall then select additional firms in order of
competence and qualifications and continue negotiations until a fair and reasonable price
is agreed upon.
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8.4.4 Flow Chart
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8.5 Computer Software

Notwithstanding any other provisions, commercial computer software, including documentation,
warranties, subscriptions, and related component(s) may be procured in accordance with BOE
Regulations and the procedures stated within this section.

In acquiring commercial software, PSS shall not generally require contractors to:
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Furnish technical information related to commercial computer software or commercial
computer software documentation that is not customarily provided to the public;

Transfer intellectual property rights or otherwise relinquish to or provide the PSS the
rights to use, modify, reproduce, release, perform, display, or disclose commercial
computer software or commercial computer software documentation, except as mutually
agreed to by the parties.

With regard to commercial computer software and commercial software documentation,
PSS shall have only those rights specified in the license therefor.

Competitive bidding, or competitive procurement is not required for commercial software,
including Software-as-a-Service, upon a showing that:

1.

Proof of contemporaneous pricing which is available to CNMI purchasers is supplied in
the contract package; and

The prices being compared are within 10% of the pricing selected, or the selected vendor
will provide support for the software of a value which compensates for the difference in
price.

Competitive bidding or competitive procurement is not required with respect to software for the

following:
1. Software purchased is an updated version of software previously purchased;
2. An extension of the license for previously purchased software;
3. An extension of maintenance services for previously purchased software; and
4. Computer hardware maintenance agreements for existing equipment.

Contracts for extensions of maintenance service agreements, license renewals, or updates to
previously purchased software as provided for in § 60-40-310(e) may proceed as a new sole
source contract, or small purchase, in accordance with BOE Regulations and sections 7.5 & 7.6
of this SOP.

The purchase of computer hardware, software, and/or related services, which is/are purchased
pursuant to a US General Services Administration (GSA) or CNMI Government blanket contract
that was negotiated by the federal or CNMI government, is presumptively concluded to follow
the competitive procurement requirements of the BOE Regulations and section 7 & 8 of this
SOP. This presumption applies not only to commercially available products, but also to products
which are designed, manufactured and/or assembled according to GSA specifications.

9. Protests and Disputes
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9.1 Reference to BOE Regulation

§ 60-40-401 Protests to the Commissioner of Education

§ 60-40-405 Appeals of Commissioner of Education’s Decisions to the Board
§ 60-40-410 Remedies

§ 60-40-415 Effective Date

§ 60-40-420 Disputes

§ 60-40-425 Appeal Committee

9.2 Purpose
The purpose of this section is to ensure compliance with the general provisions as stated in the
BOE Procurement Regulations referenced above to the:

1. Protests to the COE,

2. Appeals of COE’s Decisions to the Board,
3. Remedies,

4. Effective Date, and

5. Appeal Committee.

BOE Regulations are promulgated under the authority of PL 6-10 which make the BOE
accountable and the COE responsible for procurement and supply in the CNMI PSS.

9.3 Protests to the Commissioner of Education

Any actual or prospective bidder, offeror, or contractor who asserts a claim or asserts that it has
been aggrieved or will be aggrieved in connection with the solicitation or award of a contract
shall protest to the COE.

9.3.1 Protest

A formal written protest to the COE is a prerequisite to any appeal per § 60-40-405 or petition or
complaint in the Superior Court. The protest shall be received by the COE in writing prior to the
award of a contract. For competitive sealed bids and competitive sealed proposals, protests shall
not be submitted before the issuance of a notice of intent to award. The written protest shall state
fully the factual and legal grounds for the protest. Any argument, claim, or theory not presented
to the COE or presented with insufficient factual or legal support is deemed waived and
abandoned.

9.3.2 Protest Bond

A protest bond executed by a surety company authorized to do business in the Commonwealth,
or a check payable to the “CNMI Public School System”, in an amount equal to at least fifteen
percent (15%) of the protestor’s bid price or offer, in a form and substance that is acceptable to
the COE shall be delivered to the COE at the time of filing a protest.

The protest bond shall be immediately payable to the “CNMI Public School System”, or the
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check may be cashed by the PSS, upon a decision by the COE or Appeal Committee, if the
COE's decision is appealed, that a protest or appeal has been brought or pursued in bad faith; or
does not state on its face a valid basis for protest.

Bad Faith in this instance shall include, but is not limited to:

1. Multiple protests with a calendar year by the same vendor which are found to be without
merit,

2. Protests intended to delay or mislead the PSS, and

3. Protests by the same vendor which repeatedly do not adhere to the PSS Procurement
Regulations.

The COE shall hold a protest bond for at least thirty (30) days after the date of the final
determination of the protest.

9.3.3 Notice of Protest

Other persons, including bidders, involved in or affected by the protests shall be given notice of
the protest and its basis in appropriate cases. The protesting party shall provide such notice and a
copy of its protest to all other bidders involved in or affected by the protest and shall file a
declaration or proof of service with the COE.

Proof of notice is required by the protesting party to other bidders or proposers within two (2)
days of filing its protest. These persons may submit their views and relevant information to the
COE within five (5) days after receiving notice by the protesting party. The COE may extend the
period of time to submit views and relevant information if the COE certifies that he/she believes
the complexity of the matter requires a longer period of time. The submission of views may
include any:

1. Factual statements;

2. Briefs;

3. Memoranda;

4. Declarations; and

5. Other information which is relevant and necessary for the determination of the protest.
9.3.4 Protest Decision
The COE shall decide the protest within thirty (30) calendar days after the protest is filed unless
the COE certifies that the complexity of the matter requires a longer time, in which event the

COE shall specify the appropriate longer time. If the COE fails to render a decision or
determination within such period, the protesting party may file its appeal to the Appeal
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Committee of the State Board of Education by filing such Notice of Appeal with the Chairperson
through the Board Secretary at the State Board of Education Office.

When a protest has been appealed to the Appeal Committee, as provided in these procedures, the
COE shall submit a report, and the COE should include with his/her report a copy of:

1. The protest;

2. The bid submitted by the protesting bidder and a copy of the bid of the bidder who is
being considered for award, or whose bid is being protested;

3. The solicitation, including the specifications on portions relevant to the protest;
4. The abstract of offers or relevant portions;
5. Any other documents that are relevant to the protest; and

6. The COE’s signed statement setting forth findings, actions, and recommendations and
any additional evidence or information deemed necessary in determining the validity of
the protest. The statement shall be fully responsive to the allegation of the protest. If the
award was made after receipt of the protest, the COE’s report will include the
determination prescribed in section 9.6.2 below. The foregoing information submitted by
the COE shall be considered the complete administrative record on appeal to the Appeal
Committee unless the Appeal Committee supplements the record with additional
testimony or evidence.

Since timely action on protests is essential, they should be handled on a priority basis. Upon
receipt of notice that an appeal from the COE’s decision has been taken to the Appeal
Committee, the COE shall immediately begin compiling the information necessary for a report as
provided in section 9.5.

When a proper protest against the making of an award is received, the award shall be withheld
pending disposition of the protest. The bidders whose bids might become eligible for award shall
be informed of the protest.

In addition, those bidders shall be requested, before expiration of the time for acceptance of their
bids, to extend the time for acceptance to avoid the need for re-advertisement. In the event of
failure to obtain such extensions of bids, consideration shall be given to proceeding with an
award as described below.

When a written protest is received, award shall not be made until the matter is resolved, unless
the COE determines that:

1. The material(s) and service(s) to be contracted for are urgently required;

2. Delivery or performance will be unduly delayed by failure to make award promptly; or
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3. Aprompt award will otherwise be advantageous to the PSS.

If award is made under determinations above, the COE shall document the file to explain the
need for an immediate award. The COE also shall give written notice to the protester and others
concerned of the decision to proceed with the award.

9.3.5 Computation of Time

Except as otherwise specified, all “days” referred to in this subpart are deemed to be working
days of the PSS. The term “file” or “submit” except as otherwise provided refers to the date of
transmission.

In computing any period of time prescribed or allowed by these procedures, the day of the act or
event from which the designated period of time begins to run shall not be included.
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9.3.6 Flow Chart
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9.4 Appeals Committee

The Appeal Committee is comprised of three (3) members of the State Board of Education
appointed by the Board Chairperson to hear any appeal under these provisions. The Board
Chairperson shall designate one (1) of the three (3) members as the Appeal Committee
Chairperson.

9.5 Appeals of Commissioner of Education’s Decisions to the Board

9.5.1 Jurisdiction; Exhaustion of Remedies.
A written appeal to the Appeal Committee from a decision by the COE may be taken provided
that:

1. The party taking the appeal has first submitted a written protest to the COE and
otherwise fully complied with § 60-40-401 and subsection 9.3 of this SOP, and

2. The COE has denied the protest or has failed to act on the protest within the time
provided.

A decision from a formal written appeal to the Appeal Committee is a prerequisite to any appeal,
petition, or complaint in the Superior Court.

9.5.2 Form of Appeal

No particular form of pleading is required for filing an appeal to the Appeal Committee. The
appeal shall, however:
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1. Include the name and address of the appellant;

2. Identify the name and number of the solicitation or contract;

3. Contain a concise, logically arranged, and direct statement of the grounds for appeal; and
4. Specifically request a ruling by the Appeal Committee.

9.5.3 Time for Filing an Appeal
An appeal from the COE’s decision must be received by the Appeal Committee:

1. Not later than ten (10) calendar days after the appellant received the decision of the
COE, or

2. In the event that the COE has not decided the protest, within three (3) days from the date
that the COE should have decided the protest pursuant to § 60-40-401 and subsection 9.3
of this SOP.

Any appeal received after these time limits shall not be considered by the Appeal Committee
unless:

1. Good cause is shown, or
2. Unless the Appeal Committee determines that the appeal presents issues significant to
procurement practices that are not outweighed by the detriment to the PSS should the
appeal be considered.
9.5.4 Notice of Protest, Submission of COE’s Report and Time for Filing of Comments on
Report
1. The Chairperson of the Appeal Committee, immediately upon appointment by the Board
Chairperson,
a. Shall notify the COE in writing within one (1) day of appointment, and
b. Request the COE to give notice of the appeal to all bidders or proposers who
appear to have a reasonable prospect of receiving an award if the appeal is denied

(hereinafter in this section, “noticed parties™).

The COE shall furnish copies of the protest and appeal documents to such noticed parties
with instructions to communicate further directly with the Appeal Committee.

2. The Appeal Committee shall request the COE to:

a. Submit a complete report on the appeal to the Appeal Committee as expeditiously
as possible (generally within thirty (30) calendar days) in accordance with BOE
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Regulations § 60-40-401(a)(3) and (4) and subsection 9.3.3 of this SOP; and
b. Furnish a copy of the report to the appellant and noticed parties.

3. Comments on the COE’s report shall be filed by the protesting party and any noticed
party with the Appeal Committee within five (5) days after the Appeal Committee’s
receipt of the report, with a copy to the COE, other noticed parties, and appellant, as
applicable.

The Appeal Committee may extend the period of time to submit comments if the Appeal
Committee certifies that it believes the complexity of the matter requires a longer period
of time. The Appeal Committee may, at its discretion, allow the protesting party, noticed
parties, and the COE to submit rebuttals to the comments on the COE’s report submitted
by the protesting party and noticed parties. If rebuttals are permitted, the Appeal
Committee may set deadlines for their submission. All rebuttal submissions must be
forwarded by the rebutting party to the COE, protesting party, and other noticed parties.

4. The failure of an appellant or any noticed party to comply with the time limits stated in
this section may result in resolution of the appeal without consideration of the comments
untimely filed.

9.5.5 Withholding of Award
When an appeal has been filed before an award is issued, the award shall not be made until the

appeal is resolved, unless the award is done in a manner consistent with BOE Regulations § 60-
40-401(b)(2) and subsection 9.3.3 of this SOP.

9.5.6 Submission of Additional Information

Any questions posed or additional information requested by the Appeal Committee shall be
furnished as expeditiously as possible. The Appeal Committee may set a reasonable deadline for
the submission of information or responses to questions. Any questions or requests, along with
corresponding responses or submissions shall be made, upon request, available to any other
interested party, except to the extent that the withholding of information is permitted or required
by law. The Appeal Committee may allow for interested parties to comment on any answers or
information submitted pursuant to this subsection in a manner and timeframe it deems
reasonable.

9.5.7 Conference

The Appeal Committee may conduct a conference on the merits of the appeal with the appellant
and the COE. Alternatively, either party may request such a conference to be held at the
discretion of the Appeal Committee. The Appeal Committee has the discretion to include other
parties at the conference.

9.5.8 Time for Decision; Notice of Decision:

The Appeal Committee shall, if possible, issue a decision on the appeal within thirty (30)
calendar days after all information necessary for the resolution of the appeal has been received. A
copy of the decision shall immediately be mailed or otherwise transmitted to the appellant, other

Page 58 of 82



participating parties, and the COE.

