
 

 

CHAVES COUNTY BOARD OF COMMISSIONERS 
REGULAR MEETING AGENDA 
February 15, 2024 – 9:00 a.m. 

Chaves County Administrative Center – Joseph R. Skeen Building 
Commission Chambers - #1 St. Mary’s Place 

 
CALL TO ORDER 

PLEDGE OF ALLEGIANCE 

DETERMINATION OF QUORUM 

APPROVAL OF MINUTES 

PROCLAMATION    

PRESENTATION   Jaramillo Accounting Group, JAG. 
 
AGENDA ITEMS 
 

A. AGREEMENTS AND RESOLUTIONS 
 

1. Resolution R-24-004 Supporting Luna County in their Opposition to the 
Designation of the Mimbres Peaks National Monument. 

 
2. Resolution R-24-005 Acceptance and Approval FY 23 Audit 

 
3. Resolution R-24-006 Approval of DWI Grant & Distribution Application for 

FY 25. 
 

4. Resolution R-24-007 Amendment to the Chaves County Land Council 
 

5. Resolution R-24-008 Request to approve resolution R-24-008 which is 
Revision 20 of the Chaves County Purchasing Policy. 

 
B. ORDINANCE  

 
6. Permission to advertise a Notice of Public Hearing for the Chaves County 

Public Nuisance Abatement Ordinance No. O-115.  
 

C. OTHER BUSINESS 
 

7. 2024 Chaves County Road Hearing Applications and Appointments of 
Freeholders.  

 
8. Out-of-State Travel – Western States Sheriff Conference – Lieutenants 

 



 

 

9. Update – Charles Noriega’s appeal to Resolution R-23-054 Condemnation 
Resolution of 6217 Devonian Street.  

 
10. Update – James Gibson’s appeal to Resolution R-23-051 Condemnation 

Resolution of 304 Ryan Street.  
 

 
APPROVAL OF CHECKS 
 
APPROVAL OF REPORTS 
 
UNSCHEDULED COMMUNICATIONS ARE LIMITED TO THREE MINUTES PER 
VISITOR AND NOT TO EXCEED 15 MINUTES NO FORMAL ACTION IS TAKEN BY 
THE COMMISSION 
 

• COUNTY MANAGER’S COMMUNICATIONS 

• COMMISSIONER’S COMMUNICATIONS 

• SIGNATURE OF DOCUMENTS 

• ADJOURNMENT 
 
If you are an individual with a disability who needs a reader, qualified sign language interpreter, or any form of auxiliary aid or 
service to attend or participate in the hearing meeting, please contact the County Commissioner’s office at 575-624-6600.  This 
should be done at least one week before the meeting.  Public documents, including the agenda and minutes, can be provided 
in various accessible formats.  Please contact the County Commissioner’s office if a summary or other type of accessible 
format is needed. 



AGENDA ITEM:                                             Resolution R-24-004 Supporting  

 Luna County in their Opposition to 

 the Designation of the Mimbres 

 Peaks National Monument 

 

  

        

MEETING DATE:  February 15, 2024     

 

 

STAFF SUMMARY REPORT 

______________________________________________________________________________ 

 

ACTION REQUESTED BY: Bill Williams, County Manager    

  

ACTION REQUESTED:                 Approve Resolution   

______________________________________________________________________________ 

 

 

ITEM SUMMARY: 

 

This resolution supports Luna County in their opposition to the designation of approximately 

245,000 acres of land in the Florida, Cooke's Peak, Good Sight, and Tres Hermanas mountains 

situated within Luna County, New Mexico.  

 

 

Staff recommends approval. 

 

  

 

_____________________________________________________________________________ 

 

SUPPORT DOCUMENTS:  Resolution R-24-004 

____________________________________________________________________________ 

 

SUMMARY BY: William B. Williams  

 

TITLE:  County Manager  
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R-24-004 Supporting Luna County in Opposition to Mimbres Peaks National Monument  
 

RESOLUTION R-24-004 
 

A RESOLUTION SUPPORTING LUNA COUNTY IN THEIR OPPOSITION TO THE 

DESIGNATION OF THE MIMBRES PEAKS NATIONAL MONUMENT 

 
WHEREAS, a private special interest group has put forward a proposal to establish the 

Mimbres Peaks National Monument, which would encompass approximately 245,000 acres of 
federal lands in the Florida, Cooke's Peak, Good Sight, and Tres Hermanas mountains situated 
within Luna County, New Mexico; and 

 
WHEREAS, under the 1906 Act for the Preservation of American Antiquities, presidents 

can unilaterally designate national monuments, by administrative fiat, without any input or 
involvement of the American public, community leaders, or elected officials; and 

 
WHEREAS, the Antiquities Act was enacted before the creation of federal land 

management laws, and was intended to be used in emergency situations to protect historic 
artifacts, and sites of scientific value, from "imminent threat" which in all cases should be confined 
to the smallest area necessary; and  

 
WHEREAS, since its establishment 118 years ago, the Antiquities Act has been misused 

for political purposes by presidents with large scale designations intended to limit specific uses, 
activities, or access to vast areas of public lands; allowing unfettered governmental control and 
hindering the productive use of those lands; and 

 
WHEREAS, on January 27, 2021, President Joseph R. Biden, Jr., issued Executive Order 

14008 entitled Tackling the Climate Crisis at Home and Aboard (86 Fed. Reg. 7,619); and 
 
WHEREAS, in Section 216 of Executive Order 14008, President Biden directed the 

Secretary of the Interior, in consultation with the Secretary of Agriculture and other senior officials, 
to develop a program to conserve at least 30 percent of the lands and waters in the United States 
by 2030, which was called the “30 x 30" program, but was recently "rebranded" as "America the 
Beautiful"; and 

 
WHEREAS, this monument designation appears to be nothing more than another attempt 

at a federal land grab driven by political motivation, outside interests, and the acquisition of 
personal gain provided through the monetization of our nation's natural assets at the expense of 
hardworking Americans; and 

 
WHEREAS, serious concerns have been raised by an overwhelming majority of members 

from the Luna County community over the exclusion of stakeholders, namely the farmers, 
ranchers, miners, and outdoor enthusiasts of Luna County, both from within and outside of the 
boundaries of the proposed monument; and 

 
WHEREAS, creating additional federal lands and by placing public lands into permanent 

conservation status will cause dramatic and irreversible harm to the economies of many states, 
including New Mexico, and in particular rural counties such as Luna County whose citizens 
depend on multiple use on public lands for their livelihoods; and 
 

WHEREAS, Luna County Board of Commissioners passed Resolution No. 24-15, on 
January 19, 2024, which opposes the establishment of the Mimbres Peaks National Monument; 
and 

 
 



R-24-004 Supporting Luna County in Opposition to Mimbres Peaks National Monument  
 

WHEREAS, on March 22, 2024, the United States Supreme Court is scheduled to hear a 
challenge to the Antiquities Act, which contends that it is the most abused of the federal land 
statutes, particularly important in the western states where the intermingling of federal lands and 
local economies is extensive and intricate; and 

 
WHEREAS, many of New Mexico's businesses and its citizens are involved in or otherwise 

depend on industries that utilize federal lands and their resources, including the oil and gas 
industry, livestock grazing, mining and mineral development, recreational industries, hunting, 
fishing, and other outdoor recreation; and 

 
WHEREAS, these industries are important components of the New Mexico economy, and 

are major contributors to the economic and social wellbeing of our Counties and their citizens. 
 

           NOW, THEREFORE, BE IT RESOLVED by the Board of County Commissioners of 
Chaves County, New Mexico, as follows: 
 

1. The Board fully supports Luna County, New Mexico, and its residents, in their opposition 
to the designation of approximately 245,000 acres as the Mimbres Peaks National 
Monument. 
 

2. The Board opposes the 30 x 30, America the Beautiful, and Agenda 2030 programs, 
including the objective of permanently preserving 30 percent of the Nation's lands in their 
natural state by 2030, or any similar program that will set aside and prevent the productive 
use of millions of acres of our lands. 

 
3. The Board further opposes the designation of lands, whether private lands or government 

lands, in New Mexico as national monuments, wilderness, wilderness study areas, wildlife 
preserves, open space, or other conservation land, thereby restricting public access to 
such lands and preventing the development and productive use of the resources on or 
within such lands. 
 

4. The Board opposes any federal rulemaking, by the Bureau of Land Management, or any 
federal agency, which promotes any non-tangible status goals on public lands as a valid 
multiple use for those lands.  
 

5. The Board does not support any monetization of America's natural assets (i.e. natural 
processes or ecosystem services), or the practice of allowing outside investors and foreign 
interests to have any ownership in those things which belong wholly to the American 
people. 

 
6. The Board supports the continued private ownership of land in New Mexico, recognizing 

the Nation's need for domestic sources of minerals, energy, timber, food, and fiber. 
 

7. The Board recognizes and supports the State of New Mexico’s water rights system, and 
other state laws and programs governing water rights and water use and opposes any 
federal designation of waters and watercourses within the State that would impair or 
restrict water diversions and uses authorized under New Mexico law. 

 
8. The Board supports reasonable national, regional, and global greenhouse gas emissions 

policies and goals that are comprehensive, practical, cost-effective, and do not 
unnecessarily single out specific industries or activities but opposes the use of global 
climate change as an excuse to set aside large tracts of land as preserves or open space 
to fulfill the 30 x 30 program's objectives. 
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 ________________________________ 
        Jeff Bilberry, Chairman 
   
      ________________________________ 
      T. Calder Ezzell Jr, Vice-Chairman 
 
ATTEST:     ________________________________ 
      Dara Dana, Member 
 
      ________________________________ 
_____________________   Richard Taylor, Member  
Cindy Fuller   
County Clerk     ______________________________ 
      Michael Perry, Member 
 

DONE THIS day of  February 15,  2024, at Roswell, Chaves County, New Mexico.

BOARD OF CHAVES COUNTY COMMISSIONERS
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AGENDA ITEM:_______ R-24-006 Approval of DWI Grant & 
Distribution Application for FY 25  

       
MEETING DATE: 02/15/2024  
 

STAFF SUMMARY REPORT 
 
 
Action Requested by: Elly T Hollon, DWI Coordinator 
 
Action Requested: Approval of DWI Grant & Distribution Application for FY25  
 
 
 
Item Summary: 
 
Chaves County DWI Program would like approval to submit FY25 Local DWI Grant & Distribution 
application. 
 
The estimated Distribution amount for FY24 is $419,211.00 in which will be allocated as follows: 
Prevention-     $111,700.00 
Law Enforcement-   $85,424.00 
Treatment-    $24,000.00 
Compliance & Monitoring-  $84,431.60 
Coordination & Evaluation-  $75,055.40 
Alternative Sentencing-  $38,600.00 
 
Chaves County DWI program is requesting under the competitive grant in the amount of $128,000.00 
in which will be allocated as follows: 
Prevention-    $24,000.00 
Treatment-    $90,000.00 
Coordination & Evaluation-  $14,000.00 
 
The application will fund the project year July 1, 2024, through June 30, 2025 
 
 
Staff recommends approval. 
 
