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ISSUED
Procurement
102
Purchase Procedures







July, 2007
of Materials

Appendices:
A
DPA Form & Completion Instructions
and Services



B
Delegated Authority 
C
DPA Numbering

D
Direct Purchase Bidders Form

E
Purchasing Card (P-Card) Information


103
Hotel, Meeting Space & Food Contracts for NDE Conferences and Training
              December, 2012



Appendices:
A
Budget/Notice Form





B
Checklist for Hotel Contracts





C
NDE Hotel Contract Addendum Form


105
Leases and Rental Agreements






March, 2010


Appendices:
A
External Leasing Manual





B
Leasing Requisition Form





C
Space Requirement Worksheet





D
Specification Questionnaire





E
Lease/Space Allocation Agreement (Sample Document M in






  External Leasing Manual)

109
Endowment Board Contracts





           February, 2012
Appendices:
A
Routing Form 

B
Contract 

C
Procurement Document 

D
EEIC Form 

E
Conflict of Interest Questionnaire 

F
Authorization for Contract Payment Form 

G
Amendment Form 
H    Worksheet (Optional)

110
Contracts








              April, 2015
Appendices:
A
Routing Form 

B
Contract 

C
Procurement Document 

D
EEIC Form 

E
Conflict of Interest Questionnaire 

F
Authorization for Contract Payment Form 

G
Amendment Form 
H    Worksheet (Optional)

I
Nebraska New Hire Reporting Form

Tracking Report 

111
Letter Contracts







            March, 2010
Appendices:
A
Letter Contract Template 

B.1
Example Letter Contract with an Independent Contractor 

B.2
Example Letter Contract with an Independent Contractor 

C
Example Letter Contract Establishing an Employer/Employee Relationship having a FLSA Exempt Status and Reimbursement of Expenses
D
Example Letter Contract Establishing an Employer/Employee Relationship having a FLSA Exempt Status.
E
Example Letter Contract Establishing an Employer/Employee Relationship having a FLSA Non-exempt Status (Earns overtime pay)
Travel &
112
Acquisition of Interpreter Services





           January, 2014
Employee/

Committee
113
Standard Protest/Grievance Procedures






January, 2002
Reimbursement 


114
Agreements Not Covered by Other Administrative Memorandums

                        December, 2010


Appendix A

Routing Form


201
Employee Travel






         September, 2015


Appendices:
A
Travel Itinerary 




B
Out-of-State Travel Request/Waiver Form




C
Request for Travel by Air 


D
Monthly Commuting Report 

E
State Vehicle Waiver Form


202
Department-Sponsored Conferences/Trainings



      December, 2009

203
Advisory Committees





            March, 2011


Appendix A

Committee Listing Form 

204
Volunteer/Provider Expenses






            March, 2011

205
Employee Expense Reimbursement





     September, 2015


Appendices: 
A
Document Manual 




B
Definitions for Expenses


C
Direct Billing


D
Mileage Reimbursement Examples 
Inventory,
302
Surplus Property







        February, 2014
and Property

Appendix A

NDE Surplus Property Turn-In Form & Instructions





Management


303
Department Fixed Asset Inventory





        February, 2014
Appendix A

Fixed Asset Inventory Reporting Form & Instructions
304
Lost or Stolen State Property

        February, 2014
Finance
401
Approving/Signing Financial Transaction Documents

            March, 2010
   402
Grants and Contracts Providing Funding to the Department

      
April, 2014


Appendices:
A
Sample language for Board agenda and support materials 
B
Contract Routing/Approval Form
405
Department Issued Grants


           August, 2013
Appendices:
A
General Assurances and Certifications 

B
Grant Award Notice (GAN) 
406
Complaint and Appeal Procedures Applicable to Certain Federal Program Grants
              April, 2014

Appendix A

Complaint Procedures for Federal Programs

407
State Plan Hearings



         February, 2010
Employment,
501
Filling Vacant Positions


      November, 2014
Volunteers/



Interns,
502 
Scheduling Work Hours


           January, 2014
Employee

Appendix A

Schedule Change Request
Programs

 
503 Volunteers and Unpaid Interns

           August, 2010
Appendix A     Volunteer/Unpaid Intern Form



504
Temporary Employees 


            March, 2010

505
Reporting Unlawful Discrimination (Including Harassment)

            March, 2011

507
Emergency Building Evacuation, Security, and Safety
July, 2012


Appendices:
A    NDE Quadrant Captains & Alternates





B    NDE NSOB Emergency Procedures



508
Employee Recognition

December, 2011


Appendices:
A
Employee and Supervisor/Manager-of-the-Year Guidelines





B
Employee-of-the-Year Nomination form





C
Supervisor/Manager-of-the-Year Nomination Form





D
Employee Recognition Budget

509  
Telecommuting




     November, 2010


Appendix A

NDE Telecommuting Request form


Appendix B

NDE Telecommuting Agreement

510
Employee Involvement with Professional Organizations and Private Entities
             April, 2014

Appendix A

Questions

511
Professional Development Policies & Procedures

      November, 2011
Legal
603
NDE Open Public Meeting






      September, 2012
604
Public Notice Guidelines






         February, 2011
605
Request for Legal Opinions






       September, 2013

606
Public Access to Records and Reproduction Costs



           October, 2013

607
Development of Department Rules and Regulations



       December, 2015
Appendices:
A
Template for Writing New Rule
B
Rule Development Routing Sheet 

C
Nebraska Department of Education Rulemaking Checklist 

D
Fiscal Impact Statement


610
Reporting Fraud, Waste or Violations of Law





August, 2005

Data
701
Standards for Use of Computer Equipment and Software Outside of the Office

August, 2010
Management

Appendix A

Computer Equipment/Software Checkout Form 
702
Core Computer Network






August, 2010
703
Desktop and Laptop Computer Hardware and Operating Systems



August, 2010
704
Software Acquisition and Installation





          February, 2014
        

     
Data 
705
Appeal Policies and Procedure for Exceptions to Desktop, Laptop and Mobile 
           February, 2014

Management

Computing Device Hardware, Operating System, and Software Policies







706
Data Quality



                     


           February, 2013

707
Data Security







           February, 2014
708
Computer Equipment, Internet Access, Electronic Mail and Portable Electronic                      January, 2011


    Communication Device Acceptable Use





 

Appendix A

Password Guidelines

Appendix B

Frequently Asked Questions (FAQ’s)


709
Data Collections Approval Process

           February, 2013

Appendix A

Data Collection Approval Form


Appendix B

Survey Request Form


710
Records Retention




    April, 2015

711
Student and Staff Data Privacy and Confidentiality


October, 2011



Appendix A

NDE Data Access Request Form

Appendix B

NDE System Access Request Form

712
Litigation Holds/Prevention of Records Destruction

            October, 2012
713
Social Media



            

      June, 2014
Board,
   801
Legislative, Media, and Citizen Inquiries and Contacts 

             January, 2010
Committees, &

Public
802
Board Materials Preparation 

        November, 2009
Relations

803
Sensitive Issues 


        September, 2013
804
Filling Advisory Committee Vacancies 

        September, 2013
Appendix A
Application for Membership 