9.6 Remedies

9.6.1 Remedies Prior to Award

If the COE or the Appeal Committee determines, prior to the issuance of an award, that a
solicitation or proposed award of a contract is in violation of law or regulation, then the
solicitation or proposed award shall be:

1. Cancelled; or

2. Revised to comply with law or regulation.

9.6.2 Remedies After an Award
If the COE or the Appeal Committee determines after the issuance of an award that a solicitation
or award of a contract is in violation of law or regulation, then:

1. If the person awarded the contract has not acted fraudulently or in bad faith:

a. The contract may be ratified and affirmed, provided it is determined that doing so
1s in the best interests of the PSS; or

b. The contract may be terminated, and the person awarded the contract shall be
compensated for the actual expenses reasonably incurred under the contract;

2. If the person awarded the contract has acted fraudulently or in bad faith:
a. The contract may be declared null and void; or

b. The contract may be ratified and aftirmed if such action is in the best interests of
the PSS, without prejudice to the PSS’ right to such damages as may be
appropriate.

9.6.3 Finality of Findings of Fact by the Appeal Committee

A determination of an issue of fact by the Appeal Committee under this part shall be final and
conclusive unless arbitrary, capricious, fraudulent, or clearly erroneous. Any aggrieved party
shall thereafter file its petition to review the Appeal Committee’s determination as an agency
decision under the CNMI Administrative Procedure Act and applicable rules of administrative
procedure with the CNMI Superior Court.

9.7 Effective Date
All protests as to the manner of:

1. Bidding,
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2. The failure to properly award a bid,
3. The failure of the PSS to contract with a business after bidding, or

4. The cancellation of bids which may or may not be the subject of lawsuit but have not
reached final judgment as of the effective date of the adoption of regulation § 60-40-415.

Shall be heard in accordance with this part upon the request of the actual or prospective bidder,
offeror, or contractor who is aggrieved.

9.8 Disputes

Any dispute between the PSS and a contractor relating to the performance, interpretation of, or
compensation due under a contract, which is the subject of this chapter, must be filed in writing
with the COE within ten (10) days after knowledge of the facts surrounding the dispute.

9.8.1 Claim

When a claim by or against a contractor cannot be satisfied or settled by mutual agreement and a
decision on the dispute is necessary, the COE shall review the facts pertinent to the dispute,
secure necessary legal assistance and prepare a written description that shall include:

1. Description of the dispute;
2. Reference to pertinent contract terms;
3. Statement of the factual areas of disagreement or agreement; and

4. Statement of the decision as to the factual areas of disagreement and conclusion of the
dispute with any supporting rationale.

9.8.2 Appeals

The Appeal Committee shall review and render a decision on an appeal from an adverse decision
timely taken by a contractor. The Appeal Committee may require a hearing or that information be
submitted on the record, in its discretion. The Appeal Committee may affirm, reverse or modify
the decision or remand it for further consideration.

9.8.3 Duty to Continue Performance

A contractor that has a dispute pending before the COE or an appeal before the Appeal
Committee must continue to perform according to the terms of the contract and failure to so
continue shall be deemed to be a material breach of the contract unless he/she obtains a waiver of
this provision by the COE or Appeal Committee.

10. Ethics in Public Contracting
10.1 Reference to BOE Regulation

§ 60-40-501 Definitions of Terms

§ 60-40-505 Policy
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§ 60-40-510 General Standards

§ 60-40-515 Employee Disclosure Requirements
§ 60-40-520 Employee Conflict of Interest

§ 60-40-525 Gratuities and Kickbacks

§ 60-40-530 Prohibition Against Contingent Fees
§ 60-40-535 Contract Clauses

§ 60-40-540 Restrictions on Employment of Present and Former Employees
§ 60-40-545 Use of Confidential Information

§ 60-40-550 Collusion by Bidders

§ 60-40-555 Penalties

§ 60-40-560 Authority to Debar of Suspend

10.2 Purpose
The purpose of this section is to detail how a PSS employee(s) should ethically conduct
themselves while under employment with PSS.

10.3 Definitions of Terms

This section references the various terminologies and definitions used throughout the BOE
Procurement Regulations. For compliance and consistency purposes, this SOP will mirror such
definitions.

1. “Confidential information” means any information which is available to an employee
only because of the employee’s status as an employee of the PSS and is not a matter of
public knowledge or available to the public on request.

2. “Conspicuously” means written in such special or distinctive form, print, or manner that a
reasonable person against whom it is to operate ought to have noticed it.

3. “Direct or indirect participation” means involvement through decision, approval,
disapproval, recommendation, preparation of any part of a purchase request, influencing
the content of any specification or procurement standard, rendering of advice,
investigation, auditing or in any other advisory capacity.

4. “Financial interest” means:
a. Ownership of any interest or involvement in any relationship from which or as a
result of which, a person within the past year has received or is presently or in the

future entitled to receive compensation; or

b. Holding a position in a business such as an officer, director, trustee, partner,
employee or the like or holding any position of management.

5. “Gratuity” means a payment, loan, subscription, advance, deposit of money, services or

anything of more than nominal value, present or promised, unless consideration of
substantially equal or greater value is received.
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10.4 Policy
Public employment is a public trust. In PSS contracting, public employees shall discharge their
duties impartially to:

1. Ensure fair competitive access to PSS procurement by reasonable contractors; and

2. Conduct themselves in a manner as to foster public confidence in the integrity of the PSS.

10.5 General Standards

10.5.1 Employees

Any attempt to realize personal gain through public employment by conduct inconsistent with
the proper discharge of the employee’s duties is a breach of a public trust. In order to fulfill this
ethical standard, employee must meet the requirements of this section.

10.5.2 Contractors
Any effort to influence any public employee to breach the standards of ethical conduct set forth
in this section is also a breach of ethical standards.

10.6 Employee Disclosure Requirements

10.6.1Disclosure of benefit received from contract
Any employee who has or obtains any benefit from any PSS contract with a business in which
the employee has financial interest, shall report such benefit to the COE.

10.6.2 Failure to disclose benefit received
Any employee who knows or should have known of such benefit and fails to report such benefit
is in breach of these ethical standards.

10.7 Employee Conflict of Interest
10.7.1 Conflict of interest
It is a breach of ethical standards for any employee to participate directly or indirectly in a

procurement when the employee knows that:

1. The employee or any member of the employee’s immediate family has a financial interest
pertaining to the procurement;

2. A business or organization in which the employee, or any member of the employee’s
immediate family, has a financial interest pertaining to the procurement; or

3. Any other person, business or organization with whom the employee or any member of

the employee’s immediate family is negotiating or has an arrangement concerning
prospective employment is involved in the procurement.
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10.7.2 Discovery of actual or potential conflict of interest, disqualification and waiver.

Upon discovery of an actual or potential conflict of interest, an employee shall promptly file with
the COE a written statement of disqualification and shall withdraw from further participation in
the transaction involved. The employee may, at the same time, apply to the Public Auditor for an
advisory opinion as to what further participation, if any, the employee may have in the
transaction.

10.8 Gratuities and Kickbacks

10.8.1 Gratuities
It shall be a breach of ethical standards for any person, employee or former employee, to:

1. Offer,
2. Give or agree to give,
3. Solicit,
4. Demand,
5. Accept or agree to accept
a gratuity or an offer of employment in connection with any:
1. Decision,
2. Approval,
3. Disapproval,
4. Recommendation,
5. Preparation of any part of a program requirement or a purchase request,
6. Influencing the content of any specification or procurement standard,
7. Rendering of advice,
8. Investigation,

9. Auditing or in any other advisory capacity in any proceeding or application, request for
ruling, determination, claim or controversy, or other particular matter

pertaining to any program requirement or a contract or subcontract or to any solicitation or
proposal.
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10.8.2 Kickbacks

It shall be a breach of ethical standards for any payment, gratuity or offer of employment to be
made by or on behalf of a subcontractor under a contract to the prime contractor or higher than
subcontractor or any person associated therewith as an inducement for the award of a subcontract
or order.

10.9 Prohibition Against Contingent Fees

10.9.1 Contingent fees.

It shall be a breach of ethical standards for a person to be retained, or to retain a person, to solicit
or secure PSS contracts upon an agreement or understanding for a commission, percentage,
brokerage or contingent fee, except for retention of bona fide employees or bona fide established
commercial selling agencies for the purpose of securing business.

10.9.2 Representation of contractor.

Every person, before being awarded a PSS contract, shall represent in writing that such person
has not retained anyone in violation of this section. Failure to do so constitutes a breach of
ethical standards.

10.10 Contract Clauses
The prohibitions against gratuities, kickbacks, and contingent fees shall be conspicuously set
forth in every contract and solicitation.

10.11 Restrictions on Employment of Present and Former Employees

10.11.1 Present employee.

It shall be a breach of ethical standards for any employee who is participating directly or
indirectly in the procurement process to become or be while such an employee, the employee of
any person contracting with the PSS for whom the employee is employed.

10.11.2 Restrictions on former employee in matters connected with their former duties.
Permanent disqualification of former employee personally involved in a particular matter. It shall
be a breach of ethical standards for any former employee knowingly to act as a principal or as an
agent for anyone other than the PSS, in connection with any:

1. Judicial or other proceeding, application request for a ruling or other determination;

2. Contract;

3. Claim; or

4. Charge or controversy in which the employee participated personally and substantially

through decision, approval, disapproval, recommendation, rendering of advice,

investigation or otherwise while an employee, where the PSS is a party or has a direct or
substantial interest.
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10.12 Use of Confidential Information

It shall be a breach of ethical standards for any employee or former employee to knowingly use
confidential information for actual or anticipated personal gain, or the actual or anticipated
personal gain of any other person.

10.13 Collusion by Bidders

Collusion or secret agreements between bidders for the purpose of securing an advantage to the
bidders against the authorizing agent in the awarding of contracts is prohibited. The COE may
declare the contract void if he finds sufficient evidence after a contract has been let that the
contract was obtained by a bidder or bidders by reason of collusive or secret agreement among
the bidders to the disadvantage of the PSS.

10.14 Penalties
All proceedings under this section must be in accordance with due process requirements.

10.14.1 PSS employees
A PSS employee is any person whether appointed, elected, excepted service or civil service. An
employee who violates the provisions of the BOE Rules and Regulations and this section of this
SOP is subject to adverse action as may be appropriate in his or her particular circumstances.
This action includes but is not limited to:

1. Reprimand,

2. Suspension without pay,

3. Termination of employment,

4. Civil injunction,

5. Civil suit for damages or return of PSS money, or

6. Criminal prosecution.
10.14.2 Contractors
A contractor who violates a provision of the BOE Rules and Regulations and this section of this
SOP shall be subject to:

1. A written warning of reprimand,

2. The termination of the contract, or

3. Suspension from being a contract or subcontractor under a PSS contract in addition to
other penalties prescribed by law.
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10.15 Authority to Debar or Suspend

10.15.1 Authority

After reasonable notice to the person involved and reasonable opportunity for the person to be
heard under the Administrative Procedure Act (1 CMC §§ 9101, et seq.), the COE after
consultation with the PSS Legal Counsel, shall have authority to debar a person for cause from
consideration for award of contracts.

The debarment shall not be for a period of more than three (3) years. The COE, after consultation
with the PSS Legal Counsel, shall have authority to suspend a person from consideration for
award of contracts if there is probable cause for debarment. The suspension shall not be for a
period exceeding three (3) months.

10.15.2 Causes for debarment or suspension
The causes for debarment or suspension include the following:

1. Conviction for commission of a criminal offense is an incident of obtaining or attempting
to obtain a public or private contract or subcontract, or in the performance of such
contract or subcontract;

2. Conviction under Commonwealth or federal statutes of

a. Embezzlement,

b. Theft,
c. Forgery,
d. Bribery,

e. Falsification or destruction of records,

f. Receiving stolen property,

g. Violation of the Consumer Protection Act (4 CMC §§ 5101, et seq.),

h. Violation of any unfair business practices as prescribed by 4 CMC § 5202, or

i. Any other offense indicating a lack of business integrity or business honesty
which currently, seriously and directly affects its responsibility as a PSS
contractor;

3. Conviction under Commonwealth or federal antitrust statutes arising out of the

submission of bids or proposals such as in chapter 2 of division 5 of title 4 of the
Commonwealth Code;
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4. Violation of contract provisions, as set forth below, of a character which is regarded by
the COE to be so serious as to justify debarment action:

a. Deliberate failure without good cause to perform in accordance with the
specifications within the time limits provided in the contract; or

b. Arecent record of failure to perform or of unsatisfactory performance in
accordance with the terms of one (1) or more contracts; provided that failure to
perform or unsatisfactory performance caused by acts beyond the control of the
contractor shall not be considered a basis for debarment;

c. Any other cause that the COE determines to be so serious and compelling as to
effect responsibility as a PSS contractor, including debarment by another
procurement entity within the Commonwealth or federal government; and

d. For violation of any of the ethical standards set forth in Part 500 of the BOE
Regulations.

10.15.3 Decision
The COE shall issue a written decision to debar or suspend. The decision shall state the reasons
for the action taken.

10.15.4 Notice of decision
A copy of the decision shall be mailed or otherwise furnished immediately to the debarred or

suspended person.

11. Miscellaneous

11.1 Reference to BOE Regulation
§ 60-40-601 Severability
§ 60-40-605 Imprest Fund Procedures

11.2 Purpose
The purpose of this section is to ensure compliance with the general provisions as stated in the
BOE Procurement Regulations referenced above to the:

1. Severability

2. Imprest Fund Procedures
11.3 Severability
If any provision of the regulations in this chapter or the application thereof to any person or
circumstance is held invalid, the invalidity does not affect other provisions or applications of the

Act which can be given effect without the invalid provision or application, and to this end, the
provisions of these regulations are severable.
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11.4 Imprest Fund Procedures

11.4.1 Imprest Fund Trustee
1. To maintain accountability of imprest funds one person (trustee) will be assigned the
responsibility for each imprest fund that is established. The trustee is the designated and
authorized disbursing officer and is the custodian of the fund.