 
SUPPORT DOCUMENTS: Resolution R-24-006 

Statement of Assurances 
Memorandum of Understanding (MOU) 

     Application Narrative 
 
    
 
Summary by:  Elly T Hollon              
 
Title:   DWI Coordinator   
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STAFF SUMMARY REPORT 
 
 
ACTION REQUESTED BY: Planning and Zoning Department  

 
ACTION REQUESTED:           Approval of Resolution 
 
ITEM SUMMARY: 

This amendment will reduce the Chaves County Land Council committee membership from 
nine-members to six-members in order to better establish a quorum at its quarterly meetings. 
 
Staff has provided a separate action item concerning the new Land Council committee 
membership roster.    
 
Staff recommends approval. 

 

SUPPORT DOCUMENTS: Resolution R-24-007  

 
 
SUMMARY BY: Louis Jaramillo  
 

TITLE:  Planning and Zoning Director  
 
 
 
 
 
 
 
 
 
 

AGENDA ITEM:____________ 

MEETING DATE: February 15, 2024 

Resolution R-24-007 Amendment to the 
Chaves County Land Council 
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RESOLUTION NO. R-24-007 

AMENDMENT TO THE CHAVES COUNTY LAND COUNCIL 
 

WHEREAS, the Chaves County Board of Commissioners established the Public Lands 

Advisory Committee in 1994 as a nine-member committee, and 

  

WHEREAS, the Chaves County Board of Commissioners renamed the Public Lands Advisory 

Committee to the Chaves County Land Council, and 

 

WHEREAS, the Chaves County Land Council assists the Board in formulating policy and 

procedure with regard to government lands in Chaves County, and 

 

WHEREAS, the Land Council has been unable to establish a quorum due to membership 

absences, and  

 

WHEREAS, the Chaves County Board of Commissioners has recently received a resignation 

letter from a member of the Land Council, and  

 

WHEREAS, the Chaves County Board of Commissioners desires to amend the Land Council 

membership from nine to six members. 

 

 NOW, THEREFORE, BE IT RESOLVED by the Chaves County Board of Commissioners 

that the Chaves County Land Council committee membership be amended from nine members to 

six members. All other organization requirements shall remain as stated in Resolution R-94-59. 

 

 DONE: this 15th day of February, 2024. 

 

    CHAVES COUNTY BOARD OF COMMISSIONERS: 

  

                                                                    _______________________ 

                                                                    Jeff Bilberry, Chairman  

 

                                                                    _________________________ 

                                                                    T. Calder Ezzel Jr., Vice-Chairman 

 

                                                                    _______________________ 

ATTEST:                                                            Dara Dana, Member 

 

                                                                           _______________________ 

__________________                                       Richard C. Taylor, Member 

Cindy Fuller 

County Clerk                                                    _______________________ 

                                                                    Michael Perry, Member 



Item #                 Request to approve Resolution R-24-008 

which is Revision 20 of the Chaves 

County Purchasing Policy  

 

Meeting Date:  02/15/2024 

STAFF SUMMARY 

______________________________________________________________________________ 

 

REQUESTED BY:   Analicia Nieto, CPO 

Purchasing Director  

 

ACTION REQUIRED:  Approve R-24-008   

______________________________________________________________________________ 

 

SUMMARY:  The Chaves County policy was last updated July of 2016. Since then, there have 

been a few changes and updates to the State Procurement Code and Department of Finance rules 

and regulations. In this revised policy, I have included those changes.  

 

A few of the key takeaway changes are:  

 

1. Pg 6 - Requesting a change to internal purchasing limits from $10,000 to $20,000. 

2. Pg 12 - Purchasing Director given the authority to issue memorandum directives for per 

diem rate changes to remain compliant. 

3. Pg 23 - Removal of “PD/FD” titled forms.    

 

 

______________________________________________________________________________ 

 

SUPPORT DOCUMENTS:   Resolution R-24-008 

      Revised Purchasing Policy 

______________________________________________________________________________ 
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 PURCHASING POLICY 

 
 
 

 

 

Revised as of July 2016 February 2024 

 

 

 

  



 

 

 

PREFACE 

 

  THE CHAVES COUNTY PURCHASING POLICY was first adopted by Resolution 

Number R-83-15, with an effective date of March 10, 1983, with provisions allowed to update by 

resolution when required.  New additions incorporate changes approved since the last edition. 

 

  THE CHAVES COUNTY FIXED ASSETS POLICY was first adopted by Resolution 

Number R-83-28 with an effective date of June 9, 1983, with provisions allowed to update by resolution 

when required.  The revised Fixed Assets Policy has been incorporated as a section of the Purchasing 

Policy through Resolution Number R-85-30. 

 

  THE CHAVES COUNTY PURCHASING POLICY is a policy of the elected body of 

Chaves County.  Anyone may propose amendments to this Policy through the Office of the Chaves County 

Manager at Post Office Box 1817, Roswell, New Mexico, 88202. 

 



 

REVISIONS 

 

(Effective Dates) 

 

Original Passage……….………….March 10, 1983 

 

Revision No.1………….……………July 26, 1984 

 

Revision No. 2………….……September 26, 1985 

 

Revision No. 3…………………..August 28, 1986 

 

Revision No. 4…………………..August 27, 1987 

 

Revision No. 5………………..September 8, 1988 

 

Revision No. 6………………September 14, 1989 

 

Revision No. 7………………..September 9, 1998 

 

Revision No. 8…………...…………July 11, 2001 

 

Revision No. 9…………………..August 18, 2005 

 

Revision No. 10…….…………February 16. 2006 

 

Revision No. 11……………….November 1, 2007 

 

Revision No. 12…………….……..April 22, 2010 

 

Revision No. 13……………………..July 28, 2011 

 

Revision No. 14…….………...December 15, 2011 

 

Revision No. 15……………….…August 16, 2012 

 

Revision No. 16…….………….February 21, 2013 

 

Revision No. 17……………...September 19, 2013 

 

Revision No. 18………………November 19, 2015 

 

Revision No. 19……………….…….July 28, 2016 

 

Revision No. 20…………………February 15, 2024 
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CHAVES COUNTY 

PURCHASING POLICY 

 (Revisions through July 2016) 

                                               

SECTION I:  GENERAL PROVISIONS 

 

1.1 User Applicability.  This Purchasing Policy (hereinafter referred to as "this Policy") and its 

procedures apply to Elected Officials, all departments, agencies, personnel, individuals, or other 

users authorized to make purchases from public funds budgeted and administered by, or otherwise 

under the supervision of, Chaves County Government.  The purchasing function shall be conducted 

in a manner above reproach, with complete impartiality and without preferential treatment. Users 

shall avoid any conflicts of interest.  No user may solicit or accept, directly or indirectly, any 

gratuity, gift, favor, entertainment, loan, or anything of value from any offeror. 

 

1.2 Administration.  The Purchasing Director, with Chief Procurement Officer Certification through 

the State of New Mexico (CPO), shall be responsible for the administration of this Policy under 

the direction of the County Manager, and shall insure that all provisions of law and this Policy are 

followed.  Supplements issued by the Purchasing Director shall be approved by the County 

Manager and certified copies of all supplements shall be attached to and made a part of this Policy.  

Upon the absence of the Purchasing Director, an employee with CPO certification through the 

State of New Mexico may be made temporarily responsible for the administration of this policy as 

directed by the County Manager. 

 

All purchasing situations that involve a major question, problem, or legal opinion shall be brought 

to the County Manager, who shall decide the appropriate action for resolution. 

 

1.3 Implementation. 

  

A. Purchasing Director/CPO and Purchasing Office.  The Purchasing Director/CPO and 

Purchasing Office are the general terms for the individuals or offices designated by the 

County Manager to fulfill the responsibility and functions of the Purchasing Director/CPO 

and Purchasing Office as provided in this Policy.   

B. Finance Director and Finance Office.  The terms Finance Department and Finance Director 

are used to describe the office and/or personnel directly responsible for establishing 

budgetary control for expenditure of funds and accounts payable procedures for payment 

of purchases made. 

1.4 User Authority and Responsibility.   

 

A. Only individuals authorized by the department's Elected Official or Department Director 

shall be permitted to make Chaves County purchases consistent with the provisions of this 

Policy. Authorizations shall be submitted to the Purchasing Director on the department 

authorization form form PD-1.  All authorized users shall receive and sign for a copy of 

this Policy, and shall thereby be responsible for the knowledge and appropriate compliance 

and use of the provisions of this Policy. 
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 B. Authorized users may contact vendors to obtain technical information, prices, and delivery 

information for planning purposes.  Purchasing office personnel will review the technical 

information, confirm prices are reasonable, ensure availability of County funds, and 

authorize the issuance of a purchase order.  (For Purchasing Card purposes refer to 

Supplement “A”, Chaves County Purchasing Card Policy).   

 

1.5 Definition of a Purchase.  For the purpose of this Policy, a purchase is the commitment, 

obligation, and/or expenditure of Chaves County supervised funds to obtain goods or services. 

 

1.6 Unauthorized and Questionable Purchases. Any purchase which is not legally and appropriately 

approved within the County budget or by other County Commission action, or which does not 

substantially comply with the provisions of the State Statutes, particularly the State Procurement 

Code, and the provisions of this Policy, shall be considered an unauthorized County purchase and 

thereby not subject to payment by the County.  The County hereby declares and establishes that it 

will assume no responsibility for payment of unauthorized purchases.  Furthermore, any individual 

initiating or otherwise executing any unauthorized purchase is solely responsible for payment.  All 

questionable purchases shall be submitted to the Purchasing and Finance Directors, and may be 

submitted to the County Manager on Form PD-2 for review .and determination under the 

provisions of this Policy. 

 

1.7 Commission Approval of Unauthorized Purchases.  Any purchase determined by the County 

Manager to be unauthorized shall be considered for approval of payment  before the Finance 

Committee. at a public meeting of the County Commission.  Unauthorized purchases shall not be 

approved or processed for payment prior to Commission Finance Committee approval, and shall 

be attached to the purchasing transaction file for audit purposes. 

 

1.8 Penalties.  Persons knowingly violating the State Procurement Code, this Policy, or State law may 

be subjected to a civil penalty of up to $1,000 for each violation in accordance with New Mexico 

State Statutes.  Further, any business or person that willfully violates the State Procurement Code 

is guilty of A) a misdemeanor if the transaction involves $50,000 or less or B) a fourth degree 

felony if the transaction involves more than $50,000. 

 

1.9 Consistency with State Procurement Code.  The provisions of this Policy are subject to change 

in accordance with New Mexico Statute updates or State Procurement Code revisions.  Any 

revision that is inconsistent with the provisions of this Policy shall be resolved in favor of the State 

Statutes or State Procurement Code.  All authorized users shall be given a copy of each revision 

to this policy and notified that it is in effect. 

