NEVADA DIVISION OF STATE PARKS

COOPERATIVE AGREEMENT/INTERLOCAL CONTRACT GUIDE
	This is a guide to correctly complete a cooperative or interlocal packet.  For questions, contact the Agency Contract Manager.  Also follow guidelines in S.A.M. 0300, Coop. Agreements & Interlocal Contracts.

	

	COVER MEMO

	To: Regional Manager, Administrative Services Officer, Administrator, Deputy Attorney General, Budget Analyst (where applicable).

	Summarize the reason for the agreement or contract and each agency’s part in the agreement/contract.

	

	CONTRACT SUMMARY (S.A.M. 0344.0) 
This document must be able to stand alone as the Board of Examiners (B.O.E.) only reference to approve the agreement/contract.  To access the online forms, go to our home page at http://parks.nv.gov/.  Click on “office forms” on the menu to the left or ask the Agency Contract Manager for a copy.

	Description of Agreement/Contract
#1 Agency Name is “State Parks.”

Agency Code is “704.”

Appropriation Unit is the budget account and category numbers for all funding sources (ie.4162/04) 
Is budget authority available? - this means are the funds for this agreement/contract in your budget or appreciated?
Vendor Number – most state, county and city agencies are already set up, if not, they must complete the “Vendor Registration” form and your regional accounting assistant can assist with this.

CDB# - for Agency Contract Manager use only.
State all Fiscal Years this agreement/contract will cover.

Funding Sources- do not use category numbers or G/L numbers.

	#2 Contract Start Date - either check “Yes” for B.O.E. approval or enter the date the agreement/contract will be effective. Make sure these dates agree with the agreement/contract date.

If the agreement/contract’s effective date is retroactive, an explanation must be given in the cover memo.
If the agreement/contract goes before the BOE, enter the date of the next meeting.

	#4a Type of Contract – check interlocal contract or cooperative agreement.

#4b Contract Description – i.e. law enforcement services, weed abatement, etc.

	#5 Purpose of Contract - summarize what the other agency is providing or accomplishing.

	#6a Must give the maximum estimated amount of the contract.
Payment of the contract can be answered in one of the next two sentences.  NOTE: Cooperative agreements have no section to reference payment, so enter “N/A.”

	#6b This is only filled out if this is an amendment to the agreement/contract.  Leave no blanks; put “N/A” if necessary.

	Justification

#7 Explain why this agreement/contract was done.

	#8 Explain why State employees are not able to do this work.

	#9 Check both answers as “No.”  If an amendment, check “No.”
#9a Enter “N/A.”

#9b Leave blank.

#9c Enter “Cooperative Agreement” or “Intrastate/Interlocal Contract”

#9d Enter “N/A.”

	#10 If “yes” the agreement/contract needs DoIT approval.

	Other Information
#11 If “yes” checked - further information is needed.

	#12 If “yes” is checked - further information needed.

Ask the agency if they have done any work for the State before and when or ask the Agency Contract Manager to check the contract database for this information.

	#13 Put “N/A” if the contract is under $25,000.

If the contract is over $25,000, then contact the Deputy Attorney General for further information.

	#14 To be signed by the Agency Field Contract Monitor, who will see the agreement/contract fulfilled.

	#15 To be signed by the Agency Contract Manager at division.

	#16 To be signed by the Agency Head.

	#17 To be filled out by the preparer.


	COOPERATIVE AGREEMENT, INTRASTATE/INTERLOCAL CONTRACT

	Title
Fill in the name, address, phone and fax number of the park, region or division.

Fill in the name, address phone, and fax number of the other agency, organization; reference NRS’s, which authorize the contracting parties to enter into a cooperative or interlocal contract.

In interlocal contracts, enter the name of each agency in the second paragraph after the title.

	#3 Contract Term (S.A.M 0340.0, Effective Dates)
Either enter “B.O.E. Approval” to termination date or enter the start date to termination date – this must agree with #2 in the contract summary.

	#4 Enter the number of days an agency must notify the other agency before this agreement/contract can be terminated.

	#6 Incorporated Documents
Attach the Scope of Cooperative Action/Work which details the arrangements of the agreement/contract.
Specific provisions or requirements applicable to each party (separate section for each party), including but not limited, to the following items (as applicable):

1.
Description of area involved (i.e. park, building, floor area, etc.), be as specific as possible.

2.
Expenses to be born by each party in exchange for goods or services rendered; are the terms reasonably equitable?

3.
Utility and equipment expenses allocation including power, telephone, water, sewer, heat and/or AC, copiers and other shared office equipment, vehicles, fuel, custodial services, building and/or equipment maintenance, etc.

4.
Parking areas and storage description.

5.
Sign restrictions.

6.
Insurance and liability responsibilities and requirements (especially important when dealing with parties other than state agencies).

7.
Accounting procedures for reimbursement of labor and/or equipment time, materials expenditures, billings, and time limits for reimbursement.

Mutual Provisions
1.
Security requirements and responsibilities.

2.
Requirements for changes and modifications to building and grounds.

3.
On-site or local representative of each party to the agreement by position or title.

4.
Statement that the signed, written agreement comprises the agreement in its entirety; if there are other considerations or attachments, they should each be referenced by exact title or description.

5.
Provision for modification of agreement by mutual consent.

6.
Provisions for handling complaints or infractions.

7.
Date agreement goes into effect and period it will remain in effect.

	#7 Consideration
Only the interlocal contracts have this section.  The entered information should agree with #6a or b on the contract summary.

	Signatures

Signatures are required from the other agency head, park supervisor, regional manager, administrative services officer, administrator, deputy attorney general and, if funding is over $1,999.00, the BOE. 

	

	AGREEMENT/INTERLOCAL PACKET- Order of Paperwork:

	1. Cover Memo – Use letterhead.

2. Contract Summary – Proofread, as this is the only portion of the contract the B.O.E. reviews for approval.

3. Agreement/Interlocal – Must have four original signature pages.
4. Scope of Cooperative Action/Work.
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