2. In addition to the trustees’ duties and responsibilities as the disbursing officer, the imprest
fund trustee is personally liable for all money in the fund and will be required to replace
the funds if they are lost, stolen, or misappropriated. Imprest funds are public funds and
should not be commingled with personal funds.

11.4.2 Imprest Fund Transactions

1. The only transactions or expenditures authorized to be paid from the imprest funds are

those which meet the following general criteria:

a. Funds are certified and available to pay for the expenditure.

b. The expenditure must be legal, proper, and responsible, and does not constitute
waste or abuse of public funds.

c. The expenditure must be approved by the trustee.
d. The expenditure must be properly supported by pertinent documents.

e. The maximum disbursement level for PSS imprest funds is $1,000.
Disbursements shall not be artificially divided so as to meet this requirement.

11.4.3 Responsibilities of the Trustee
The trustee shall be held accountable for:

1. The existence or correctness of the computations appearing in and of the facts stated in
the check voucher and its supporting records;

2. The propriety and legality of the proposed payment under the account or fund involved;

3. The repayment of any illegal, improper, or incorrect disbursement resulting from any
false, inaccurate, or misleading certificate made by the trustee.

11.4.4 Disbursement
Expenditures authorized for payment under imprest fund are disbursed from the imprest fund

checking account by the trustee. The trustee shall:

1. Disburse funds only by checks and only as provided by a check voucher certified by the
trustee;
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Be accountable for ensuring that a check voucher is in proper form and is certified and
approved;

Maintain a reasonable accounting of the balance of the funds remaining or existing in the
imprest fund account;

Ensure that no funds are disbursed in excess of available funds;

Be personally liable for charges resulting for not sufficient funds charges (NSF) for over
drawn accounts;

Be responsible for establishing necessary controls to safeguard the supply of blank
checks and to ensure that checks written are delivered in the most appropriate and
efficient manner.

11.4.5 Imprest Fund Reporting & Replenishment

1.

All disbursements processed through the imprest fund must be posted on the
replenishment voucher sheet (See Appendix 9) as soon as completed. The effect of the
transaction on the imprest fund checking account must also be posted in the checkbook
register.

Disbursements from the imprest fund are replenished through the submission of a
completed imprest fund replenishment voucher. Imprest fund replenishment vouchers
shall be submitted every month prior to the 10th of the month. Imprest fund
replenishment vouchers submitted must be complete and accurate replenishment voucher
could result in exceptions or delayed replenishment.

The amount of money to be put in each imprest fund shall be based on school enrollment,
dollars per student. When quarterly appropriation is expended no more purchases can be

made until the next quarters allotment is available.

Each school should be required to match the amount of funds, from the central office, in
the imprest account on a one-to-one basis from their fundraising activity.
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Appendix 1: Inventory Log Sheet

SCHOOLIPROGRAM U SE THIS FORM COMMONWEALTH OF THE NORTHERN MARIANA ISLAND
WHEN RECEIVING DIRECT DEIVERY

PUBLIC SCHOOL SYSTEM PROCUREMENT AND SUPPLY
FROMTHE VENDOR PROPERTY MANAGEMENT BRANCH

P/S FORM 107
PSS INVENTORY LOG SHEET
SCHOOL/ PROGRAM :

Property No. Item Description Make /B rand Serial No. Custodian POICO No. | UNIT PRICE | Location | Qty

D00~ | SN =) 3t

30

ISSUED BY :  Juan LG. DATE: 8/28/2024

RECEIVED BY : DATE:
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Appendix 2: Employee Asset Accountability Form
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Appendix 3: Request to Survey Form (Form 100)
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Appendix 4: Master Fixed Asset Listing

& Description PropTag#/ Date Acq | Funding Src %.of Fe@ Original Cost | Custodian Location | Condition Comment Asset# | Department | Status
Acct Serial # Participation
00026850 TINIAN
MP-013904 1064 TINIAN
1335 E-350 Ford 12/05/05| 1064 0% 30,650.00 ELEMENTARY | Working 26850
Us ELEMENTARY SC
Pass SCHOOL
00026964 TINIAN
MP-008271 1064 TINIAN
1335 E150 Ford 02/08/05| 1064 0% 34,400.00 ELEMENTARY | Scrapped 26964
Us ELEMENTARY SC
Passe SCHOOL
00046199 TINIAN
MP-004 4TINIAN
1325|Canon 4050 004g%> 02/24/95| 1064 0% 0.00 ELEMENTARY | Scrapped 46199 106
, Us ELEMENTARY SC
Copi SCHoOL
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Appendix 5: Discrepancy Report
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Appendix 6a: Purchase Requisition (Short Form)
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Appendix 6b: Purchase Requisition (Long Form)
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Appendix 7: Request for Quotation Form
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Appendix 8: Sole Source Form
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Appendix 9: Imprest Fund Replenishment Voucher

The following form was published in BOE Regulation in accordance with § 60-40-605(e):

PUBLIC SCHOOL SYSTEM
IMPREST FUND REPLENISHMENT VOUCHER

Name of Imprest Fund

Bank Name Account Number

Date of Request

Period Cover to
Approved Cash Level $
Check # Date Description Amount
1 1 1
1 1 1
1 1 1
1 1 1
Total Replenishment Requested $
Requested By:
Imprest Fund Trustee Date
TRUSTEE ACCEPTANCE
L hereby accept and understand the duties and responsibilities of a

trustee of a Public School System Imprest Fund, as well as the sanctions imposed for failure to
perform or performance in contravention of the required duties and responsibilities of a trustee.

Signature Date
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5.5 Pay Differential Payment FIOWChAT.........cccceoeveerrrrrunreeinisieieesesesesesesesesesssesessnssssssesssenes 18
6. Drawdown of Federal Funds 18
6.1 Federal Payment PrOCEAUTE ..........c.covvcrerueeererrerenineneeseieessesessesssssssesesesessesesssesensrssssesssenes 18
6.1.1 Cash DIaWdOWS.....c..cccevcririirererrireeeeeestertnesessssessessesessessessessssessesssssssassesssersesnessnes 18
6.1.2 DiSDUISEIMENLS ......ocuvmereeueueueereeeetrneeerecnessseeanstseessessessassesesessrssesssesassssesesasesesssessssnenes 19
6.1.3 Payment Methods.........cccceeirirvintnerireeeiniecntietrteretsresesreestssesssteesssnssssssssensnsessnsns 19
6.1.3.2 Vendor PAYMENnt ...........coceueiveeereeerrrineeinieierinsseeseesssssssssssssessssesssssssssesesssssssssesanans 19
6.1.3.b REIMDUISEIMENLS .....c.cccrverrueerecrrerircererienreretenesestesesessestssesestssesessesesessssnssesasessssssssssns 20
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7.1 Grant Proposals and APPliCAtiON .........cccevereerereerenieriererieieereenernereesessesnessesessessesessessesssenne 20
7.1.1 Grant Proposal Prior APProval.........cc.ceceeereeeeineeeseniesesiesesssssiressessesesssssssssssessssessssssnss 20
7.1.2 Assessment of the Grant Proposal.........c.ccveeeeveeveieceeiinieceesesesiesieseeessesseseesessessesseseenes 20
7.1.3 Grant Proposal Writing COMMItEE..........ccceverurrrrerrrrrrerrrreerrnsaerrseesssensraesessssessssessssesnnns 21

7. 1.4 REVIEW PTOCESS ...c.oouieiruiriniereninrriiriesesenteenteeaneeearaesssesesesessesesesesassssessesessssessssnsenenns 21
7.1.5 Commissioner of Education APProval..........cccevereeererererereesereresresessessessssssessesessssssens 21
7.1.6 Submission of the Grant Application..........c.cccececreruererrrerrresrerrereresereresssesessesessesenns 21
7.1.7 Grant ClearinGhoUSe.........c.coueecerruereeeicrtenininiiinieeststesestesesesesssssssesesssassesssssssssesasssnnans 21
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7.2.2 ACCOUNLS CIEAtIONS ......coverrueerrireraseesistrtresesstesesssssssssessessesassessessssessesesesessesessessenses 21

7.3 INternal ContIOL......cccuiuivirrerreiereietresteeereeetereesseetetesestesesseseesssssesssssssesessensssesessesenseseses 22
8. Travel 22
8.1 Travel 0f PSS Staff ........co ittt see e ness s st seasenenns 22
8.1.1 Travel Documentation ReVIEW..........ccccecirirririreriniinienienicctieeee e eeereereeresne e see e nes 22
8.1.2 Travel Documentation Certification...........cceceeeeeeecereeierrereercrieesssresssssssessessssesssenees 22
8.1.3 Travel Documentation Review and Approval..........cc.cccvveererrcerrerreerresenresesseresseesesaens 22
8.1.4 Travel Certification FIOWCHATT.........ccccererirrertrecererieenereeeereeeneereesesessesesesssessessessesens 23

8.2 PSS and PNP StUENLS .....c.ccuererueriererrerenieieennernreeraesseeesessssessessessesessessesassesssssesessessensssenns 23
8.3 Chaperone ELGIbility .......c.cccceeceecrunrerrerescrrennirieinesreessesessnsseesssssssssssesssessssssesssssessssesensans 23
Appendix 1: Funding Approval Checklist (FAC) 25
Appendix 2: Payment Summary Sheet Sample 26
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Appendix 3: Student Attendance Sheet Sample 27

Appendix 4: Training, Event, or Project Sign-In Sheet Sample 28
Appendix S: Drawdown Spreadsheet Sample 29
Appendix 6: Pay Differential Policy 30
Appendix 7: FPO Guidelines Travel Checklist 31
Appendix 8: Parent and School Release Statement Form 34
Appendix 9: Student Agreement During PSS Travel Sanctioned Activities Form............... 35
Appendix 10: Medical Permission Form 36
Appendix 11: CNMI PSS Volunteer Form 37
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1.

1st Priority - An employee of the school (public or private) that the traveling student is from
must be the chaperone.

2nd Priority - If the school is unable to provide an employee as a chaperone, the FPO and/or the

Travel Section will work with the Human Resources Office to find a chaperone from the pool of
PSS staff.

3rd Priority - If neither of the above options is possible, the FPO and/or the Travel Section may
allow a parent from the school or a volunteer coach of the school to serve as a chaperone, but

only after submitting and obtaining approval on the CNMI PSS Volunteer Form (see Appendix
11) from the PSS HRO.
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3. Have you ever been convicted, pled guilty, or pled — Yes __ No
“no contest” to any felony or misdemeanor?

Note: a “yes” answer does not automatically disqualify

you since the nature of the offense, the date it was committed, and

the type of job for which you are applying will be considered.

If yes, explain on a separate sheet of paper and attach it.

4. Have you been charged with a crime that has not yet resulted Yes No
in a plea of guilty or no contest by you, a trial, or a dropping of the

charge?

Note: a “yes” answer will not automatically disqualify you.

If yes, explain on a separate sheet of paper and attach it.

5. Please provide emergency contact information:

Emergency Contact Person: Relationship:
Phone No. Address:
6. EDUCATIONAL DATA (FOR VOLUNTEER TEACHERS ONLY
SCHOOLS NAME OF SCHOOL DID YOU DEGREE/ GRADEPOINT | MAJOR COURSES
ATTENDED AND LOCATION GRADUATE? DIPLOMA/ AVERAGE OF STUDY
(HIGHEST GRADE YES NO CERTIFICATE
COMPLETED)
HIGH SCHOOL(S) DO NOT ANSWER DO NOT ANSWER
TECHNICAL,
BUSINESS OR
MILITARY
TRAINING
COLLEGE OR
UNIVERSITY
GRADUATE
SCHOOL
ADDITIONAL JOB-RELATED SEMINARS, SHORT COURSES, WORKSHOPS, OR OTHER EDUCATIONAL EXPERIENCES:

Page 2 of 3
HRO-EF-1002
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For the Intern/Volunteer:

| certify that | have read the terms of this Memorandum of Agreement and | will abide by all
terms and conditions set forth herein.

Date Intem/Volunteer

Date Parent of Legal Guardian
(If Intern/Volunteer is a minor)

HRO Form: Intern/Volunteer MOA, May 2019 5|Page
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List of Abbreviations and Acronyms:

Abbreviation

ASC
AWOL
BOE
CNMI
COE
EC
EEO
FERPA
FLSA
FMLA
FTE
GGHI
GGLI
HR
HRD
HRO
JROTC
JVA
KSA
LOI
LWOP
MOA
NOPA
NTE
OPF
PD
PSPS
PSS
TYLER
USCIS

Definition
ASC Trust — Retirement Plan Management
Absent Without Leave

State Board of Education
Commonwealth of the Northern Mariana Islands
Commissioner of Education
Employment Contract

Equal Employment Opportunity
Family Education Rights and Privacy Act
Fair Labor Standards Act

Family Medical Leave Act

Full Time Employment

Government Group Health Insurance
Government Group Life Insurance
Human Resources

Human Resources Director

Human Resources Office

Junior Reserve Officers' Training Corps
Job Vacancy Announcement
Knowledge, Skills, and Abilities

Letter of Intent

Leave Without Pay

Memorandum of Agreement

Notice of Personnel Action

Not to Exceed

Official Personnel File

Professional Development

Public School Personnel System

Public School System

Tyler ERP Computer System

U.S. Citizen and Immigration Services
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1. Employment Application Management

1.1 Reference to BOE Regulation
§ 60-30.1-312 Methods of Locating Candidates
§ 60-30.3-114 Eligibility List

1.2 Purpose
The purpose of this section is to document the processes for Employment Application
Management as part of the recruitment process.