 

1.10 Amendment.  Amendments to this Policy shall be provided to all user departments for comments.  

Amendments to this Policy shall then be made by Resolution with the approval of executed by 

resolution approved by the County Commission. prior to implementation. 

 

1.11 Interpretation of Policy and Supplements.  In any case that a provision of this Policy is vague 

or unclear, the Purchasing Director, Finance Director and/or the County Manager shall provide a 

written supplement for clarification of the provision, which shall be implemented by all 

departments and offices. 
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1.12 Agent Solicitations.  Solicitations of County employees by private company agents on County 

time or County property or through County Offices or Departments are prohibited, except upon 

request by the County, or for programs or proposals available to all County departments authorized 

and approved by the County Manager.  The Purchasing Office may accept agent solicitations at 

the discretion of the Purchasing Director The County department may accept agent solicitations at 

their discretion or request for the purpose of gaining information regarding new or existing 

companies and their representatives and/or products, if such is determined to be potentially 

beneficial to the County. This should follow supplement C, Chaves County Code of Ethics.  

 

1.13. Authorized Agent.  The Purchasing Director/CPO is an Authorized Agent of Chaves County, and 

therefore has the authority to commit the County financially.  With the exception of bank accounts, 

only the Purchasing Director may establish credit, charge or cash accounts for the County.  Bank 

accounts for Chaves County may only be established by or through the authority of the County 

Treasurer.  No employee or other County representative may open an account of any type on behalf 

of their department or the County unless given such authorization by the Purchasing Director or 

County Manager.  Any accounts opened or authorized by an employee or other County 

representative without the consent of the Purchasing Director or County Manager will be 

considered unauthorized and may be discontinued, terminated or consolidated by the County at 

any time without notice to the employee.  Any charges made to the unauthorized account will be 

subject to payment or reimbursement through personal funds by the employee or other County 

representative who was responsible for establishing the account.   

SECTION II:  STANDARD PURCHASING PROCEDURE 

 

2.1 Standard Purchasing Procedure Applicability.  "Standard Purchases" are described as 

systematic, planned, and necessary purchases for administration and operation of a project, 

division, and/or department.  There shall be no exception to these standard procedures except as 

provided in "Non-Standard, Urgent, and Emergency Purchases Procedures" in Section III of this 

Policy.  

 

The following purchases require that the purchase be approved through a certain individual or 

department, due to the nature of the purchase, regardless of purchase amount: 

 

 A. Information Technology (IT): All IT related purchases and any electronic or digital-type 

equipment that will be put on inventory or leased, shall be approved through the IT 

Department.  This includes all computers and computer related equipment such as 

hardware, software, printers, scanners, monitors, etc., as well as inventory items such as 

DVR systems/equipment and related cameras, PA/sound system/recording equipment, 

security systems and monitoring equipment, etc.   

 

 B. Facilities: All purchases related to County buildings/facilities shall be approved through 

the Facility Maintenance Department.  This includes interior or exterior building 

modifications of any type, door locks (excluding the Detention Centers and Sheriff’s                                                 

Office), any equipment that must be hard-wired electrically or connected to plumbing 

systems, or any equipment that will be installed into/onto a building surface.  

 

 C. Copiers: All purchases of copiers shall be approved through the Purchasing Director. 
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 D. Vehicles: All vehicle purchases (except those done for the Sheriff’s Office and Fire 

Departments) shall be approved through the Purchasing Director. and shall be subject to 

approval of the Chaves County Fleet Management Board.  

 

2.2 Initiating a Purchase:  Purchase Order/Requisition.  All standard purchases as authorized by 

this section require that the buyer utilize either a Chaves County Purchasing Card (P-Card) or a 

Chaves County purchase order/requisition be issued prior to placing an order or making a purchase.  

The Purchasing Director or Purchasing Officer has the right to refuse approval of any purchase or 

request.  The purchase order form (PD-3) shall contain all information as required by the 

Purchasing Director to include, but not limited to, the following: A requisition for purchase order 

shall include: 

 

A. Vendor - the business to which the purchase order will be issued. 

 

B. Vendor Number - to be taken from the mainframe database or listing of vendors. Numbers 

for new vendors shall be assigned only through the Finance Department.  A vendor number 

must be on file for the vendor prior to issuance of a purchase order. The department 

initiating a purchase requiring a purchase order, shall be responsible for having an updated 

W9 or County vendor form submitted to Finance Department. These forms will be required 

to be updated and re-submitted annually.  

B.  

C. Terms - Chaves County pays net within 30 days of receipt of invoice unless other 

arrangements are made and included on this section of the purchase order. 

 

D. Quantity - specify a unit and the approximate amount per unit being requested.  Units may 

be "each", "box", "gals.", "reams", "pounds", etc.  If exact quantity is not known, users 

shall provide the best estimate of quantity.  

 

E. Description of Item - the description of the items or services should be sufficiently 

complete to identify the item being purchased.  Services that have been obtained through 

the use of an agreement must reference the agreement number and attach a copy of the 

agreement.  Services that have been obtained through the use of a bid must reference the 

bid number.  Commonly used items may be identified by brand names. 

 

F. Estimated Amount - Calculation of the quantity multiplied by the unit price.  If exact cost 

cannot be determined, users shall provide the best estimate of cost. 

 

G. Department - enter name of department or division initiating the purchase order. 

 

H. Employee - Department head or authorized user, as authorized through the authorization 

form. form PD-1. 

 

I. Account Number - the appropriate budget line item account number to be charged.  It is 

the authorized user's responsibility to assign the correct line item account number to the 

purchase order.  Multiple line item accounts may be included in the purchase order. When 

assigning multiple line item accounts for purchase, it shall be indicated on the purchase 

order if line items will not be used in full prior to payment. It shall be specified which line 

item account and amount is needing to be expended for that payment submission. 

 

2.3 Authorization of Purchase Orders.  The user department must have an authorized purchase order 

issued prior to executing the purchase.  Purchase Orders may be transmitted to vendors by fax or 
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email.  The user department shall inform the vendor that  attach the purchase order number must 

be included on to the invoice submitted to the County  prior for payment. 

 

Purchases executed prior to obtaining a purchase order are prohibited except as otherwise provided 

in "Non-Standard and Emergency Purchasing Procedures", Section III of this Policy.   
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Adding different items to a purchase order after it has been authorized is prohibited, unless 

approved by the Purchasing Director to ensure compliance.  However, a purchase order may be 

increased provided that there are no changes in the item, unit price, and funds are available. 

 

2.4 Invoices.  An invoice is an itemized statement submitted by the vendor to the County for payment 

of material or services delivered to the County.  It is the responsibility of the vendor to insure that 

a purchase order is provided prior to issuing materials or services and the vendor shall include the 

purchase order number on the invoice submitted to the County for payment.  In cases that purchase 

order numbers are not included on the invoice when required, the vendor shall be informed.  The 

Finance Department, at its discretion, is authorized to return any invoices, which do not reference 

a valid purchase order number.  The County will not be responsible for purchases made without 

an executed and authorized purchase order. 

 

The vendor shall be notified that repeated improper invoicing is sufficient cause to exclude the 

vendor from the County's purchasing program.  Also, the County may refuse payment in any case 

that there is an unauthorized purchase. 

 

A. Verification of Invoices.  All invoices shall be reviewed by user departments prior to 

payment to insure materials or services have been received and to certify authorization for 

payment.  The certification statement requires an authorized signature, date of signature, 

and purchase order number on the invoice.  It will be the responsibility of user departments 

to insure outstanding invoices are promptly submitted for payment.   

 

   B. Processing for Payment.  The Finance Department will insure that all invoices received 

are appropriately authorized and certified prior to payment.  The Finance Director shall be 

responsible for insuring that appropriate procedures are established and used for payment 

after invoices are received to include timely payments and to insure that discounts are 

received and late charges avoided. 

 

2.5 Over Expenditures.  Purchase orders shall not be issued, approved, or processed in cases that line 

items will be over expended, except as approved by the Finance Director in accordance with State 

and County regulations and provisions, and provided there are legally sufficient budget balances 

available elsewhere.  It shall be the primary responsibility of the authorized user to insure sufficient 

funds are available prior to initiating a purchase.  The Finance Director shall provide sufficient 

information, data, or reports, upon request, to keep purchasers properly updated on budget 

balances, and shall notify any office, department, or agency head, after analysis of the monthly 

budget report, of any indications of any existing or impending budget balance problems. 

 

2.6 Purchasing Card (P-Card) Purchases:  Authorized purchasing card users shall attempt to utilize 

the card whenever possible, subject to the guidelines set forth in this policy and the Chaves County 

Purchasing Card Policy (Supplement “A”).  All purchases made using the purchasing card shall 

be approved by an authorized Approver or Program Administrator.  Compliance with purchasing 

guidelines will be reviewed monthly on all statements.  All statements will be randomly audited 

monthly for compliance.   
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2.6.1 Monthly Statements:  All users shall complete a reconciliation of their purchasing card 

statement and submit a copy of the statement, along with receipts for all purchases, to the 

Authorized Approver or Program Manager by 5:00 PM on the 25th of each month unless 

otherwise designated by the Purchasing Director.  Users who repeatedly fail to reconcile 

by the deadline shall be subject to card revocation. 

 

2.6.2 Approval Process: All monthly statements and required documentation shall be reviewed 

by an Authorized Approver or Program Manager who shall then submit all records to the 

Finance Officer for permanent filing.  A general ledger download shall be completed 

monthly and the information reviewed, uploaded and posted to the County’s main general 

ledger system by the Finance Department.  In the event that a user finds an error in an 

account number, they shall contact the Finance Director to make the necessary corrections 

prior to posting.  The Finance Department shall distribute financial reports to each 

department monthly. 

 

2.7 Competitive Purchases.  Authorized users shall attempt to insure that all purchases are made at 

the best possible prices. Purchases shall be made in accordance with the following provisions: 

 

A. Less than $120,000. (Small Purchase) Purchases may be processed without quotations.  

Award can be made without securing competition if the user determines that the price 

received is reasonable. The user is not precluded from obtaining quotes from more than 

one vendor if the user suspects that the price is not reasonable or determines that it is in the 

best interest of the County. 

 

B. $120,000 to $30,000.0059,999.99. Written Quotes.  Purchases shall be made by an 

authorized purchaser according to the best obtainable price provided at least three (3) bona 

fide written quotes are obtained on pre-printed Request for Quotations forms (PD-5), on 

the offering vendor's official letterhead or quote form, or through an email, and submitted 

for approval to the Purchasing Director.  Purchases may only be made after receiving 

approval.  The Purchasing Director reserves the right to delay approval, to seek additional 

confirmation or information regarding any quote, and to request additional quotes be 

obtained.  The Purchasing Director may procure services, construction or items of tangible 

personal property having a value not exceeding sixty thousand dollars ($60,000) pursuant 

to the small purchase guidelines for the State of New Mexico (NMSA 13-1-125).  

