Authorization to Contract with a Current Employee
	Employee Name:
	

	Employee ID number:
	

	Job Title:
	

	Current Agency:
	

	Current class and grade:
	

	Employment Dates:
	

	Contracting Agency:
	


	Please check which of the following applies:
· Contract is with a current State employee (contractor) or a temporary employment agency providing a current employee. Please complete steps a-l below. 
· Contract is with an entity (contractor) other than a temporary employment agency that employs a current State employee who will be performing any or all of the contracted services. Please complete all steps except f-h below.  

	

	a. Summarize scope of contract work.
	

	b. Document the employee’s current job description.
	

	c. Explain how this differs from current State duties.  
	

	d. Explain why existing State employees within your agency cannot perform this function.
	

	e. Document if the individual overseeing or establishing the contract is related to the contractor – if so; explain relationship and why this would not violate NAC 284.750. 
	

	

	f. List contractor’s hourly rate.
	

	g. List the range of comparable State employee rates.
	

	h. Justify contract rate if it exceeds the maximum employee/employer rate paid for a comparable State position by more than 10 percent.
	

	

	i. Identify the date and time the contract work will be performed.
	

	j. Identify the State employee’s work schedule.
	

	k. Document the controls that will be in place to ensure contract work will not occur during State work or sick time.
	

	

	l. Document the justification for hiring contractor.
	

	


Comments: 

____________________ 
	

	Contracting Agency Head’s Signature and Date

	

	Current Employee’s Agency Head’s Signature and Date

	

	Budget Analyst

	Clerk of the Board of Examiners
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