1.3 Receipt of Employment Application

Each applicant must submit a Completed Application to Human Resources Office (HRO) or
through email. A checklist of supporting required documents to be included with the application
must be attached to the application (See Appendix 9). A complete application packet must be
submitted on or before the closing date of the job vacancy announcement (JVA).

HRO will review to ensure that the application is complete.
If the application is not complete,
1. The applicant will be informed of their pending documents.

2. It is the applicant's responsibility to provide these documents on or before the closing
date of the job vacancy announcement.

3. The incomplete application will not be processed if the pending documents are not
submitted before the JVA closing date.

1.4 Validity of the Application
Applications are valid for one-hundred eighty (180) days from the stamped date of submission to

HRO.

1.4.1 Interest in Other JVA’s After Application Submission
Should the applicant be interested in another JVA and would like to be considered, the applicant
may submit to HRO a request through phone or email to forward the application to the JVA of

their interest.

1.4.2 Multiple JVA’s Applied

If an applicant applies for more than one position, a request through phone or email shall be
made and the initial application will be applied to the requested positions so long as the
application on file is still within its validity period.
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1.5 Employment Application Assessment

It is important to correctly assess applicants (See Section 2. Classification and Compensation for
evaluation and assessment process) and properly place them on eligibility lists as appropriate. It
is also important to be consistent in practice when dealing with applicants, Public School System
(PSS) employees, and authorized PSS interviewers/hiring authorities to avoid Equal Employment
Opportunity (EEO) complaints.

1.6 Eligibility List Established

Every person who applies for a vacancy that meets the minimum qualifications and has
submitted a Completed Application shall be placed on an eligibility list for the position applied
for.

1. Eligible applicants’ names will be listed ranking from most qualified to least.

2. The eligibility list, along with copies of the Completed Applications and assessments,
will be forwarded to the appropriate Interview Committee within ten (10) working days
after the closing date of the vacancy announcement, OR upon request any time after the
fifteen (15) day announcement period.

3. Qualified applicants are placed on an eligibility list, and if not selected, will be
considered for future vacancies as long as the application on file is within its validity
period.

a. Ifthe one (1) year eligibility period expires, the application will be disposed of.

4. Names may be removed from the eligibility list by HRO if the applicant voluntarily
withdraws at any time, is found to be unqualified, or is disqualified due to false statement
or fraud in application.

5. The following applicants shall be notified in writing by HRO:

a. Those applicants who did not meet the minimum requirements of the vacant
position,

b. Those who did not submit a Completed Application,
c. Those who did not get interviewed, or

d. Those who applied for a position that will not be filled at the moment due to
funding availability.

1.7 Disposition of Application

HRO responsible personnel will scan all applications received for future reference and dispose of
invalid applications using an industrial shredder after assessment.
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1.8 Employment Application Management Flowchart

2. Classification and Compensation

2.1 Reference to BOE Regulation
§ 60-30.2-106 Background Investigation
§ 60-30.3-122 Background Investigation

2.2 Purpose
The purpose of this section is to document the processes for Classification and Compensation of
the recruitment process.

2.3 Guidelines for Evaluating Work-related Experience
If an applicant claims work credit that would affect his or her classification or compensation,

then the applicant shall provide:

1. An official letter of verification from prior employer(s) including job title and dates of
employment of claimed work experience.

The Application Evaluation and Assessment Form (See Appendix 1) is the official form used to
classify and compensate (See Appendix 2 for Compensation Schedule).
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2.3.1 Job Match

In reviewing the applicant's verified work history, first determine if there is a job match. In other
words, is the applicant's work experience the type of work experience required by the target
position. For example, if the target job requires certified teaching experience, and the applicant
has verification of certified teaching experience, then that would constitute a job match. The
closer the apparent relationship of the applicant's experience, including training, to the work to be
performed, the greater the credit given for possession of that type of experience and/or training.

2.3.2 Work-related Experience.
1. If there is no job match, but equivalent work, then crediting should not exceed one-half
(1/2) credit. Much depends on the skill level and to what extent the related work

experience appears to contribute to the overall minimum knowledge, skills, and abilities
(KSA).

If the applicant's work experience is similar and his/her work experience skill level is
equal to or higher than the target job skill level, then work experience may be creditable
up to full credit (depending on the minimum KSA of the target position).

2. If the applicant's work experience is similar and the skill level is lower than the target job
skill level, then work experience may be creditable, to one-fourth (1/4) credit (depending
on the minimum KSA of the target position).

a. Ifthere is no job match or equivalent work, no credit is given.
2.4 Guidelines for Evaluating Education
After proper credit has been given for all verified work experience, it is necessary to determine if

the applicant has the necessary education that can be credited.

The application Evaluation and Assessment Form (See Appendix 1) is the official form used to
classify and compensate (See Appendix 2 for Compensation Schedule).

1. If the applicant claims education credit that would affect his or her classification or
compensation, then the applicant shall provide an Official Transcript of Records from the

education institution(s).

2. Ifthe applicant has a college degree, refer to the position classification for proper
crediting.

3. Ifthe applicant does not have a college degree but has educational credit that can be
converted into experience, also refer to position classification for proper crediting.

4. An applicant's experience and education must then be matched up against the minimum
requirements for the target job.
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5. If'the applicant does not meet the base or minimum requirements of the target job, he/she
is disqualified.

6. If the applicant has more education and experience than what is required for the position,
it will be considered excess, and the applicant must be classified and compensated
accordingly. Excess credit will constitute either a raise in compensation, classification, or

both depending on the amount of excess experience or education.

7. Compensation must not exceed the established allowable budget for the vacant position or
exceed any restrictions on salary as established by the Board of Education (BOE).

8. Under no circumstances is any education or experience to be rounded up to meet the
minimum requirements for the target job.

2.5 Employment Application Evaluation and Assessment Flowchart

3. New Hire

3.1 Reference to BOE Regulation
Part 100 The Hiring Process
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Subpart A Recruiting and Interviewing

§ 60-30.2-101 Purpose

§ 60-30.2-102 PSS Recruiters

§ 60-30.2-104 The Interview

§ 60-30.2-106 Background Investigation
§ 60-30.2-108 Recommendation

Subpart B The Employment Decision
§ 60-30.2-110 Purpose
§ 60-30.2-112 The Decision Subpart

Subpart C The Employment Contract

§ 60-30.2-114 Purpose

§ 60-30.2-116 The Contract Form

§ 60-30.2-118 Routing of the Contract

§ 60-30.2-120 No Action Without Fully Executed Contract Subpart

Subpart D The Contract Period

§ 60-30.2-122 Purpose

§ 60-30.2-124 Term of Employment
§ 60-30.2-126 Dates of Instruction

§ 60-30.2-128 Assignment Flexibility

3.2 Purpose
The purpose of this section is to document the processes for new hires, from the selection of
qualified candidates to the contract execution, as part of the recruitment process.

3.3 Recommendation to Hire Procedures

1.

Prior to conducting any interviews, the hiring manager is responsible for establishing
their interviewing committee. The interviewing committee must consist of either two (2)
or three (3) individuals who are Certified Interviewers and have taken the Certified
Interview training without any conflicts of interest with the applicants listed on the
eligibility list. If a conflict of interest is present, the conflicted panelist must then recuse
him/herself from being a part of the interviewing committee.

After the interviewing committee has been established, the committee must interview the
first five (5) applicants on the eligibility list. Upon the committee’s discretion, they may

interview other applicants beyond the five (5).

After the interviews are completed, the interviewing committee selects the most qualified
individual and prepares a recommendation letter.

The complete interview packet is returned to HRO with the recommendation letter
attached for further processing.
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5.

The receiving personnel will review the submitted documents for accuracy and
completeness and document the receipt date of the complete file in the HRO internal
tracking sheet. The complete interview packet being returned to HRO should consist of
the following documents:

a. Letter of recommendation signed by the hiring School Principal or Program
Supervisor

b. Interview Questions and Results

The receiving personnel will forward the complete file to the responsible personnel in
charge of processing new hires to prepare the following:

a. Letter of Intent to Hire (LOI)

b. Notice of Personnel Action (NOPA)

c. New Hire Employment Contract (EC)
When processing is complete, the LOI, NOPA, and EC will then be forwarded to another
Human Resource (HR) Personnel to conduct a peer review before these documents begin
the routing process. The responsible personnel will inform the hiring school or program
of the status of their recommendation once the new hire NOPA and EC have been routed

or if it was rejected pending additional information or revision.

Once Peer Review is complete, the LOI will be sent to the recommended applicant via
email.

3.3.1 New Hire NOPA and EC Routing Process
The routing process for NOPA and EC are as follows:

1.

4.

The Human Resources Director (HRD) for review and certification of position
classification, compensation pay level and step, and certification for certified contracts.

The Federal Programs Office or Finance Department for review and certification of funds
by the Federal Programs Officer or Director of Finance, respectively.

The Legal Counsel for review and certification of the employment contract terms and
Fair Labor Standards Act (FLSA) status.

The Commissioner of Education (COE)’s Office for final review and approval.

At any time during the routing process, the new hire NOPA and/or contract may be rejected due
to lack of supporting documents, incompleteness, or inaccurate information and will be returned
to HRO for additional information or revision(s) before it can continue with the routing process.
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After the COE’s approval, the new hire NOPA, EC and Packet are forwarded to HRO.

3.3.2 Recommended Applicants’ Acceptance

1.

The responsible HR Personnel will communicate with the recommended applicant to
inform him/her that the NOPA and EC are ready for review and acceptance of EC.

If the recommended applicant accepts the EC, the New Hire Packet (See Appendix 3) is
given to the employee upon signing his/her NOPA and EC. The New Hire Packet
includes:

a. Employee Information Sheet: Provides information such as: Duty Location,
Biodata, Contact Information, Emergency Contact (See Appendix 3(a)).

b. Pre-Employment Checklist Form: Verifies Commonwealth of the Northern
Mariana Islands (CNMI) Government work experience, Retirement, and Health
and Life Insurance (See Appendix 3(b)).

c. U.S. Citizen and Immigration Services (USCIS) Form I-9: Verifies employment
eligibility to work in the United States (See Appendix 3(c)).

d. PSS/BOE Physician’s Medical Examination Verification Form: Tests for active
Tuberculosis to ensure employees are safe to perform their job-related functions

(See Appendix 3(Kk)).

e. PSS Allotment Form: To enable employee’s payroll direct deposit (See Appendix
3(d)).

f.  W-4 Form: To withhold the correct federal income tax from employee’s pay (See

Appendix 3(e)).

g. GGHI/GGLI Enrollment Form: Enrollment in Government Group Health
Insurance (GGHI) and Government Group Life Insurance (GGLI) (See Appendix

3(f)).

h. ASC Trust Enrollment Form: Enrollment for 401a or 457 retirement plan(s) (See
Appendix 3(j)).

1. Confidentiality Agreement Form: Ensure that employee has acknowledged and is
held liable of releasing PSS information (See Appendix 3(g)).

J. Internet Usage Employee Account Agreement Form: Ensures employee

acknowledges and is accountable for information being transmitted via official
PSS email account (See Appendix 3(h)).
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k. Outside Employment Form: Ensure that employee discloses any other work
outside of PSS (See Appendix 3(i)).

l.  FERPA Certification: Ensure that employee completes Family Education Rights
and Privacy Act (FERPA) Certification.

m. Pre-Employment Drug Testing: Ensure employee completes and submits drug test
results.

3. Upon complete submission of the recommended applicant’s New Hire Packet, the
responsible HR Personnel will then establish the official start date to take place on the
forthcoming Monday.

4. The responsible HR Personnel will then create a ticket with the Office of State &
Infrastructure to request that an official PSS email address be issued to the recommended
applicant and provide confirmation that the new hire process for the recommended
applicant is cleared on HRO’s end (See Appendix 3(h)).

5. Only for Certified Emplovees:

a. On-Island Hire

1. When the NOPA and EC are fully signed and all required documents from
the New Hire Packet (See Appendix 3) have been submitted, the date of
hire should be determined at this point.

b. Off-Island Hire

i.  When the EC is fully signed and the date of hire is determined, the hiring
school or program will fill out the Travel Authorization.

ii. The hiring school or program also starts routing the request for Travel
Authorization.

iii.  The following are the signatories/certifiers for the Travel Authorization:
1. HRD (for Travel Justification)

2. Federal Programs Officer or Director of Finance (for Local/Federal
Fund Certification)

3. COE (for Review and Final Approval)

4. BOE Chairperson (for Review and Final Approval)
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iv. Once Travel Authorization (TA) has completed its signature/certifying
routing process, it is sent back to Finance’s Travel Section for ticket
purchasing and release of per diem.

v. Once the ticket has been purchased and the per diem check is released by
the Finance Travel Section, HRO will provide an update to the newly hired
employee to let him/her know that TA has been approved and provide
guidance on the expectation of off-island recruitment travel SOP.