 

C. $30,001 to $59,999.99.  Written Quotes must be obtained by the Purchasing Director. 

 

 D.  $60,000 and Above.   All purchases exceeding $60,000 require formal solicitation 

procedures as specified by State regulations and shall be processed and executed by the 

Purchasing Director, through formal procedures.  Such purchases must be approved in the 

current budget, and purchases not approved in the current budget require approval by the 

County Commission prior to advertising for bids.  Bids may be rejected by the Purchasing 

Director or County Manager in the event that they are in excess of budgetary limits, are 

non-responsive to specifications, or due to irregularities in the bids specifications. 

Cooperative contracts are acceptable, so long as they have been vetted through a formal 

solicitation and are approved for use by the procuring agency and contractor/vendor.  
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 E.  Written Quote Exceptions.  In the event there are not three (3) known vendors which 

have materials/services available, less than three (3) quotes are permissible provided the 

user attaches the quotes obtained and identifies, on the quote form or on separate 

attachment, the names of other vendors contacted who could not provide the 

materials/services.  The Purchasing Director reserves the right to delay approval or to 

require three (3) quotes prior to approving a purchase.   

 

 F. State or Federal Purchasing Contracts and Cooperative Bid Exceptions.  Quotations 

or bids are not required for purchases under this section.  Purchases may be made providing 

the vendor is qualified under a valid State or Federal Purchasing Contract, or a valid 

cooperative procurement done by another State or local government agency, or other 

qualified organization. Any contract purchase must include appropriate authorization for 

Chaves County’s use. Approval of the Purchasing Director is required for any contract 

purchases over $9,999.9920,0000.The Purchasing Office shall keep hard or electronic 

copies of any contracts used for procurements of $20,000 and over for a period of three 

years. 

 

  Contract numbers must be identified on the purchase order or p-card statement, and a copy 

of the contract must be kept on file, either physically or electronically, for a period of three 

years.   

 

G. Bid Specifications.  Specifications should be written primarily to address the need of the 

County for a specific item to perform a specific function.  Specifications written for 

purchases shall not be "closed or exclusive", or otherwise written in such a way as to 

intentionally favor or exclude a vendor.  Reference to specific types or quality shall be 

followed by wording "or equal" and all specifications regardless of wording shall be 

considered as "or equal".  It shall be the authorized user's responsibility to insureensure 

that all specialized technical aspects of specifications are correct and appropriate.  It shall 

be the Purchasing Director's responsibility to review and insureensure that all other 

provisions, procedures and considerations are correct and appropriate, and to address any 

questionable unusual or inappropriate specifications prior to processing.  The bidding 

process may be waived by the Purchasing Director in cases that a vendor has a State, 

Federal or other qualified Purchasing Contract. 

 

H. Deliveries. All deliveries made under purchases done on behalf of Chaves County 

including all Fire Departments must be made to a County building. Deliveries other than 

to a County building are not acceptable. 
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2.8 Sole Source Purchase.  A sole source purchase is permissible when there is only one vendor that 

can provide an item or service.  The requesting department shall certify via memo on a sole source form 

(PD-6) that a good faith effort has been made to contact other vendors and that the item or service is the 

only source found to be available in the region. A sole source letter from the contractor, vendor, or 

manufacturer will not suffice for sole source determination.   The service, construction or item of tangible 

personal property must be unique and this uniqueness must be substantially related to the intended purpose 

of the contract.  The department may not circumvent this requirement by narrowly drafting specifications 

so that only one predetermined source will satisfy the specifications. 

Prior to approval of a sole source procurement, the purchasing office will: 

1) Obtain a sole source memo and quote or proposal certification form from the 

requesting department which must contain at a minimum: 

a) the contractor’s name and address 

b) the amount and term of the contract 

c) a detailed description of nature and quantity of the services, construction or 

items of tangible personal property to be procured 

 

 

Following receipt of the certification form, the Purchasing Office will use diligence in determining the 

basis for the request and will review available sources and may consult further with the requesting 

department.  If the Purchasing Office determines a sole source procurement is justified, it will provide the 

information to the State of New Mexico for posting on the State’s Sunshine Portal and post notice of the 

intent to procure through sole source on the County’s website for a minimum of 30 calendar days.  After 

the notice has been posted for 30 days on both the Sunshine Portal and on the County’s website, and 

providing no protests have been filed in relation to the posting, the Purchasing Director can make a 

determination in writing to allow the procurement.  No procurement shall be made prior to these actions 

being completed. 
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2.9 Purchase of Inventory Items 

All capital outlay and non-expendable supply purchases are considered inventory items. It is the 

responsibility of the department making the purchase to notify the Finance Department of all 

inventory item purchases.  Notification shall be done within 30 days after purchase and may be 

done by providing a copy of the receipt for purchase, and may be sent via email, interoffice mail 

delivery or hand delivered. Fixed Asset procedures are specified in Sections V and VI of this 

Policy.  

 

2.10 Procurement of Professional Services.   

Professional services shall be procured as set forth in the New Mexico State Procurement Code. 

 

2.11 Telephone Orders and Repairs.  All orders for new telephones, discontinuation of telephone 

services or telephone repairs (for cell, landlinesdesk and satellite phones) must be initiated through 

a work-order submitted to the County IT Office.  Orders for new cellular phones and cellular phone 

repairs must be initiated through the IT Purchasing  Department. Cellular contracts may be 

managed by the IT Director, Purchasing Director or Accounts Payable Finance Officer at the 

discretion of the County Manager. The cost of purchase for a cell phone is limited to $100 or less.  

Any phone cost in excess of $100 will be subject to the approval of the Public Services Director 

or County Manager and must be justified.  At no time shall an employee go directly to a local 

provider for assistance or service related to cell phones without the authorization of the IT or 

Purchasing Director.     

 

2.12 Personal Use Prohibited.  No purchases shall be made for the purpose of personal or private use. 

 

SECTION III.  NON-STANDARD, URGENT AND EMERGENCY PURCHASING 

PROCEDURES 

 

3.1 Non-Standard, Urgent and Emergency Procedures:  General Provisions.  The provisions of 

this section apply to all purchases except those purchases subject to the standard purchasing 

procedures specified in Section II of this Policy.  Generally, this section includes all purchases 

which are justifiably urgent, are emergencies, due to insufficient time required for standard 

processing, or involve other non-standard procedures.  It is the responsibility of the authorized user 

to insureensure that all purchases made under provisions of this section are immediate and 

unforeseen.  Questionable purchases shall be reported to and reviewed by the County Manager.  

Purchases that could have been reasonably pre-planned or anticipated shall not be considered as 

an emergency or urgent purchase. 
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3.2 Emergency Purchases.  Emergency purchases are permissible provided they are in accordance 

with the following provisions: An emergency purchase is permissible when there is an existing 

condition that creates a threat to public health, welfare, or safety such as may arise by reason of 

floods, epidemics, riots, equipment failures, or similar events.  The existence of the emergency 

condition creates an immediate and serious need for procurement of items or services or 

construction that cannot be met through normal procurement methods and the lack of which would 

seriously threaten the functioning of government, the preservation or protection of property, or the 

health or safety of any person.  An emergency condition must be determined by the County 

Manager with the consensus of at least three (3) County Commissioners.   

 

All emergency purchases must be done through the Purchasing Office after approval is received 

to proceed.  Within three business days of an emergency procurement, the Purchasing Office will 

provide the following information to the State of New Mexico for posting on the sunshine portal 

and on the County’s website: 

a) the contractor’s name and address 

b) the amount and term of the contract 

c) a detailed description of nature and quantity of the services, construction or items of 

tangible personal property procured 

 

3.3 Remote or Off-Site Purchases.  Authorized users who are located within a remote or off-site area 

which physically hinders submitting purchase orders prior to the purchase shall utilize a Chaves 

County Purchasing Card whenever applicable or shall phone in requests for purchase orders to 

either the Purchasing Director or the Fire Services Administrative Assistant.   

 

3.4 Open Purchase Orders.  For the purpose of this Policy, open purchase orders are purchase orders 

against which multiple billings will be submitted over a specific period of time.  All open purchase 

orders shall be accompanied by any required applicable documentation.  An open purchase order 

will be closed out at the end of the fiscal year.  The open purchase order shall include an estimated 

total cost of all purchases anticipated during the specific period.  Actual invoices for all purchases 

made using an open purchase order shall be submitted to the Finance Office upon receipt and the 

final invoice shall be marked FINAL to denote closing of the open purchase order.  

 

3.5 Petty Cash Purchases.  Petty cash funds are cash funds that are made available to offices or 

department heads for the purpose of making single cash purchases under $25.  A petty cash fund 

shall not exceed $200 and must be approved by the County Manager on Form PD-8. 

 

The Finance Director shall be responsible for establishing written safeguards, provisions, and 

procedures to insure appropriate accounting and maximum accountability for all petty cash funds.  

The Finance Director may at any time change the procedures for petty cash funds or eliminate a 

petty cash fund if deemed appropriate, and shall eliminate a petty cash fund in cases that procedure 

are not being reasonably followed or in cases where unnecessary or repetitious shortages/overages 

in funds occur.  Petty cash funds are subject to audit by the County Manager or Finance Director 

at any time without notice.   

 

Custodians shall be assigned to each individual petty cash fund on Form PD-11 and be held strictly 

responsible and accountable to the Finance Director for the appropriate management of the petty 

cash funds.  All custodians shall be responsible to sign for a copy of the Petty Cash Procedures 

and be knowledgeable thereof.  Certified copies of updated Petty Cash Procedures shall be attached 

to and made a supplement of this Policy. 
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3.6 Used Equipment and Item Purchases. Used equipment purchases shall be made in accordance 

with Section 2.7 of this Policy to include the following provisions: 

 

The County Manager is authorized to approve purchases of used equipment or items not to exceed 

the amount of funds appropriated for such purchases.  If the procurement is of a value greater than 

$10,000, the County Manager must notify the Chairman of the Commission of the intent to 

purchase such equipment.  In the event that the Chairman does not agree with the County 

Manager's decision to purchase such used equipment, the purchase shall be formally approved by 

action of the County Commission prior to purchase.  Used equipment or items with a price or 

estimated value of $60,000 or more shall require bids as though the items were new, adding 

specifications that permit used items under conditions to be outlined in the bid specifications 

including but not limited to requiring a written warranty for at least ninety days after date of 

delivery, and an independent written appraisal by a qualified mechanic or appraiser. 