1.

The HR Personnel will provide a copy of the employee’s TA via
email and inform the employee that they will receive a printed
check payment upon arrival to the CNMIL.

The HR Personnel will inform the employee to obtain and keep a
copy of the following documents to submit with a travel voucher to
HRO within three (3) days of arrival to the CNMI.

a. Boarding Pass for employee and any dependents listed
under the Off-Island Terms and Conditions.

b. Hotel Payment Receipt
c. Meal Receipts
d. Car Rental Receipt

The employee is responsible for submitting the travel voucher to
HRO on time.

The HR Personnel receiving the documents listed above will
review the documents submitted for completeness and will be
responsible for forwarding the complete documents to the Finance
Office Travel Section for further processing of travel liquidation.

The staff from the Travel Section will then begin their process. If
there are missing document(s), then the staff from the Travel
Section will inform HRO and the employee to submit the pending
document(s) in order to further liquidate.

3.3.3 Establishing New Hire’s Official Personnel File (OPF)
. Employee Number

The information from the completely signed NOPA and EC is inputted into the
TYLER ERP (TYLER) computer system by the responsible personnel.
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1. All TYLER entries must be inputted on non-payroll week.
ii. Employee numbers are auto generated by the TYLER computer system.

iii. Employees who previously resigned from PSS and who are re-hired back
into PSS are assigned the same employee number.

2. Digital Files

a. The NOPAs for all new hires are scanned and sent via email to the Finance’s
Payroll Section for payroll purposes.

b. The NOPA and EC for all new hires are scanned and sent to each respective
employee’s PSS email address for their record.

3. Staffing Pattern

a. The NOPA, EC, New Hire Packet, and other supporting documents are forwarded
to the responsible personnel for staffing pattern. This is to track and update the
staffing pattern for each respective school, program, or office, for record keeping
and reporting purposes.

4. Personnel Jacket

a. The Administrative Assistant creates the OPF and files away NOPA, EC and New
Hire Packet.

b. The OPF is filed and maintained in the active employee files at HRO in

compliance with records management (See Section 9. Records Management for
more details).
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3.4 New Hire Process Flowchart

4. Renewal

4.1 Reference to BOE Regulation
Subpart E Renewal (No Tenure)

§ 60-30.2-132 Purpose

§ 60-30.2-134 Renewal

§ 60-30.2-136 Request for Renewal

§ 60-30.2-138 Notification of Non-renewal

Subpart F Renewal

§ 60-30.3-158 Purpose

§ 60-30.3-160 Renewal

§ 60-30.3-162 Request for Renewal
§ 60-30.3-164 Notification of Non
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4.2 Purpose
The purpose of this section is to document the processes for employment contract renewal.

4.3 Required Documents and Submission Deadline

4.3.1 Valid Certification
1. Certified Employees are required to maintain a valid certification throughout their
contract period.

a. In the event that employee records reflect an expired certification, then the
employee will be responsible to submit a valid certification to HRO.

b. Ifthe employee is not able to furnish proof of a valid certification, the employee
will be reclassified from a Highly Qualified EC to a Non-Highly Qualified EC on
a Memorandum of Agreement (MOA)
c. Employee(s) on an MOA must meet and comply with MOA conditions.
4.3.2 Non-Renewal Requirements
1. If the Supervisor recommends not to renew an employee(s) contract, the supervisor will
serve an Official Notice of Non-Renewal to the employee at least ninety (90) days prior

to the contract expiration date.

2. A copy of the Official Notice of Non-Renewal must also be submitted to HRO for further
processing of separation.

4.3.3 Renewal Requirement
1. At least six (6) months prior to the contract expiration date, employee(s) must submit in
writing the letter of intent to renew to HRO in order to be considered for employment
renewal.
2. At least five (5) months prior to the contract expiration date,
a. Employees must submit to HRO:
1. Valid Medical Clearance;

1. Valid Police Clearance;

iii.  Valid Traffic Clearance (required only for Office of Pupil Transportation
employees);

iv.  Form DD 2767 (required for Junior Reserve Officers' Training Corps
(JROTC) employees);
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v.  Professional Development (PD) Plan (required for Non-Highly Qualified
employee).

b. Supervisor must submit to HRO:
1.  Letter of Recommendation to Renew;
it.  Performance Evaluation

4.3.4 Final Notice and Stop Allotment Notice
1. At least four (4) months prior to the contract expiration date, if employee(s) renewal
documents are incomplete,
a. Responsible personnel may send out a courtesy “Contract Renewal Reminder”
email to employees and supervisors with a submission deadline date of at least

two (2) months before the contract expiration date.

b. Responsible personnel may send regular courtesy follow-ups to employees and
supervisors requesting for pending renewal documents.

c. Atleast two (2) weeks prior to the contract expiration date, a “Final Notice” email
will be sent to employees and supervisors with a deadline date of one (1) week to
submit pending renewal documents after the email is sent.

1. If employee does not provide complete renewal documents by the Final
Notice deadline, the responsible personnel will send a Stop Allotment

Notice email to the employee.

ii.  The responsible personnel will also notify, via email, the Finance’s Payroll
Section and the employee’s supervisor of the Stop Allotment Notice.

The Stop Allotment Notice advises Finance’s Payroll Section that the employee’s contract is
expired, and all payments for hours worked after the contract expiration date will be ceased.

4.4 Processing Renewal Documents
Once all required documents for contract renewal are complete, then the responsible personnel at
HRO will process the renewal NOPA and EC.

1. The NOPA and EC will be routed to the following for certification and approval:

a. HRD (for review and certification of position classification, compensation pay
level and step, and certification for certified contracts)
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b. Federal Programs Director or Director of Finance (for review and certification of
Local or Federal Funds)

c. Legal Counsel (for review and certification of the employment contract terms and
FLSA status)

d. COE (for final review and approval).
2. Upon approval of the NOPA and EC, the responsible personnel will notify the employee
via email communication that the renewal NOPA and EC are ready for employee(s)
review and signature. If the employee agrees with the renewal NOPA and EC, the

employee can either:

a. Electronically sign all required signatory pages and email the completely signed
renewal packet back to HRO; or

b. Stop by HRO to physically sign the original hard copies.

3. The responsible personnel will enter the updated “Not to Exceed” (NTE) date into the
Tyler computer system.

4. Filing of Renewal Documents
a. Renewal NOPAs are scanned and sent via email to:
1. Finance’s Payroll Section for payroll purposes.
1. Each respective employee’s PSS email address for their record.
iii.  HRO group email for recording purposes.

b. Hard copies of the Renewal NOPAs, ECs, and required supporting documents are
then filed into the employee’s OPF.
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4.5 Contract Renewal Flowchart

5. Separations and Resignations

5.1 Reference to BOE Regulation

Subchapter 60-30.2 Employment of Certified Personnel Regulations
Exhibit C Employment Contract for Certified Personnel

§ 60-30.2-715 Annual Leave

Subchapter 60-30.3 Employment of Non-Certified Personnel Regulations
Exhibit C Employment Contract for Non-Certified Personnel

§ 60-30.3-615 Annual Leave

5.2 Purpose
The purpose of this section is to document the processes for separations and resignations.

5.3 Letter of Resignation Submission
1. The employee submits a letter of resignation to the immediate supervisor.
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a. Letter of resignation must include the employees intended effective date for last
day of employment with the respective school or department.

2. The receiving supervisor will review the resignation letter to ensure all required
information is provided by the employee.

3. The receiving supervisor will then sign and acknowledge the resignation letter and
forward it along with an employee clearance sheet to the HRO to process the employee
resignation (See Appendix 12 for PSS Clearance Sheet).

4. HRO receives the employee’s resignation letter and clearance sheet to begin processing.

5. A Notice of Personnel Action (NOPA) is created to reflect the employee’s resignation
effective date (See Appendix 11 for sample Separation/Resignation NOPA).

6. Routing Process is as follows
a. HRD signs the NOPA and Clearance Sheet
b. Director of Finance signs the NOPA and Clearance Sheet
c. COE signs the NOPA
d. Clearance Sheet is sent to eRate to disable employee’s PSS email

7. HRO sends a copy of the NOPA to the Payroll Section for processing of lumpsum (if
eligible)

8. Employee is then deactivated from the TYLER ERP System

5.4 Letter of Non-Renewal (Separation)
1. If an employee’s contract shall not be renewed, the School Principal will issue to the
respective employee a Letter of 90-days’ Notice of Non-Renewal prior to an employee’s
contract end date.

2. The employee shall continue with the regular duties assigned until the end of the contract.
3. The School Principal will submit the Letter of 90-days’ Notice of Non-Renewal along
with the respective employee’s clearance sheet to the HRO for further processing of the

employee’s separation (See Appendix 12 for PSS Clearance Sheet).

4. The Separation NOPA is then created to reflect the employee’s non-renewal effective
date (See Appendix 11 for sample of PSS Notice of Personnel Action).
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5. Routing Process is as follows
a. HRD signs the NOPA and Clearance Sheet
b. Director of Finance signs the NOPA and Clearance Sheet
c. COE signs the NOPA
d. Clearance Sheet is sent to eRate to disable employee’s PSS email

6. HRO sends a copy of the NOPA to the Payroll Section for processing of lumpsum (if
eligible)

7. Employee is then deactivated from the TYLER ERP System

5.5 Separation and Resignation Flowchart

6. Verification of Employment (VOE)

6.1 Reference to BOE Regulation
No existing BOE Regulations for this section.

6.2 Purpose
The purpose of this section is to document the processes for employee requests for either a
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standard PSS Verification of Employment (VOE) or a VOE Request Form from various outside
institutions.

6.3 Submission of Request
1. The employee makes a request for a standard PSS VOE via e-mail or by submitting a

VOE form from an outside institution to the HRO.

a. Employees are responsible for ensuring all biodata and personal information is
completed for forms from an outside institution.

b. Employees are responsible for ensuring all forms requiring the authorization to
release information are signed prior to submission.

2. The receiving responsible personnel will review the employee VOE form to ensure all
required fields are completed by the employee.

3. The responsible personnel will stamp receive and initial the VOE form from all outside
institutions.

a. The responsible personnel will inform the employee making the request to allow
three (3) business days for processing.

6.4 Processing of VOEs
1. The VOE form will then be provided to the responsible personnel for further processing
or notified of request for a standard PSS VOE.
2. The request will be documented on the HRO internal tracking sheet.

3. The responsible personnel will retrieve the employees OPF to obtain the following
information:

o Full Name

o Employment Dates or Length of Employment

o Position Title

o Salary Information (hourly rate, monthly rate, and/or per annum rate)
o Employment Status (Full-Time/Part-Time)

4. Depending on the request, the responsible personnel will complete a standard PSS VOE
form and/or fill out the information requested from an outside institution.
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The responsible personnel will ensure the VOE form is verified and signed by the HRD
or designee.

Once verified and signed, the responsible personnel will inform the requesting employee
that the VOE form has been completed and is available for pick up or may be sent to the
employee through a PSS email address.

a. All employees making requests through a non-PSS email will be required to
answer security questions for PSS security and authentication purposes.

1. Questions include:

1. Confirming last four-digits of SSN.

2. Employee # when employed at PSS.

3. Position Title held when employed.

4. Name of last immediate supervisor when employed with PSS.
The requesting employee will be responsible to submit all completed VOE form(s) to the
respective organization that is requesting for the VOE form, unless an authorization to
release information is signed and the employee requests the form be submitted directly to
the specific institution.
Only the requesting employee or an authorized individual will be allowed to pick-up the
VOE form. Employees must submit to HRO in writing, either in person or through email,

a request to release the VOE form to the authorized individual.

a. Individuals authorized to pick up any documents must provide valid
identification.

The responsible personnel will dispose of the VOE form one (1) month after the VOE
form is processed.
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6.5 Verification of Employment Flowchart

7. Leave

7.1 Reference to BOE Regulation
Subpart C Leave

§ 60-30.2-710 Purposes of Leave

§ 60-30.2-715 Annual Leave

§ 60-30.2-720 Sick Leave

§ 60-30.2-725 Compassionate Leave

§ 60-30.2-730 Military Training Leave

§ 60-30.2-735 Administrative Leave

§ 60-30.2-740 National Holidays

§ 60-30.2-745 Court Leave

§ 60-30.2-750 Maternity/Paternity Leave

§ 60-30.2-755 Training & Education Leave
§ 60-30.2-760 Family and Medical Leave

§ 60-30.2-765 Unpaid Training and Educational Leave
§ 60-30.2-770 Leave Without Pay (LWOP)
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§ 60-30.2-775 Absent Without Leave (AWOL)
§ 60-30.2-780 Advance Annual Leave
§ 60-30.2-785 Advance Sick Leave

7.2 Purpose
The purpose of this section is to document the processes for the various types of employee leave
requests.

7.3 Annual Leave

7.3.1 Annual Leave for Non-Certified Employees
1. Non-certified employees who have been contracted with by the PSS for a period of three
(3) months or more are eligible for annual leave with pay.

2. Non-certified employees shall accrue annual leave at a rate applicable to the following:
a. Non-Certified employees with less than three (3) years of creditable PSS service,
inclusive of creditable years of service in the CNMI Government, shall accrue
annual leave at the rate of four (4) hours per pay period.

b. Non-certified employees with less than six (6), but three or more than three (3)
years of creditable PSS service, inclusive of creditable years of service in the
CNMI Government, shall accrue annual leave at the rate of six (6) hours per pay
period.

c. Non-certified employees with six (6) or more years of creditable PSS service,
inclusive of creditable years of service in the CNMI Government, shall accrue
annual leave at the rate of eight (8) hours per pay period.

3. Annual leave shall accrue in each pay period so long as the employee works or is in paid
leave status for all ten (10) weekdays of the pay period.

4. The maximum accumulation of annual leave shall be three hundred sixty (360) hours.
Any excess will be converted to sick leave at the end of each calendar year.

5. Non-Certified employees' request to use annual leave must be made in advance of the
period of time it is to be used and should be made in writing as early as possible. Annual
leave may only be used if it is approved in advance by the employee’s direct supervisor.

6. All requests for annual leave must be submitted and processed at the school/department
level.

7.3.2 Annual Leave for Certified Employees

1. Certified employees who have been contracted by the PSS for a period of three (3)
months or more are eligible for annual leave with pay.

Page 30 of 128



Certified employees shall be given five (5) days annual leave upon hire, per school year.
The maximum accumulation of annual leave shall be forty (40) hours per school year.

Certified employees' request to use annual leave must be made in advance of the period
of time it is to be used and should be made in writing as early as possible. Annual leave
may only be used if it is approved in advance by the employee’s direct supervisor.

Requests for the use of annual leave by certified employees during instructional time are
discouraged and should be made infrequently. Such requests will only be approved in
rare circumstances.

All requests for Annual Leave must be submitted and processed at the school/department
level.

7.3.3 Annual Leave Balances Upon Separation

1.

2.

Annual leave balances for Non-Certified and Certified employees may be cashed out
upon separation from the PSS.

Separation shall mean that the employee will not work for the PSS for at least six (6)
consecutive months.

a. A Non-Certified and/or Certified employee who elects to cash out the annual
leave balance must not return to the PSS until such time has elapsed or pays back
the amount that has been cashed out.

7.4 Sick Leave

7.4.1 Sick Leave for Non-Certified Employees

1.

2.

Non-certified employees who have been contracted by the PSS for a period of three (3)
months or more are eligible for sick leave with pay.

Non-certified employees shall accrue sick leave at the rate of four (4) hours per pay
period.

Whenever possible, sick leave shall be requested in advance of when it is needed, and
medical appointments shall be scheduled on an employee’s own time.

Sick leave shall accrue in each pay period only so long as the employee works or is in
paid leave status for all ten-week days of the pay period; otherwise, there shall be no

accrual for that pay period.

Sick leave shall have no cash value at any time and unused portion shall carry over from
year to year.
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6. Sick leave will be allowed if the employee is able to provide satisfactory verification of
the illness, injury, quarantine, or medical appointment for themselves or their immediate
family member(s) (See Section 7.4.3 for definition of immediate family member).

7. A physician’s statement is required for employees taking three (3) or more consecutive
days of sick leave.

8. A physician’s statement may be required by the employee’s direct supervisor in their
discretion prior to approving payment for the use of sick leave for use of less than three
(3) consecutive days.

9. All requests for sick leave must be submitted and processed at the school/department
level.

7.4.2 Sick Leave for Certified Employees
1. Certified employees who have been contracted by the PSS for a period of three (3)
months or more are eligible for sick leave with pay.

2. Certified employees will be given five (5) days of sick leave per school year.

3. Whenever possible, sick leave shall be requested in advance of when it is needed, and
medical appointments shall be scheduled on an employee’s own time. In emergency
situations, sick leave shall always be requested by the employee before 5:00 a.m. of the
day it is to be used.

4. A physician’s statement is required for employees taking three (3) or more consecutive
days of sick leave.

5. A physician’s statement may be required by the employee’s direct supervisor in their
discretion prior to approving payment for the use of sick leave for use of less than three
(3) consecutive days.

6. All requests for sick leave must be submitted and processed at the school/department
level.

7.4.3 Immediate Family Member Defined
For purposes of this section, immediate family member means a legal spouse; child, whether
natural, adopted, or a legal guardian of; or parent.

7.4.4 Sick Leave Balances Upon Separation

Sick leave balance shall be retained for a period of three (3) years after the employee separates
from the PSS. If the employee becomes re-employed during that three (3) year time period, the
sick leave balance shall be re-credited to the employee. If the employee does not again begin
employment with the PSS within three (3) years of separation the sick leave shall be lost.
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7.5 Compassionate Leave for Non-Certified and Certified Employees
1. In the case of a death of an immediate family member (See Section 7.5.1 for definition of
immediate family member), the COE may grant non-certified and/or certified employees
compassionate leave with pay for up to forty (40) hours.

2. Compassionate leave must be requested in writing in advance and may not be granted
more than two (2) times in a year.

3. All requests for compassionate leave must be submitted and processed at the
school/department level.

7.5.1 Immediate Family Member Defined
For purposes of this section, immediate family member means the employee’s father, mother,
spouse, child, brother, sister, grandmother, grandfather, mother-in-law, or father-in-law.
7.6 Military Training for Non-Certified and Certified Employees
1. Military training leave with pay may be granted to non-certified and/or certified
employees who are members of the National Guard or any reserve components of the
United States Armed Forces and are directed to training or other military activities by
proper military authority.
2. Military training leave may not exceed 120 hours in a year.

3. Administrative leave may not be used in its place or in conjunction with it.

4. Employees must submit military orders and a signed leave form to the COE for review
and approval.

5. If the employee exhausts his/her military training leave hours, then the employee may
submit a request to his/her immediate supervisor to use the remaining accrued annual
leave hours or may submit a request for leave without pay (LWOP) to the COE for
review and approval.

7.7 Administrative Leave for Non-Certified and Certified Employees

1. Administrative leave with pay may be granted under emergency conditions beyond the

control of management, such as:
a. Typhoons,
b. Civic observations of interest to the PSS,

c. PSS related examinations,

d. Travel related to PSS business,
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e. During disciplinary investigations, or
f. Other such reasonable events as the COE determines.

2. Copies of the documentation granting administrative leave must be provided by the COE
to the BOE immediately.

3. Unless specified in writing by the COE, administrative leave days shall not count towards
the 190-day contract period for certified staff, and those day will be worked at another
time.

4. Non-certified and certified employees must sign a leave form for the period
administrative leave is granted. Signed leave forms must be submitted to the employee’s

direct supervisor.

7.8 CNMI National Holidays

7.8.1 Non-certified and Certified Employees

Non-certified and certified employees shall receive holidays off with pay for CNMI National
Holidays as scheduled by PSS.

7.8.2 CNMI National Holidays Listing
1. New Year’s Day

2. Martin Luther King Jr. Day
3. President’s Day
4. Commonwealth Covenant Day
5. Good Friday
6. Memorial Day
7. Juneteenth
7.8.3 FLSA Non-Exempt
FLSA non-exempt employees shall receive double time pay if they are required to work on any
of the CNMI National Holidays listed above.
7.9 Court Leave for Non-Certified and Certified Employees

1. Non-certified and/or certified employees who are required to serve as jurors may receive
court leave with pay for the period that they do so.
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Employees must submit the court order and a signed leave form to the COE.

A request to receive court leave with pay must be approved in advance by the COE and
will be subject to the condition that all fees paid to the employee by the court for serving
as a juror must be provided to the PSS.

The COE may also approve court leave when an employee is subpoenaed to testify in a
court or administrative hearing on behalf of the PSS or the CNMI Government.

7.10 Maternity/Paternity for Non-Certified and Certified Employees

1.

Non-certified and certified employees may be granted by the COE to an employee who is
the father or mother of a newborn child or is the father or mother of a newly adopted
child.

A maximum of eighty hours (80) of paid maternity/paternity leave may be granted to an
employee in any calendar year.

Maternity/paternity leave may only be used within one (1) month of the birth or adoption
of a child.

Employees must submit the Certificate of Live Birth or Adoption Decree and a signed
leave form to the COE.

7.11 Training & Education for Non-Certified and Certified Employees

1.

Leave with pay for the purpose of job-related training and education may be granted to
non-certified and certified employees for a period not to exceed one (1) year.

The COE is charged with the responsibility of approving or disapproving such leave
requests.

The COE is granted the authority to create guidelines regarding the use and approval of
training and education leave and to establish a committee to review the applications
according to those guidelines.

7.12 Family and Medical Leave for Non-Certified and Certified Employees

1.

Non-certified and certified employees who have been employed with the PSS for at least
one (1) year and have worked for at least 1,250 hours during the preceding twelve (12)
month period are eligible for family and medical leave.

All employees, except for those who are defined by the Family and Medical Leave Act
(FMLA) as “highly compensated employees” who take family and medical leave will be
returned to the same or an equivalent position upon their return from family and medical
leave.
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3. Family and medical leave will be unpaid.

4. If family and medical leave is requested for a serious health condition (See section 7.10.1
for definition of serious health condition), the employee must first use all his or her
accrued annual and sick leave.

5. If family and medical leave is requested for any of the other purposes the employee must
first use all his or her annual leave.

7.12.1 Serious Health Condition Defined:

For the purpose of this section, the term “serious health condition” means an illness, injury,
impairment, or physical or mental condition that involves either inpatient care in a hospital,
hospice, or residential medical care facility or continuing treatment by a health care provider.

7.12.2 Leave Entitlement
1. Eligible employees who meet the applicable time of service requirements may be granted
a total of twelve (12) weeks of unpaid family and medical leave and paid sick and annual
leave combined, during any twelve (12) month period for the following reasons:

a. The birth of a child or placement of a child from adoption or foster care;

b. To bond with a child (leave must be taken within one (1) year of the child’s birth
or placement;

c. To care for the employee’s spouse, child, or parent who has a qualifying serious
health condition (See section 7.10.1 for definition of serious health condition);

d. For the employee’s own qualifying serious health condition (See section 7.10.1
for definition of serious health condition) that makes the employee unable to
perform the employee’s job;

e. For qualifying exigencies related to the foreign deployment of a military member
who is the employee's spouse, parent, child, or parent.

7.12.3 Requesting Leave
1. Employee must submit the following appropriate FMLA form(s) (See Appendix 4) to the
PSS HRO:

a. Certification of Health Care Provider for Employee’s Serious Health Condition
under the FMLA (See Appendix 4(a)).

b. Certification of Health Care Provider for Family Member’s Serious Health
Condition under the FMLA (See Appendix 4(b)).
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2. The responsible personnel will review the FMLA form for completeness and to ensure all
employee and health care provider sections are completed.

a. Employees do not have to share a medical diagnosis but must provide enough
information to the employer so it can determine if the leave qualifies for FMLA

protection.

b. Employees must inform the employers if the need for leave is for a reason for
which FMLA leave was previously taken or certified.

c. Employers can require a certification or periodic recertification supporting the
need for leave.

d. Ifthe employer determines that the certification is incomplete, it must provide a
written notice indicating what additional information is required.

3. The responsible personnel will request from the PSS Finance Department a one (1) year
leave summary based on the beginning date listed on the FMLA form submitted by the
employee. The responsible personnel will review and calculate any leave taken during a

12-month period measured backwards from any FMLA usage.

4. The responsible personnel will deduct any leave taken within the year from the twelve
(12) weeks of unpaid, job-protected leave in a 12-month period.

a. The twelve (12) weeks run concurrently with all other types of leave an employee
is entitled to, including but not limited to:

i.  Annual Leave,
ii.  Sick Leave,
1.  Advanced Annual Leave,
iv.  Advanced Sick Leave,
v.  Sick Leave Donation, and
vi.  Compensatory Time Off.
7.12.4 Employer Responsibilities
1. The responsible personnel will provide the following documentation to the employee

within fifteen (15) calendar days from the date requested, unless it is not feasible despite
the employee’s diligent, good faith efforts.
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a. Notice of Retroactive Designation of FMLA Leave (See Appendix 5).
b. Notice of Eligibility & Rights and Responsibilities (See Appendix 6).
c. Designation Notice Under the FMLA (See Appendix 7).

7.12.5 Maintain Health Benefits
1. Employees on a Leave Without Pay Status while on FMLA must pay for the employee
and employer costs to continue health care benefits.

2. Employees may make arrangements with the CNMI Secretary of Finance Office to
continue to pay shares necessary to maintain health benefits.

3. Employees who are not on a LWOP status while on FMLA will be responsible for
making payment for employee costs only.

7.13 Unpaid Training and Education Leave for Non-Certified and Certified Employees
1. Non-certified and certified employees who are either ineligible for paid training and
education leave or who wish to pursue their education on a full-time basis without
financial assistance from the PSS, may be granted a leave of absence for a period not to
exceed one (1) year.

2. Such employees shall have the right to return to a similar position as the one the
previously held, upon satisfactory completion of their leave.

3. The employee will receive no service credit for the period spent on unpaid training and
education leave.

4. The employee must submit proper documentation supporting the leave and a signed leave
form to the COE.

5. The employee must receive prior, written approval from the COE before taking such
leave.

7.14 Leave Without Pay for Non-Certified and Certified Employees
1. LWOP may be approved for employees who have used up all their annual and any other
leave and need more time away from work if it is in the best interest of the PSS.