 

3.7 Special Funds.  Funds for specialized activities, such as special boards, undercover operations, 

inmate cash, etc., shall be specifically appropriated by the County Commission.  The Finance 

Director shall be responsible for preparing written supplements establishing safeguards, 

provisions, and procedures to insure appropriate accounting and maximum accountability for such 

funds.  The office or department head shall be the custodian strictly responsible for the appropriate 

use of these funds.  User departments shall designate custodian and alternate custodian of special 

funds on Form PD-11.  Monthly reports will be prepared on Forms PD-12 and PD-13 or similar 

format.  The office or department head shall sign for a copy of such written procedures, and 

certified copies of updated procedures shall be attached to and made a supplement of this Policy. 

 

3.8 End of Fiscal Year.  Special purchasing procedures shall be followed to insureensure that State 

law and regulations and proper accounting procedures are followed to appropriately close out at 

the end of the fiscal year.  Provisions are as follows: 

     A. From May 21st of Each Fiscal Year Through Year End:  No items that will be placed 

on inventory or tagged may be purchased using the Purchasing Card without prior written 

approval of either the County Manager or the Finance Director. 

 

     B. 30 Days Prior to Year Ending:  30 days prior to the end of the fiscal year, purchase orders will 

be issued only for purchases in which invoices will be received within an estimated thirty 

(30) days, except as otherwise specifically approved by the Purchasing Director. 

 

     C. 15 Days Prior to Year Ending:  There shall be no purchase orders issued or processed within 15 

days prior to the end of the fiscal year except in extreme emergencies or as specifically 

approved otherwise by the Purchasing Director. 

 

     D. 10 Days Prior to Year Ending:  Purchases made using the purchasing card shall be limited only 

to those items that are absolutely necessary to conduct business.   

 

     E. Fiscal Year End:  Invoices presented for payment against prior fiscal year purchase orders and 

invoices dated in a prior fiscal year to be paid by P-card, will be approved by resolution of 

the County Commission as a prior year purchase using current year funds.  When the 

resolution is approved by the Department of Finance and Administration, such invoices 

will be processed.   
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SECTION IV.  

REIMBURSEMENT OF PUBLIC OFFICIALS AND EMPLOYEES FOR TRAVEL EXPENSES 

AND ATTENDING MEETINGS 

 

4.1 Per Diem, Mileage and Other Travel Regulations 

 

A. Standard Per Diem Rates.  All Chaves County Public Officials and employees shall 

receive per diem for travel reimbursement that includes payment for lodging and meals 

unless they use a purchasing card, in which case no per diem can be claimed.  Travel shall 

be paid pursuant to New Mexico State Statutes Section 10-8-4 and the New Mexico 

Administrative Code (NMAC) 2.42.2. 

 

The Purchasing Director with approval from the County Manager shall have the authority 

to issue updated memorandums to adjust the per diem rates and reimbursements pursuant 

to changes and directives from the Department of Finance and the New Mexico 

Administrative Code (NMAC).  

 

B. Out-of-State Travel for Sheriff's Department.  Out-of-State travel for investigations 

and/or transportation and extradition of prisoners by Law Enforcement Officers shall be 

approved at the discretion of the Sheriff. 

 

C. Actual Expenses In Lieu Of Standard Per Diem Rates.  Actual per diem expenses paid 

by a public official or employee that are greater overall than the standard per diem rate may 

be reimbursed provided the following conditions are met: 

 

1. Advance approval by the County Manager or Elected Official. 

2. Documentation of paid receipts is required for all expenses and shall only be paid 

if incurred in the discharge of authorized County business. 

3. Payment for meals shall be consistent with NM State Statute (10-8-4 NMSA 

amended). 

 

D. Standard Actual Expense Reimbursed.  Reimbursement will be made for standard actual 

expenses, other than per diem expenses, such as for taxi, airline or other transportation 

fares, parking fees, car rental, registration fees (not including lodging or meals), or the like 

provided such expenses are the most economically practical and are directly incurred in the 

discharge of authorized official County business. 

 

E. Mileage - Private Conveyance - Reimbursement. 

 

Public officials and employees of Chaves County shall be reimbursed for travel by private 

conveyance in the discharge of official duties pursuant to the NM State Statutes, section 

10-8-4. Mileage shall be reimbursed at no less than 100% of the prior year IRS standard 

mileage rate. Mileage shall be reimbursed based strictly on distances shown on official 

Rand McNally road Google maps, in addition to not more than fifteen (15) miles per day 

for incidental travel. 

 

F. Limitations To Travel Reimbursements.  Any person who is reimbursed in an amount 

that singly or in the aggregate exceeds one thousand five hundred dollars ($1,500) in any 

one fiscal year shall not be entitled to further reimbursement until such person furnishes in 

writing to the County Commission an itemized statement on each separate instance of 

travel covered within such reimbursement, the place to which traveled and the purpose 
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served by such travel as per 10-8-5.L, NMSA. 
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 G. Tips.  All meal expenses when traveling are limited to the standard per diem rates per the 

State of NM State Statute (10-8-4 NMSA.)  Cost shall include tips. Tips shall be made in 

the amount of 20% of the total bill, unless service is less than satisfactory.  At no time shall 

tips be made at more than 20% of the total. 

 

 H. Travel Advances. 

 

 1. Advance payment of 80% of the estimated travel expenses for authorized travel 

may be made to an employee prior to travel provided the employee submits an 

appropriate written travel voucher (PD-14) to the Finance Office with sufficient 

time as determined by the Finance Office to be included in the standard processing 

and approval of warrants. 

 

 2. Where a travel advance is made for a single trip, the officer or employee shall remit, 

within five days of return from the trip, a refund of any excess advance payment to 

the Finance Office.  Refunds may, at the discretion of the County, be directly 

withheld from the employee's wages if such refund is not remitted within five days 

of return from the trip, without further approval or notice to the employee. 

 

  3. Travel advances for per diem and mileage cost will be calculated using the Standard 

Per Diem rate pursuant to the provisions of this Policy. 

 

  4. The Finance Director shall be responsible for establishing appropriate forms and 

procedures for travel advances as approved by the County Manager. 

   

 I. Travel Vouchers and Procedures for Administration. 

 

Every request for travel reimbursement or travel advances of per diem, mileage, or other 

expenses authorized by provisions of this Policy shall be submitted on a travel voucher 

(PD-10) and shall be consistent with this Policy, State law, and the rules and regulations of 

the State Department of Finance and Administration. 

 

It shall be the responsibility of the Finance Director to properly administer this section of 

the Policy consistent with its provisions and consistent with State laws and regulation. 
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4.2 Compliance with D.F.A. Rule.  Any provision which is not addressed specifically in Section 4 of 

this Policy shall be in accordance with the most recent D.F.A. rule and New Mexico State Statutes 

relating to reimbursement of public officials and employees for travel expenses and attending 

meetings. 

 

4.3 County Procurement Cards (P-Cards) P-cards are to be returned or destroyed upon termination 

or cancellation and must be used solely for permissible County business purposes.  Travel P-cards 

must be assigned by the Purchasing Director.  using PD-19.  Travel card shall be returned to the 

permanent custodian within 48 hours or less of employee’s return from travel.  Employees 

traveling shall use the p-card assigned to them for all purchases and shall not put travel expenses 

of other employees on their card unless prior permission is granted by the Purchasing Director or 

Finance Director Accounts Payable Clerk to combine expenses. 

 

4.4 Prisoner Transports and Guard Services Exceptions to policy regarding meals eligibility 

without overnight lodging may be authorized by the County Manager for employees transporting 

inmates/prisoners or performing guard services for inmates/prisoners off-site. 
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SECTION V:  FIXED ASSETS - ADMINISTRATION & RESPONSIBILITY 

 

5.1 General Purpose.  The purpose of this Policy is to establish order, system, and process for the 

administration, processing, recording, and accountability of County fixed assets. 

 

5.2 Definition of Fixed Asset - Capitalized Property, and Non-Capitalized Property.  For the purpose 

of this Policy, a fixed asset is any property or material that has been classified as a valuable item.  

There are two separate and distinct categories of fixed assets: 

 

A. Capitalized Fixed Asset is any property or material item that has a value over $5,000; and an 

expected useful life which exceeds one year and which will not lose its identity even if installed 

in other equipment.  Capitalized property will be placed in the permanent fixed asset inventory 

control records and recorded in the general ledger. 

 

B. Non-Capitalized Fixed Asset is any property or material item that has a value under $5,000; 

and an expected useful life which exceeds one year and which will not lose its identity even if 

installed in other equipment. Non-capitalized Fixed Assets will be placed in the non-capitalized 

inventory control records and are not recorded in the general ledger.  A listing of non-

capitalized equipment classified as sensitive is provided in paragraph 6.12 below.   

 

C. Fixed assets require tagging for control purposes. 

 

5.3 Administrative Responsibility.  The Finance Department is assigned the general responsibility 

for the administration, processing, recording and accountability procedures and provisions for 

fixed assets in accordance with this Policy and in accordance with the most current generally 

accepted management techniques; all provisions of law; all applicable Federal, State and County 

policies and procedures; and as otherwise deemed appropriate by the County Manager.  The 

County Manager shall be authorized to issue any supplement consistent with this Policy deemed 

necessary to administer, manage, or clarify this Policy. 

 

 Annual Fixed Asset Resolution 

 

A. Physical Inventory. Each Elected head will be given an inventory list for their respective 

department once a year.  The department head is responsible to verifying and submitting a 

certified statement indicating that a complete, on-site inventory of all fixed assets under 

their supervision has been completed in the following manner: 

 

1. A physical check that each item in their possession is included on the departmental 

inventory list; and 

 

2. All items on the departmental inventory list are present and accounted for.  

 



16 

 

B. Review and Approval of Fixed Assets Inventory.  The Finance Department shall 

reconcile the certified physical inventory, specifying any changes or differences in the 

fixed assets, and submit a report to the County Commission for review and approval.  The 

County Commission shall approve by resolution an official listing of all changes to the 

County fixed assets prior to the end of the fourth month of each fiscal year.  The resolution 

shall also include a separate list of all fixed assets procured and disposed of during the 

previous fiscal year, all transfers of fixed assets from one office or department to another 

and all items listed as missing or stolen. 

 

 

In addition, the Elected Official or department director of each office or department shall 

by such resolution be assigned the custodial responsibility over all fixed assets listed under 

their supervision as stated in the certified inventory approved by resolution.  Such 

custodial responsibility shall be retained except as approved by official transfers of fixed 

assets or of custodians in accordance with provisions of this Policy.   

 

 

5.4 Custodian Responsibility.  It shall be the responsibility of the Elected Official or department head 

designated as Custodian of any County fixed assets to insure the appropriate care, safeguard, 

location, maintenance, and security of those fixed assets, and to insure that all fixed assets assigned 

or otherwise under their responsibility are purchased, received, processed, and otherwise managed 

in accordance with this Policy and supplements thereof.  Custodians shall assume full 

responsibility for all fixed assets assigned.  

 

Change in Custodian Responsibility.  At the time of a change of Elected Official or department 

head, the Finance Office shall conduct a physical inventory of fixed assets assigned to that 

custodian to ensure that all fixed assets are present and accounted for.  The County Commission 

shall review the items found to be missing, lost, or stolen prior to release of final payroll to the 

affected Elected Official or department head.  An interim custodian, usually the second in 

command, shall be assigned the custodial responsibility until the new Elected Official or 

department head assumes responsibility.  The incoming Elected Official or department head shall 

then be responsible to complete a physical inventory for the fixed assets assigned to his/her 

department and certify that it has been reconciled to the physical inventory performed by the 

Finance Office. 

 

5.5 Knowledge of Provisions.  A copy of this Policy and all supplements shall be given to each 

designated custodian who shall sign for and be required to be knowledgeable about, understand, 

and comply with the provisions of this Policy. 

 

5.6 Enforcement.  Actions that appear to be a violation of this Policy shall be reviewed by the County 

Manager and if determined to be a violation shall be submitted in a monthly report to the County 

Commission to be considered at a public meeting for disposition. 
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SECTION VI:  FIXED ASSETS - PROCESSING PROCEDURES 

 

6.1 Purchasing Fixed Assets.  Fixed assets shall be purchased in accordance with the provisions of 

section II.  All fixed asset purchases shall be noted as such on the purchase order or p-card 

statement. 

6.2 Fixed Assets Requiring Commission Approval and Exceptions.  All fixed asset purchases listed 

under the justification sheets with County Budget, will be approved upon the approval of the final 

budget. 

6.3 Verification.  The Purchaser shall determine if it is a fixed asset according to paragraph 5.2.  If it 

is determined as a fixed asset, it shall be verified that it is a budgeted item. 

6.4 Initial Processing and Notice to Custodian.  After appropriate verification and approval, the 

fixed asset shall be processed as a purchase and, in addition, a copy of the receipt and invoice of 

the fixed asset should be emailed to the Finance Department through e-mail or inter-department 

mail. A notice shall be sent by the Finance Office to the purchasing custodian that the purchase is 

a fixed asset and that upon receipt of the invoice or the fixed asset by the office or the department 

receiving the items, the Finance Office shall be immediately notified so that the fixed asset can be 

processed for payment, appropriately recorded, and tagged. 

 

6.5 Receiving of Fixed Assets.  It shall be the responsibility of the purchaser to notify the Finance 

Office immediately upon receipt of a fixed asset or invoice as required and the following actions 

shall be implemented. 

 

 

A. Fixed Asset Record Form (PD-15) Required.  Upon processing a fixed asset purchase, a 

Fixed Asset Record Form (PD-15), shall be completed by the Finance Department and 

shall be attached to the purchase order and placed in the Fixed Asset Pending File.  Upon 

receipt of the invoice and verification of acceptability by the receiving office or department 

the invoice will be processed for payment.  The PD-15 will then be completed by the 

Finance Department to include but not be limited to: 

 

1. Descriptive information identifying the item as required by the PD-15; 

 

 2. Certification by Custodian that the item is in the custody and possession of the office or 

department and that the Custodian accepts full custodial responsibility for the item; 

 

3. Specific location of the item, or if mobile, the base location, and 

 

4. Serial numbers, estimated life, vendor name, and all other information on the FD-15. 

  

 B. Verification of Fixed Asset Record Form (PD-15).  The Finance Director shall be 

responsible for verifying by signature on the PD-15 that the form is complete and has all 

appropriate information and signatures. 
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6.6 Recording of Fixed Asset.  The fixed asset shall be entered by the Finance Office into the 

computer fixed asset data file to include all pertinent information and data required and as 

otherwise deemed appropriate by the Finance Director or County Manager.  In addition, it shall be 

the responsibility of the Finance Director to appropriately update and maintain a permanent Fixed 

Asset Record File to include the following for each fixed asset after the effective date of this 

Policy: 

 

A. Copy of the purchase order or p-card report; 

 

B. Original of the Fixed Asset Record Form; 

 

C. Copy of the invoice; 

 

D. Copy of the approved voucher for payment; 

 

E. Copies of all warranties, specifications, contract, agreements, or other pertinent applicable 

documents. 

 

6.7 Transfers of Fixed Assets and Custodian.  A Fixed Asset Disposal Form (PD-16) shall be 

completed and approved by the Finance Director prior to transfer of any fixed asset from the 

location approved by the Annual Fixed Asset Resolution specified in Section 5.4 of this Policy. 

 

 A. Permanent Transfers.  Custodians shall assume full responsibility for all permanent 

transfers of fixed assets to their location and shall be held fully accountable for the fixed 

asset while in their possession.  All permanent transfers shall be recorded on a Fixed Asset 

Disposal Form (PD-16) designated in the annual fixed assets resolution as specified in 

Section 5.4 of this Policy.  The original transfer form shall be filed in the Fixed Assets 

Record File. 

 

 B. Temporary Transfers.  Custodians shall assume full responsibility for all temporary 

transfers of fixed assets to another location and/or to another custodian and shall be fully 

accountable for the fixed assets while in the possession of a different office or department.  

A PD-16 form may be filled out by the loaning and borrowing custodians and approved by 

the Finance Office to transfer full responsibility to the borrowing custodian upon mutual 

approval and signatures of the custodians.  Transfers back to the original custodian, in such 

cases, shall require approval on the form by the Finance Office for return of the fixed asset. 

 

6.8 Disposal of Fixed Assets or County Property.  Disposal of fixed assets and/or County property 

shall be in accordance with all applicable laws and there shall be a Fixed Asset Disposal Form 

(PD-16) approved by the Finance Director prior to disposal of any item.  Normally, disposal of 

fixed assets and County property require that the item be auctioned or as otherwise required by 

New Mexico State Statutes.  However, it shall be the responsibility of the Finance Director to 

insure that all fixed assets and County property are disposed of appropriately and legally upon 

notice of intent to dispose by an office or department.  It is the responsibility of the office or 

department custodian to notify the Finance Department of intent to dispose of any item.  All 

revenues received for disposal of items shall revert to the general fund except for special revenue 

funds or as otherwise required by law or State regulations. 
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6.9 Property - Missing, Lost or Stolen.  It shall be the responsibility of each custodian to report to 

the Sheriff's Department immediately any capitalized asset that has been discovered to be missing, 

lost, or stolen.  A PD-16 Form shall then be completed and forwarded to the Finance Department 

along with a copy of the Sheriff's Incident Report.  At the end of the fiscal year or at the time of a 

change in custodian, a notarized Missing Property Status Report (PD-17) must be submitted to the 

Finance Director along with a Property Status Form (PD-18) indicating all items known to be 

missing, lost, or stolen. The County Commission will act as a review board and each custodian 

must explain the disposition of each item in order for these items to be permanently removed from 

the Chaves County Fixed Asset Records. 

 

6.10 Inventory Control and Annual Inspection.  It shall be the responsibility of each custodian to 

appoint an inventory officer to inspect and oversee the office or department inventory and to insure 

that the inventory is appropriately protected, safeguarded, maintained, and repaired, and is 

physically inspected, present, and accounted for and certified annually as required by the Annual 

Fixed Asset Resolution in Section 5.4 of this Policy.  The Finance Office may conduct random 

physical inventory of certain items to verify that the computerized fixed asset file contains accurate 

information. 

 

6.11 Inventory Location Code and Index.  It shall be the responsibility of the Finance Department to 

update and maintain an Inventory Location Code Index that shall include but not be limited to a 

listing of all County-owned buildings and County-owned properties by code number. 

 

 

6.12 Sensitive Item Listing.  Certain equipment may be classified as sensitive and controlled on 

inventory as non-expendable items if determined advantageous by the County.  Following is a list 

of items that may be considered controlled inventory items, but is not limited.  Items not listed 

may be required to be controlled on inventory at the discretion of the County at any time. 

 

 

 

Binoculars   Dashboard Cameras  Communications  

Radios Computer Towers Monitors  

Lawn Mowers   Printers / Scanners      

Television Sets  DVRs    Laptops / Tablets  
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SECTION VII:  CAPITALIZATION & INFRASTRUCTURE RECORDING 

 

7.1 Definition and Purpose. All county network systems, equipment, buildings and land with an 

initial cost of $10,000 or more shall be capitalized and reported in the annual budget report for the 

purpose of complying with Generally Accepted Accounting Procedures. 

 

7.2 Capitalization Categories. The categories that fixed assets will be divided into for the    purpose 

of capitalization include: 

A. Land 

 

B. Buildings 

 

C. Improvements 

 

D. Machines and Mobile Equipment 

 

E. Equipment 

 

F. Infrastructure (subcategories listed in 7.3) 

 

7.3 Infrastructure Categories. The Infrastructure Category is further divided into five subcategories 

as follows: 

 

A. Major Road System (Paved/Chip & Seal Roads) 

 

B. Currently Maintained Roads (i.e. dirt, gravel) 

 

C. Not Currently Maintained Roads 

 

D. Bridges 

 

E. Other (Cattle guards and Culverts) 
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7.4 Infrastructure Reporting by Subcategory. 

 

 A. Paved/Chip and Seal Roads – The Road Department shall determine a dollar value for 

one mile of Paved/Chip and Seal Road.  This value will be calculated using the previous 

year’s actual salary and benefit costs to determine labor cost, New Mexico Department of 

Transportation force account hourly rates to determine equipment costs and current actual 

material costs.  These costs will be applied to a typical chip sealed roadway, 24 feet in 

width, and calculated for a one mile segment.  The total value for a one mile segment of 

Paved/Chip Sealed Road shall be multiplied by the number of miles of Paved/Chip Sealed 

Road.  Annual additions or deletions shall be calculated utilizing the most current year-end 

costs. 

 

B. Maintained Roads (unpaved) – The Road Department shall determine a dollar value for 

one mile of Maintained Road (unpaved).  This value will be calculated using-current actual 

material costs, New Mexico Department of Transportation force account hourly rates to 

determine equipment costs and current-actual material costs.  These costs will be applied 

to a typical maintained but unpaved roadway, 28 feet in width, and calculated for a one 

mile segment.   The total value for a one mile segment of Maintained Road shall be 

multiplied by the number of miles of Maintained Road.   Annual additions or deletions 

shall be calculated utilizing the most current year-end costs. 

 

 C.   Not Currently Maintained Roads – The total miles of not currently maintained roads will 

be recorded for control purposes; however, no value will be assigned. 

 

  D.   Bridges - The value of the bridges in the Road Network shall be supplied to the Finance 

Office by the Road Department. 

 

  E. Other - The value of the cattle guards and culverts and other capital assets in the Road 

Network shall be supplied to the Finance Office by the Road Department. 
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7.5 Appreciation/Depreciation of Fixed Assets The Appreciation and Depreciation of Capital Assets 

shall be determined as follows for each category: 

 

  A.  Land - There is no requirement to allocate depreciation expense on capital assets 

   in this category. 

   

 B.  Buildings - Depreciation in this category will be a straight line.  Depreciation is based on 

a life expectancy of forty (40) years. 