2. The employee will receive no service credit for the period spent on the leave without pay.

3. The employee must submit proper documentation supporting the leave and a signed leave
form to the COE.
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4,

The employee must receive prior, written approval from the COE before taking such
leave.

7.15 Absent Without Leave (AWOL) for Non-Certified and Certified Employees

1.

2.

AWOL is absence from work without prior, appropriate authorization.

Employees who are absent from work without prior approval, except in instances of
serious bona fide emergencies, shall not be paid for that time and may be subject to
discipline, up to, and including possible employment termination.

Tardiness shall be charged as AWOL.

Forty (40) hours of AWOL is grounds for termination of the employee.

No submission of documents is necessary. Timekeepers are responsible for the entry of
AWOL hours.

7.16 Advance Annual Leave for Non-Certified and Certified Employees

1.

Non-certified and certified employees who have been employed by the PSS for over three
(3) years, for good reason may be granted advance annual leave of up to a maximum of
one-half (1/2) of the total earned leave credits for one (1) year from the date the
application is made.

Subsequent earning shall service to replace the amount of advance leave granted and
taken.

An employee shall not be granted advance annual leave unless they have already
exhausted all their annual leave.

Employees must submit a letter of request addressed to the COE and a signed leave form
to the HRO.

The responsible personnel will review the documents to ensure eligibility.
The responsible personnel will process:

a. A memo indicating the type of request and employment dates of the employee,
and

b. A memo requesting the Certification of Leave Balance.
The request for advance annual leave documents will be routed to the following:

a. HRD for review and approval.
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b. Finance’s Payroll Section to determine if the employee is eligible for advance
annual leave based on the certification of leave balance and the amount of leave
the employee is eligible for.

c. COE for final review and approval.

7.16.1 Advanced Annual Leave Flowchart

7.17 Advance Sick Leave for Non-Certified and Certified Employees
1. Non-certified and certified employees who have been employed by the PSS for over three
(3) month, for good reason may be granted advance sick leave of up to a maximum of
one-half (1/2) of the total earned leave credits for one (1) year from the date the
application is made.

2. Subsequent earning shall service to replace the amount of advance leave granted and
taken.

3. An employee shall not be granted advance sick leave unless they have already exhausted
all their sick leave.

4. Employees must submit a letter of request addressed to the COE, a physician’s statement,
and a signed leave form to the HRO.
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5. The responsible personnel will review the documents to ensure eligibility.
6. The responsible personnel will process:

a. A memo indicating the type of request and employment dates of the employee
and,

b. A memo requesting the Certification of Leave Balance.
7. The request for advance sick leave documents will be routed to the following:
a. HR Director for review and approval.
b. Finance’s Payroll Section to determine if the employee is eligible for advance sick
leave based on the certification of leave balance and the amount of leave the
employee is eligible for.

c. COE for final review and approval.

7.17.1 Advanced Sick Leave Flowchart

7.18 Sick Leave Donation for Non-Certified and Certified Employees
1. The PSS in not a part of the Sick Leave Bank maintained by the Civil Service
Commission and/or the Office of Personnel Management.
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2.

3.

4.

A PSS employee may donate their sick leave to another PSS employee who needs long-
term sick leave.

An employee shall not earn, accrue, or avail themselves of any Annual Leave, Sick
Leave, Administrative Leave, or any other leave while the employee is availing
themselves of donated sick leave.

Any unused donated sick leave will remain in the employee's sick leave bank until the
employee is separated from the PSS.

7.18.1 Sick Leave Donation Requirements

1.

6.

7.

Both the recipient and the donating employee must have been continuously employed by
PSS for the previous 12 months.

Recipient employee must have already exhausted all other accrued leave. This includes,
but is not limited to, annual leave, sick leave, and compensatory time off.

Recipient employee may only receive donation for use regarding their own illness or
injury, not illness or injuries of immediate family members or others (See section 7.4.3

for definition of immediate family member).

Recipient employee’s request for sick leave donations cannot extend beyond the term of
the employee’s contract.

Recipient employee cannot receive donated sick leave if the employee is on paid
disability leave or absent because of an injury or illness covered by a worker’s
compensation claim.

An employee may not use more than 480 hours of sick leave during any 365-day period.

Donating employees must retain at least 80 hours of sick leave after any donation.

7.18.2 Application Requirements

1.

The employee must submit a letter of request for sick leave donation addressed to the
COE.

The employee must submit a PSS leave form concurred by the employee’s immediate
supervisor.

The employee must submit a physician’s statement in correspondence to the request.

The PSS donating employee must submit a letter of request to donate sick leave to the
recipient indicating the amount of sick leave being donated.
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5. The employee must submit a letter accepting the donating employees request to donate.

6. The responsible personnel will then compile all documents and route through the
following for approval:

a. HRD signs the Memo for Sick Leave Donation.

b. Payroll Section certifies leave balances and signs the Memo for Sick Leave
Donation.

c. COE reviews and approves/disapproves the request for sick leave donation.

7. HRO receives the fully routed sick leave donation packet and sends a copy to the
requesting employee.

8. If approved, the employee must then forward the approval to their timekeeper to make
the necessary adjustments on their leave banks.

9. HRO will send a copy of the fully routed sick leave donation packet to the Payroll
Section for their reference.

7.18.3 Donating Sick Leave to a Non-PSS Employee
1. A non-PSS employee may receive up to 160 hours of sick leave donation from

employee(s) of the CNMI PSS.

2. The PSS employee must submit a letter requesting to donate sick leave, indicating the
following:

a. Name of the non-PSS employee,
b. The non-PSS employees’ place of employment,
c. The amount being donated, and

d. A physician’s statement from the non-PSS employee corresponding with the
request.

7.18.4 Processing Sick Leave Donation
1. The responsible personnel will compile, and review all submitted documentation for the

request and determine eligibility.

2. The responsible personnel will prepare a memo addressed to the COE indicating the type
of request with the submitted supporting documents attached.
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3. The Request to Donate Sick Leave documents will be routed to the following:
a. HRD for review and approval.

b. Finance’s Payroll Section to determine if the employee is eligible to donate sick
leave based on the certification of leave balance.

c. The COE for final review and approval. The COE shall grant or deny applications
within ten (10) working days of receiving a request. This time shall be tolled if an
applicant is gathering additional documents at the request of PSS.

4. The approved or denied request will be forwarded to the recipients.

5. Unused sick leave donation balance will return to the donating employee if the requesting
employee does not use the leave.

7.18.5 Sick Leave Donation Flowchart

8. Job Vacancy Announcement
8.1 Reference to BOE Regulation

Subpart B Recruiting and Interviewing
§ 60-30.3-102 Determination of vacancy
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§ 60-30.3-104 Initiation of recruitment process
§ 60-30.3-106 Vacancy announcement

§ 60.30.3-108 Funds certification and approval
§ 60.30.3-110 Announcement of vacancy

§ 60.30.3-112 Announcement period extension

8.2 Purpose

The purpose of this section is to document the processes for job vacancy announcements.

8.3 Receipt of Job Vacancy Request(s)
The hiring manager (i.e.: Director, Principal, Program Manager, etc.) is responsible for

submitting JVA request(s) to the HRO for further review and processing. The hiring manager
must utilize the JVA Request Form (See Appendix 8) and ensure that all designated fields are
thoroughly filled out.

8.4 Processing of Job Vacancy Request(s)
1. Upon receiving the JVA request form from the requesting office or school, the receiving
HR Personnel will log in the request on the HR’s internal electronic Examination
Announcement Logbook, which can be found on the shared drive (Z-drive), to ensure
proper tracking of all requests.

2. The responsible HR personnel will process the Public School Personnel System (PSPS)
examination request that includes the following information:

a.

b.

Position Title

Pay Level and Step

Budget salary range

Name and location of requesting office or school
Duty station

Requesting supervisor name and position title

Vice (vacated by)

Examination number

Full Time Employment (FTE) number (if applicable)

Signature line for HRD
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k. Signature line for the Director of Finance
. Signature line for COE

. Each PSPS examination announcement must always ensure proper funding certification
by the Federal Programs Officer and the Director of Finance.

The HR personnel routes the PSPS job vacancy examination for approval from the
following:

a. HRD;

b. Federal Programs Officer (if applicable);
c. Director of Finance; and

d. COE

The HR Personnel will create the individual draft announcement for the hiring
manager(s) review and final approval.

. Upon approval of the PSPS job vacancy examination, the HR Personnel will scan and
email the approved PSPS to the HR group email address for proper documentation of
request.

The HR Personnel will create the draft master listing and individual JVA to be published
on the designated weekday (every JVA, if approved, is announced on each Friday of the
week, unless otherwise deemed urgent by the COE). Each individual JVA is announced
for a period of 15 days (inclusive of weekends and holidays), unless a waiver of the
announcement period has been approved by the COE.

The HR Personnel will create the broadcast email for all PSS employees with the
following attachments:

a. Master listing;
b. Individual JVAs; and
c. The proper applications.
The HR Personnel must ensure the broadcasted email of the JVAs are sent to the third-

party website contractors (currently Guam Webz) to ensure that the requested JVAs are
published for the public's review.
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8.5 Job Vacancy Announcement Flowchart

9. Records Management

9.1 Reference to BOE Regulation

Part 900 Records and Reports

Subpart A Records

§ 60-30.1-901 Purpose

§ 60-30.1-905 Policy

§ 60-30.1-910 Records Required

§ 60-30.1-915 Disposition of Records

§ 60-30.1-920 Access to Official Personnel Folder
§ 60-30.1-925 Information Available to the Public
§ 60-30.1-930 Information May Be Provided

§ 60-30.1-935 Confidentiality of Personnel Files

§ 60-30.2-316 Confidentiality of Medical Reports
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9.2 Purpose
The purpose of this section is to document the processes of Records Management and
Disposition for all personnel records of active or previously employed.

PSS employee OPFs can contain highly confidential information. As such, the ability to review
these files must be tightly controlled. For this reason, the following procedures, in accordance
with § 60-30.1-935 Confidentiality of Personnel Files, must be complied with in full before a
PSS employee’s OPF may be reviewed by any PSS employee, BOE member, or outside party.

9.3 Procedure

The Personnel Specialist(s) in charge shall develop and maintain a filing system of personnel
records in compliance with the BOE records and reports regulations. All records must be
scanned and filed timely. PSS employee(s) or authorized personnel may have access to his/her
OPF at any time as requested, except for investigation reports.

9.3.1 Security of Personnel Files

Only persons authorized by this SOP and BOE policies to have free access to OPFs shall be
allowed in the personnel office. The HRD or his/her designee shall ensure that OPFs are secured
in lockable file cabinets and are locked up all times. Only the HRD and/or his/her designee and
the COE shall retain keys to these file cabinets.

9.3.2 PSS Personnel Exempt from These Requirements

The COE, individuals assigned to the HRO and given prior written authorization by the COE,
and legal counsel are exempt from the requirements of this section and are given free access to
OPFs, limited by relevant laws, rules, and regulations. Employees have a right to review their
own OPF, absent information regarding previous reviews by PSS personnel, internal

investigations, security checks, and privileged information. They must, however, file a form and
receive authorization pursuant to existing regulations from the COE.

9.4 Active Employee Personnel Records
For each active employee file, the following personnel records shall be maintained in a locked
storage:

1. Employment Contract

2. NOPA

3. Letter of Intent to Hire

4. Letter of Recommendation

5. Application Assessment Form (See Appendix 1).

6. Employment Application (See Appendix 9).
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7. Verification of Employment or Service Computation
8. JVA and Position Description
9. Resume
10. Transcripts
11. Diploma
12. GGHI Form, if any (See Appendix 3(f)).
13. GGLI Form, if any (See Appendix 3(f)).
14. New Hire Packet (See Appendix 3)
a. Employee Information Sheet (See Appendix 3(a))
b. PSS Pre-Employment Checklist Form (See Appendix 3(b))
c. Confidentiality Agreement (See Appendix 3(g)).
d. Employee Internet Acceptable Use Agreement (See Appendix 3(h))

e. Outside Employment/Business/Volunteer Activities Disclosure & Authorization
Form (See Appendix 3(i))

f. USCIS Form I-9 (See Appendix 3(c))
g. Health Insurance (See Appendix 3(f))
h. Life Insurance (See Appendix 3(f))
i. 401(a) Plan (See Appendix 3(j))
15. Certification
a. BOE Certification
b. National Certification
c. Technical Certification

d. FERPA Certification
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e. Copies of certifications obtained may be filed in employee personnel records
16. Performance Evaluation
17. Formal Letter of Reprimand (if any)
18. Medical Clearance (See Appendix 3(k)).

a. Medical Examination Records shall be maintained in a separate file from the
OPF.

19. Police Clearance
20. Miscellaneous supporting documents submitted by employee’s supervisor.
a. Grievance
b. Records of Investigation and Inquiry
c. Recommendation Letters
d. Memorandums
9.5 Inactive Employee Personnel Records

1. Upon separation of an employee, the personnel records shall be closed and moved to a
locked storage.

2. Prior to sending the file to storage, all temporary material filed on the left side of the
folder shall be removed and either given to the employee or destroyed. Medical records
and investigation file material shall be placed in the OPF so that the record is accurate
and complete.

3. Ifan employee is separated but is expected to return to the PSS within a specified time,
not to exceed one (1) year, the records may be held in suspense rather than be treated as a

former employee.