 

  C.  Improvements - Depreciation in this category will be a straight line.  Depreciation is based 

on the appropriate life expectancy depending on the category of the improvement. 

   

 D.  Machines and Equipment - Depreciation in this category will be a straight line.  

Depreciation determined by the following schedule: 

  Vehicles (1 ton and under) - 5 years 

  Vehicles (over 1 ton) - 10 years 

  Off road equipment - 15 years 

  Fire Department Pumpers - 25 years 

  Fire Department Tankers - 30 years 

  

 E.  Equipment - Depreciation in this category will be a straight line.  Depreciation based on 

a life expectancy of 5 years. 

 

 F.  Infrastructure - As long as infrastructure assets are maintained within their assigned 

subcategories, roads, bridges and other assets shall be adjusted based on the most current 

annual costs calculations. 

 

7.6 Annual Review.  Each year the value of Capital Assets shall be reviewed and recalculated in 

preparation for the year end close-out. 

 

SECTION VIII:  FORMS 

 

8.1 Standardized Forms.  Listed below are the standardized forms used for the processing of this 

Policy are as follows: 

 

A. PD-1 Authorized Signatures for Purchase Orders and Purchasing Cards. 

Authorization Form.  This form is used by purchase users authorizing personnel in their 

respective departments to sign purchase orders, utilize County Purchasing Cards and 

authorize payments. 

 

B. PD-2 Questionable Purchase.  This form is used by Finance or Purchasing personnel to 

record questionable purchases and issue a written determination. 
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C.B. PD-3 Purchase Order.  The purchase order is supplied to the authorized user and is 

initiated pursuant to Section 2.2 and is the official document authorizing a purchase as per 

Section 2.3.  The white copy is the original document which must be given to the vendor; 

the blue and yellow copies are for the Purchasing and Finance Department's use.  The green 

copy is for the user department's records. 

 

D. PD-4 Documented Quotes.  The documented quotes form can be used by departments for 

documenting quotes on small purchases under $10,000.  

 

E.C. PD-5 Request for Quotation.  The written quotation form can be used in compliance with 

Section 2.6.C. 

 

F. PD-6 Sole Source Certification.  The sole source certification is used in compliance with 

Section 2.7. 

 

G. PD-7 Urgent or Emergency Justification.  This justification is used for urgent or 

emergency purchases in compliance with Sections 3.2. A and B. 

 

H. PD-8 Requests for Authorization.  This form is used in compliance with Sections 3.3, 

3.4, 3. 6, 3.7 and 4.3. 

 

I.D. PD-9 Request for Reimbursement of Petty Cash.  This form is used in compliance with 

Section 3.4 and supplements thereof and is used to request reimbursement for expenses 

from Petty Cash Funds. 

 

J.E. PD-10 Report of Overage/Shortage in Petty Cash Fund.   This form is used in 

compliance with Section 3.4 and supplements thereof to report any discrepancies in the 

Petty Cash Fund. 

 

K.F. PD-11 Custodian Statement of Responsibility.  This form is used in compliance with 

Sections 3.4 and 3.6 and supplements thereof and designates the custodian and his 

responsibility regarding Petty Cash and Special Funds.  

 

L.G. PD-12 Special Funds Report of Activity.  This form is used in compliance with Section 

3.7 as a monthly report summarizing the activities of special funds. 

 

 M. PD-13 Special Funds List of Expenditures.  This form is used in compliance with Section 

3.7 as a monthly report detailing the expenditures of special funds. 

 

 N. PD-14 Travel Voucher.  The travel voucher is used in compliance with Sections 4.1 H 

and I and must be completed upon return from travel status. 

 

 O. FD-15 Fixed Asset Record Form.  This form is used to document the addition of a new 

fixed asset to the inventory in compliance with Section 6.5.B. 

 

 P. FD-16 Fixed Asset Disposition Form.  This form is used to document the disposition 

and/or disposal of a fixed asset in compliance with Sections 6.7 and 6.8 and supplements 

thereof. 
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  Q. FD-17 Missing Property Status Report.  This form is used in compliance with Section 

6.9 certifying item(s) which are missing from inventory. 

 

 R. FD-18 Property Status Form.  This form is used in compliance with Section 6.9 detailing 

each item which is reported missing. 

 

 S. PD-19 Travel P-card Assignment Form.  This form is used in compliance with Section 

4.3 of this policy.   

 

8.2 Revision of Forms.  All standardized forms as specified in this Policy may be changed as deemed 

appropriate by the County Manager. 



 

SUPPLEMENT A 
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INTRODUCTION 

 

Welcome to the Chaves County Purchasing Card Program! 

The purpose of the Purchasing Card Program is to streamline and simplify the 

requisitioning, purchasing and payment process for small dollar transactions. The 

Program is designed to shorten the approval process and reduce the paperwork of 

procurement procedures such as purchase orders, petty cash, check requests and expense 

reimbursements. The goal of the Program is to: 

- reduce the cost of processing small dollar purchases 

- receive faster delivery of required merchandise 

- simplify the payment process 

- provide cardholders with empowerment to choose! 

This reference guide will provide you with the particulars of the Program, including 

general guidelines, reconcilement and record keeping procedures, and customer service 

information. It is important to read the following information carefully, as you will 

be responsible for adhering to the company-established policy and procedures. 

As with any new process, it is difficult to anticipate every question or issue that may arise. 

The pilot phase is intended to surface procedures, issues or hurdles that may be 

encountered in using the Card. The feedback will give us an opportunity to refine our 

policies and procedures. 

If you have any additional questions, please contact your manager or your Purchasing 

Card Administrator: 

 

Sandra Rodriguez Analicia Nieto, Purchasing Director 

Manager’s Suite, County Administration Center 

Phone: 624-6615    Fax: 624-6631 

E-mail: purchasing@co.chaves.nm.us ana.nieto@chavescounty.gov 
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General Guidelines 

 

 Card Issuance: 

 

Cardholders must be designated annually in writing by the Department Head to be able to utilize 

a County Purchasing Card. By signing for receipt of this policy, you have agreed to adhere to the 

guidelines established herein.  Most importantly, you are the only person entitled to use the card 

and the card is not to be used for personal use. As each purchasing card is linked to a specific cost 

center and individual employee, the card cannot be transferred from one employee to another.   

When utilizing travel cards, form PD-19 must be completed and a copy forwarded to the 

Purchasing Office.   

Upon receipt of your Visa Purchasing Card, you will need to activate the account by calling the 

toll-free number printed on the card. For verification purposes, you will be asked to provide a piece 

of information, which is your employee number.  If you do not know your employee number, 

contact the person in your department who processes your payroll or call the payroll office at 624-

6546.  Although the card will be issued in your name, your personal credit history will not affect 

your ability to obtain a card. The county is responsible for payment of all purchases. 

Account Maintenance: 

If there's a need to change any information regarding your account, such as mailing address or 

expense accounting code, please contact your Purchasing Card Administrator. 

Card Usage: 

The Visa Purchasing Card can be used at any merchant that accepts Visa, except as the county 

otherwise directs. It may be used for in-store purchases as well as phone, fax or mail orders. There 

is no special terminal or equipment needed by the Visa merchant to process a purchasing card 

transaction.  

In order to comply with state procurement regulations, items ordered via mail, phone, or otherwise 

that are not shipped immediately should not be charged until they are shipped. To avoid charges 

for items on backorder, discuss the issue with the vendor or consider an alternate method of 

payment (purchase order, invoice, etc.). 

When using the Visa Purchasing Card with merchants, please emphasize that an invoice must not 

be sent as this may result in a duplicate payment. For phone, fax and mail orders, please instruct 

the merchant to send a receipt only. This receipt must be retained for your records. 

Not all of your suppliers will accept Visa. However, as purchasing card programs become more 

and more popular, vendors will want to accommodate their customers by accepting Visa as a 

method of payment. If you have a vendor who does not accept Visa, please contact your 

Purchasing Card Administrator. Your administrator will work with the issuing Bank to 

communicate our desire, and the benefits, of accepting Visa. Alternatively, you may advise the 

vendor to contact its local bank for details of becoming a Visa member. It will be to our benefit, 

and the success of the program, if as many suppliers as possible are Visa merchants.  
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Limitations and Restrictions: 

You have been assigned a credit limit to your card. There also is a single transaction limit placed 

on your card, which means your card will be declined if you attempt to purchase more than this set 

amount at one time. Do not split a purchase to avoid the single transaction limit.  Splitting of a 

purchase to circumvent purchase regulations is a violation of NM State law and anyone found 

doing such will be subject to criminal penalties and disciplinary action.  If you believe the single 

transaction limit will inhibit optimum usage of the Program, please discuss this with your manager. 

In addition to the single transaction limit, every cardholder has a total dollar limit assigned to 

his/her account. As limitations vary by cardholder, please discuss the limit with your respective 

manager.  If you believe your monthly limit to be insufficient for your requirements, and your 

manager agrees, your manager must contact the Purchasing Card Administrator to request to have 

your limit(s) increased.  The Purchasing Director has the right to deny or approve any limit 

increases requested. 

Cardholders much remain aware of the Chaves County Purchasing Policy and the requirements 

stated therein. 

The Visa Purchasing Card Program also allows for Merchant Category blocking. If a particular 

Merchant Category is blocked (e.g., jewelry stores), and you attempt to use your card at such a 

merchant, your purchase will be declined. Management has made an effort to ensure that the 

vendors/suppliers used during the normal course of business are not restricted. If your card is 

refused at a merchant where you believe it should have been accepted, you should call your 

Purchasing Card Administrator to determine the reason for refusal. Depending on the result of 

your inquiry, you may want to discuss the issue further with your manager. He/she is empowered 

to advise the Purchasing Card Administrator to modify the restrictions on your use of the 

Purchasing Card. 

IMPORTANT: All requests for changes in limitations and restrictions must be made through your 

Department Head and the Purchasing Card Administrator.  

Lost or Stolen Cards:  

You are responsible for the security of your card and any purchases made on your account. If you 

believe you have lost your card or that it has been stolen, immediately report this information to 

the issuing bank’s Customer Service Department.  Immediately after reporting to Customer 

Service, you must inform your Purchasing Card Administrator. It is extremely important to 

act promptly in the event of a lost or stolen card to avoid county liability for fraudulent 

transactions. 

As with a personal charge card, you will no longer be able to use the account number after 

notifying the bank. A new card should be issued within 48 hours of notice to the bank 
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Authorized Purchases: 

 

The Visa Purchasing Card Program is designed to work under the guidelines and regulations set 

forth by the Chaves County Purchasing Policy.  Any purchase under the amount of $10,000 may 

be made with the card, if eligible.  Single purchases greater than $10,000 may be authorized by a 

Program Administrator.  The Purchasing Director reserves the right to set a cardholders single 

purchase limit to any amount up to $10,000, depending on the cardholder’s scope of purchasing 

responsibility and any other factors. 