9.6 Information Available to the Public
1. Names

2. Present and Past Position Titles
3. Qrades

4. Salaries
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5. Duty Station

9.7 Application for Review Form

A standard application for review form must be completed in full and submitted to the COE for
review as to the appropriateness of the rationale for review and legal ability of that person or
entity to review the file(s) (See 9.8 Request for Access to Information for further details). This
form shall be periodically updated by the COE, with the advice of legal counsel.

9.8 Request for Access to Information
1. A third-party individual may be authorized to review personnel records by completing
and submitting to HRO the Request to Review/Copy Personnel Record form, also known
as the “Application to Request to Copy Personnel File Document” (See Appendix 10).

2. Upon the submission of the Request to Review/Copy Personnel Record form, the
Personnel Specialist in charge will forward the request to the COE for review and
approval.

3. The COE Office will forward the approved document back to HRO for further action.

4. The Personnel Specialist in charge will inform the third-party individual of the approval
or denial of their request.

5. Ifapproved, a copy of the requested record will be prepared and provided to the
requesting third-party. The documents may be emailed or may be picked up in person.

6. The third-party individual may authorize another individual to pick up the requested
record; however, authorization must be provided to HRO, and the authorized individual
will be asked by HRO to provide proof of identification before the documents are
released.

9.9 Commissioner’s Response

The COE, with the advice of legal counsel, shall, within three (3) working days of

receiving the request form, either grant or deny the request for information, request that more
information be provided by the applicant or allow the request for information in part. This
granting, request for information, denial or partial denial shall be noted on the application form
and the complete form must be placed in the employee’s OPF.

9.10 Board of Education Appeal of Commissioner’s Decision
If the COE denies or partially denies a BOE member’s request to review an OPF, the BOE
member may appeal the decision to the full BOE at the next meeting.

9.11 Punishment

Any PSS employee found to have reviewed a PSS OPF without complying with this
section shall be subject to adverse action. Any PSS employee found to have contributed to
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improper review of a PSS OPF may be subject to adverse action. Any BOE member found to
have improperly reviewed an OPF or contributed to the improper review of an OPF shall be
reported in executive session at the next BOE meeting and the BOE shall take action.
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Appendix 1: Sample Evaluation and Assessment Form
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Appendix 2: Compensation Schedule
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Appendix 3: New Hire Packet Forms
Appendix 3(a): Employee Information Sheet
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Appendix 3(b): Pre-Employment Checklist Form
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Appendix 3(c): USCIS Form I-9 — Employment Eligibility Verification
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Appendix 3(d): Allotment Authorization Form
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Appendix 3(e): W-4 Form
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Appendix 3(f): GGHI/GGLI Enrollment Form — Enrollment in Government Group
Health and Life Insurance
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CNMI GOVERNMENT GROUP LIFE INSURANCE ENROLLMENT FORM

] Re-Enroliment ] New Enrollee ] Change [ Termination

Last Name First Name Middle Name
Mailing Address Date of Birth
Marital Status
[ Married/Common-Law O Single
Government Department Empiloyment Date Social Security Number Phone Number
Employment Status

[ Active; 20 or more hours per week [ Retiree Name of employer retired from:

Are you presently on leave of absence from work due to sickness, injury, medical treatment, or unpaid leave of absence for personal reasons?
D Yes [ No If yes, identify the leave and state the reason(s):

INDIVIUDAL’S TERM LIFE INSURANCE Avallable to Active Employees and Retirees
] 1 want Individual’s Term Life Insurance

OPTIONAL DEPENDENT'S TERM LIFE INSURANCE Available to Active Employees Only
[ 1 elect Dependent’s Term Life Insurance Option: J1 02 03 O4

Option 4 only: Complete the following for each parent/parent in-law to be covered. Evidence of insurability is required.
Name (last, first, micddle) Relationship Name (last, first, middle) Relatiorship

Complete the following for all other non-parent Dependents to be covered.
Name (last, fiest, midcie) Date of Birth Socisl Security Number Relationship

The Employee is the beneficiary of Dependent Life Insurance benefits.
1 | WAIVE the optional Dependent’s Term Life Insurance coverage. | understand that | will have NO Dependent’s Term Life Insurance
coverage, and if | apply at a later date, | will be required to furnish evidence of insurability.

BENEFICIARIES The total of the Percentage column must equal 100%, or check here [ for equal shares.
Legsl Name (last, first, middie) Refationship Age or Date of 8irth Percentage

RIE IR IR R (R

CIMinor Beneficiary Form completed

INSURANCE AUTHORIZATION

By signing below, | declare that the above statements and answers are complete and true to the best of my knowledge and belief. |
understand that if | apply for coverage more than 61 days from my Employment Date, | will be reguired to furnish evidence of insurabifity
for all individuals for whom coverage is requested. | also understand that regardless of when enroliment occurs, the addition of new parent(s)
always requires completion of evidence of insurability. Coverage Is not effective until approved by Individual Assurance Company. | authorize
my employer to deduct from my earnings the required cost of the coverage(s) | have elected above.

__Signature: Date:
FOR EMPLOYER USE ONLY
Annual Salary: § Basic Life Coverage: $ Premium Deduction: § Process Date:

Underwritten by Individual Assurance Company, Life, Health & Accident, 3200 E. Memorial Road, Suite 100, Edmond, OK 73013
IAC 1000EF(MPY2014)

Page 71 of 128



Page 72 of 128



Page 73 of 128



COMMONWEALTH OF THE NORTHERN MARIANA ISLANDS
GROUP LIFE INSURANCE PROGRAM SUMMARY

Effective February 1, 2015

Please read this summary carefully as changes have been made to the Group Life Program.

Covered Employers |

IAC Group is pleased to provide Group Life Insurance Benefits for the employees and retirees of the following
participating CNMI Covered Employers:

» CNMI Executives: o Commonwealth Ports Authority (CPA)
= Commonweallh Healthcare Corporation (CHC)  Commonwealth Utilities Corp. (CUC)
¢ Executive, Legisiative & Judicial Branches, Mayors & * Marianas Public Land Trust (MPLT)

Municipalities, Beards & Commissions
o Tinian Casino Gaming Centrol Commission (TCGCC)
o Tinian Municipal Treasurer/Tinian Mayor’s Office

Marianas Visitor's Bureau (MVA)
Northern Marianas College (NMC)
Northern Marianas Housing Corperation (NMHC)

CN(L ":‘;';Tt’:'gl Prior Service Trust Fund (PSTF)
> S Public School S P
« CNMI Retirement Fund Staff (NMIRF) g o)
« Commonwealth Development Authority (CDA)
+ Commonwealth Gov't Empicyees’ Credit Union (CGECU)
Basic Benefits |

Individual's Term Life Insurance
Rate is $0.62 per $1,000 Bi-Weekly or $0.67 per $1,000 Semi-Monthly. The Government pays 50% of the premium
cost.

Active Emplovees
The Individual's Term Life Insurance benefit is 1.8 X Base Annual Salary, rounded up to the next $1,000; with a
maximum coverage amount of $90,000 and a minimum coverage amount of $5,000,

Retirees
The Individual's Term Life Insurance benefit is 1.8 X the Current (Reduced) Annual Pension rounded up to the next
$1,000; with a maximum coverage amount of $30,000 and a minimum coverage amount of $5,000.

Coverage for both Active Employees and Retirees is subject to reduction under certain circumstances. See the
Group Policy for details on reduction,

Accidental Death & Dismemberment (Active Employees only)
This benefit is included at no additional premium charge to Active Employees who are less than age 70, Itis payable
in addition to the Individual's Term Life Insurance benefit.

A. For Loss of Life: 1 X Individual's Term Life Insurance Benefit

B. For Dismembermant:
Loss of Hands or Feet 1 X Individual's Term Life Insurance Benefit
Loss of Sight of Both Eyes 1 X Individual's Term Life Insurance Benefit
Loss of One Hand and Sight of One Eye 1 X Individual's Term Life Insurance Benefit
Loss of One Hand and One Foot 1 X Individual's Term Life Insurance Benefit
Loss of One Foot and Sight of One Eye 1 X Individual's Term Life Insurance Benefit
Loss of Hand or One Foot 1/2 X Individual's Term Life Insurance Benefit
Loss of Sight of One Eye 1/2 X Individual's Term Life Insurance Benefit

Living Benefit (Active Employees and Retirees)

This benefit is inciuded at no additional premium charge. It provides advance payment of up to 75% of the
Individual's Term Life Insurance benefit (up to @ maximum of $67,500) after receiving proper medical documentation
that the Active Employee or Retiree has been diagnosed by a doctor as having a terminal iliness that will result in
his/ner death in less than 12 months from the date of the diagnosis. The balance of the Individual's Term Life
Insurance benefit will be paid to the beneficiary upon the insured’s death.

IAC 1000PS{MP)(Rev. 5/15/2015) Page 10of 2
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Appendix 3(g): Confidentiality Agreement Form
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Appendix 3(h): Internet Usage Employee Account Agreement Form
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Appendix 3(i): Outside Employment/Business/Volunteer Activities Disclosure &
Authorization Form

Page 79 of 128



Page 80 of 128



Appendix 3(j): ASC Trust Enrollment Form

Page 81 of 128



Page 82 of 128



Page 83 of 128



Page 84 of 128



Appendix 3(k): PSS/BOE Physician’s Medical Examination Verification Form
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Appendix 4: Family Medical Leave Act Form(s)

Appendix 4(a): Certification of Health Care Provider for Employee’s Serious Health
Condition under the FMLA
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Appendix 4(b): Certification of Health Care Provider for Family Member’s Serious
Health Condition under the FMLA
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Appendix 5: Notice of Retroactive Designation of FMLA
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Appendix 6: FMLA Notice of Eligibility & Rights and Responsibilities
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Appendix 7: Designation Notice Under the FMLA
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Appendix 8: Job Vacancy Announcement Request Form

Date
To : , Commissioner of Education
Approve/Disapprove
From : School or Program Supervisors Position Title & Location
Subject: Request for Job Vacancy Announcement for (insert position title)
This serves as an official request for your approval to announce the position(s)
at _(Insert school/program location) for/during school year {insert
school year).
Position Title Vacated By: (Vice) Funding Source Effective Date
(Local or Federal)

{ Employee Name) (resigned, completed contract, was
issues 90 days Notice of Non-Renewal, Retired or Terminated) from (his/her)
position. It is critical/necessary that the _(position title) position is announced and
filled. That will ensure student learning/school operations is not disrupted.

Your consideration and approval to this request is greatly appreciated.
Should you have any gquestions, you can reach me at (670) - or via email at

Sincerely,

School/ Program Supervisor Name

Cc: HRO
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Appendix 9: Employment Application and Checklist
Appendix 9(a): Certified Employment Application
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Appendix 9(b): Non-Certified Employment Application

Page 114 of 128



Page 115 of 128



Page 116 of 128



Page 117 of 128



Page 118 of 128



Page 119 of 128



Page 120 of 128



Page 121 of 128



Page 122 of 128



Page 123 of 128



Page 124 of 128



Page 125 of 128



Appendix 10: Application to Request to Copy Personnel File Document
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Appendix 11: Sample Separation/Resignation NOPA

COMMONWEALTH OF THE NORTHERM MARIAMA ISLANDS
PUBLIC 5CHOOL 5YSTEM
P.0. BOX 501370 CK, SAIPAN, MP 96950

NOTIFICATION OF PERSONMNEL ACTION

b Certified APPOINTMENT
2 Mr. [ ] Mrs_ | ] Miss b. Citizenship c. Birth Date d. Service Comp Date
SAMPLE, JUST A cQ 01/01/2000
Mame (CAPS) Last, First, Middle Maornith/Day/Year
. Social Security NMumber: f. Group Life Insurance 2. Heslth Insurance
555-55-5555 Covered Waived
h. Mature of Action: i. Effective Date:
. . g/12/z2024
Resignation Month/Day/Year
j. From: k. Pay Level/Step: I Salary: 522.155
Classroom Teacher Ungr/0 Bi-Weekhy: 51,772.40
Per Annum: 545,082.28
Paosition Tithe and Mumber:
2031
m. Mame and Location of Employing Office: n. Duty Station:
Eaipan Southern High School Szipan
o. Ta: p. Pay Level/Step: q. 3alary: 5
! Bi-Weekhy: 3
Per Annum: 5
Position Title and Number:
r- Name and Location of Employing Office: =. Duty Station:
t. Leawve Accrual Eligibility:
Annual: | XX Sick:
Mo of Hours Per : | 40 Mo of Hours Per: | 40
u. Account Chargeable: | w. Bubjectto: CHNMI Income Tax: CHMI Retirement Clazs |
Social Security: CHMKI Retirement Class

w:Remarks:
Eligitile for lumpsum payment of ol unused annual legve. Sick leave balonce will be kept in employes’s leave record for o period of three

(3] wears effective from the dote of resignation/seperation. Last payout will not be processed until the employee is cleared from the CNMI
Fublic School System as indicated an clearance sheet. Employee eligible for Premium Pay or Diffrentials per P55 Rules and Reguliotions T-

S0-30. 1-448.
Acknowledged by Diate:
[Signature] Lucretia B. Deleon Guerrero Date:
Human Resources Director
[Signatura) Arlens Lizama Date:
Finamce Director
[Signature] Lawrence F. Camacha, Ed.D Date:

Commissioner of Education
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