Unauthorized Purchases: 

• Items for personal use 

• Capital outlay - Purchasing Director Only may purchase or authorize the purchase of 

    capital outlay items 

 

 

As with any county purchase, the card is not to be used for any product, service or with any 

merchant considered being inappropriate for company funds. 

 

 

 

 

 
Failure to comply with the above guidelines for authorized 
purchases under the Visa Purchasing Card Program may result 
in disciplinary action, cancellation of your card privileges, and 
possible termination of employment. 
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Reconcilement and Payment: 

Unlike personal credit cards, the Visa Purchasing Card Program is handled as county 

liability. Your personal credit history has not been taken into account when a card has been 

issued in your name. 

The County is responsible for paying the Program invoice(s) each month. You are not 

responsible for payment under your account. 

Each month you will print out a statement.  The statement will reflect the transaction date, 

supplier/merchant name and the total amount of the purchase. The statement can be accessed 

through the internet. You can also access your account during the month to check your 

purchases and make sure that you have all the receipts to date.  

You are responsible for the following: 

- retaining all receipts for items purchased under the Program. 

- ensuring all transactions posted are legitimate purchases made by 

 yourself on behalf of the county. 

- ensuring that tax-exempt purchases are not taxed 

- monthly reconciliation of all purchases made by you and/or others 

 for which you are a proxy reconciler or approver. 

 

Receipt Retention/Record Log: 

It is a requirement of the program that you keep all receipts for goods and services purchased. 

For orders placed via phone, fax or mail, you must request a receipt, detailing merchandise 

price, sales/use tax, freight, etc. be included with the goods mailed/shipped. (Note: a 

merchant should not reject this request, as it is a Visa policy}. It is extremely important to 

request and retain purchase receipts, as this is the only original documentation. Please 

remember that Chaves County is tax exempt on all tangible goods except for certain 

construction projects. Services and rentals are taxable. 

As purchasing card records will be audited monthly, it is essential to adhere to the above 

record keeping guidelines. 
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Reconcilement of Purchases: 

It is your responsibility to check your statement and ensure all the transactions posted are 

legitimate transactions made by yourself.  If everything is in order, attach the receipts, sign 

the statement and forward it to your designated approver for review and approval. It is 

required that departments retain a copy of each complete statement submitted. 

Disputed or Fraudulent Charges: 

Disputed Charges:  If there is a discrepancy between your record log and your statement, 

it is imperative that the issue is addressed immediately! Depending on the type of 

discrepancy, you will need to contact the merchant and your Program Administrator to 

resolve the disputed transaction. 

If you believe the merchant has charged you incorrectly or there is an outstanding quality 

or service issue, you must first contact the merchant and try to resolve the error or 

problem. If you are able to resolve the matter directly with the merchant, and the error 

involved an overcharge, a credit adjustment should be requested and receipt of the credit 

verified. 

If the merchant disagrees that an adjustment is necessary, immediately notify the 

Purchasing Director.  The Purchasing Director will work with the merchant and the 

bank on your behalf in an attempt to resolve the disputed charge.    

Fraudulent Charges: Any fraudulent charge (i.e., a charge appearing which you did not 

authorize) must be reported immediately to your Purchasing Card Administrator. 

Prompt reporting of any such charge will help to prevent the company from being held 

responsible.  

In the event the Purchasing Card Administrator is not available, please report any 

fraudulent charge to the the issuing bank’s Fraud Department.  Upon report of fraud, the 

card affected will be immediately terminated and a new card with a different number will 

be issued within 48 hours of notification. 

 

Sales and Use Tax: 

Merchants are required by tax authorities to include the applicable sales or use tax at the 

time of purchase.  The amount of tax is dependent on a variety of factors including the 

state, county and city where the goods are purchased. 

Chaves County is not required to pay sales tax on tangible goods except for construction 

project materials. Services and rentals are taxable. It is the responsibility of the cardholder 

to inform the vendor if a purchase should be processed without tax.   Please contact the 

Purchasing Director if the vendor requires proof of non-taxable status.  The County’s State 

Tax Number (also referred to sometimes as a “Tax Exempt Number”) is embossed on the 

bottom of all cards.  This number is for the vendor’s reference and does not guarantee that 

the purchase will be charged tax free.   

Questions regarding this policy and any other questions concerning tax issues should be 

addressed to your Purchasing Card Administrator. 
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Termination of Card Privileges  

Card privileges may be terminated for the following reasons: 

o Termination of employment – upon employment termination cardholder shall 

immediately return card to their department head or directly to a Program 

Administrator.   

o When use of the card causes budgetary limits to be exceeded without prior 

authorization from the Finance Director or County Manager. 

o Misuse of the card in any manner not consistent with this policy. 
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Common Questions and Concerns: 

• Why did the county decide to participate in a Purchasing Card Program? 

Like most companies today, we are exploring ways to streamline processes and reduce 

costs. Frequently the expenses incurred to process a small dollar purchase can run as 

high as the price of the item itself. 

With a Purchasing Card, many of the typical purchasing steps should be eliminated 

including, generating a requisition, preparing a purchase order, matching a packing slip 

to a purchase order, matching invoices with purchasing requisitions, individual 

payments of invoices, etc. 

• What is the procedure when I pay for something with my Purchasing Card? 

Essentially, the process is the same as when using your personal credit card. You must 

always ask for a receipt for your records, particularly for phone, fax and mail orders. 

• Are there any restrictions associated with the use of my Card? 

Yes, in addition to our county policy stating the type of products you can buy other 

controls and limits may be placed on your card including: 

• a monthly dollar limit 

• a daily dollar limit 

• a "per transaction" dollar limit 

• "blocked" merchant categories 

Please see your manager or Purchasing Card Administrator for your specific 

restrictions. 

• What should I do if a supplier does not accept the Purchasing Card? 

Any purchase not done by purchasing card may be done by purchase order.  In addition, 

please contact your Purchasing Card Administrator and provide him/her with the 

supplier's name, address and phone number.  

 

• How will I know if the County is getting billed correctly for the purchases I have 

made? 

 

You will print out a monthly cardholder statement listing all the purchases made and 

credits received in the previous month. This statement is for your review and allows you 

to reconcile your purchases. You must review the statement in a timely manner as any 

disputed or fraudulent transactions must be reported in a timely manner. 

• How will my monthly Purchasing Card bills be paid? 

You are not responsible for the payment of your Purchasing Card bills. The monthly 

statement you print out is for your review only. After the receipts are attached and the 

statement has been approved, the County will make one monthly payment covering 

Purchasing Card expenses for all county employees using the card. 
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• Who in our company may I talk to if I have questions? 

We have designated the following positions as Purchasing Card (PCA) Administrators: 

the Purchasing Director and any employees he/she designate to be Program 

Administrators.  The PCA should be contacted for any questions you have regarding 

limits, usage and other issues. 

Only the PCA has the authority to change any existing information or restrictions to a 

cardholder's account. 

• What should I do if I have a problem associated with something I bought with my  

   Purchasing Card? 

Please refer to the "Disputed or Fraudulent Charges" section of this guide for complete 

details. It is extremely important that you address these items immediately.  

• Once I receive the card, can I begin using it immediately? 

Once you receive your card, you will be instructed to call the issuing bank and provide 

certain information to activate the card.  They may request the last four digits of your 

social security number.  You only need to give them your four digit County employee 

number NOT your social security number. This procedure ensures a secure card issuance 

process and helps to prevent fraud. 

• What should I do if my card is lost or stolen? 

It is extremely important to call the issuing bank immediately in the event your card is 

lost or stolen. You must also notify your Purchasing Card Administrator. 

 

• Can another employee utilize my card for purchases? 

Each Purchasing Card will be embossed with the individual employee's name with the 

exception of Travel Cards. The employee is responsible for the proper use of his/her 

card. At no time should another individual utilize your Purchasing Card. 

 

• Can the Purchasing Card be used out the United States? 

 

Yes, the Purchasing Card is accepted worldwide wherever Visa is accepted. Purchases 

can be made in any currency and billed in U.S. Dollars. The currency, as well as the 

foreign exchange rate utilized, is stated for each transaction on your statement. 

• What should I do if I need to change my purchase limits? 

Please contact your Purchasing Card Administrator. 



 

SUPPLEMENT B 



 



 



 

  



 



 

  



 

SUPPLEMENT C 

 
CHAVES COUNTY CODE OF ETHICS 

 
The Chaves County Purchasing Department firmly adheres to a strict code of ethics. Engaging in activities that are 

inconsistent with the proper discharge of a public employee's duties is considered to be ethical misconduct and may 

constitute a breach of public trust. Such activities can include participating in decisions that present a conflict of interest, or 

using confidential information for either actual or anticipated personal gain or doing this on behalf of any other person.  

 

A violation of ethical conduct and trust also includes the acceptance of money, gifts, or favors from an individual or concern 

which a public employee has reason to believe may become (or is) a party to a business transaction with the employee's 

employer.  

 

In addition, it is incumbent upon every Chaves County employee to avoid engaging in any activity that may leave an 

impression that influence peddling is being condoned, or that favoritism is being extended to an individual or concern.  

 

In practicing a high standard of ethical conduct, every Chaves County employee should:  

 

1. Avoid becoming involved in transactions that could result in a conflict between personal interests and the interests of 

Chaves County.  

 

2. Prevent the intent and appearance of unethical or compromising conduct in relationships, actions and communications.  

 

3. Never use confidential information as a means of obtaining financial enrichment or personal betterment for oneself or for 

any other person.  

 

4. Decline personal gifts or gratuities from present or potential suppliers since this can influence, or appear to influence, 

procurement decisions.  

 

5. Focus attention on the objectives and policies of Chaves County.  

 

6. Promote positive supplier relationships through courtesy and impartiality in all aspects of procurement operations and 

activities.  

 

7. Strive to obtain the maximum value for each dollar of expenditure.  

 

8. Grant all competitive suppliers equal consideration insofar as New Mexico or federal statutes & regulations, and Chaves 

County policy demand.  

 

9. Conduct business with potential and current suppliers in an atmosphere of good faith.  

 

10. Demand honesty in all aspects of sales representation whether offered through the medium of a verbal or written, an 

advertisement, or a sample of the product.  

 

11. Receive consent of the originator of any ideas, designs or information before exposing them to anyone, or using them 

in specifications for competitive purchasing purposes.  

 

12. Make every reasonable effort to negotiate an equitable and mutually agreeable settlement of any controversy with a 

supplier, and/or be willing to submit any major controversy to an independent party for review, insofar as Chaves County 

policy permits.  

 

13. Educate our internal clients on these ethical practices.  

 

14. Develop skills, expand knowledge and conduct business that demonstrates competence and promotes the procurement 

profession. 



Resolution R-24-008 

CHAVES COUNTY PURCHASING POLICY 

 

 

Whereas, on the 15th of March, 1983 the Chaves County Board of Commissioners formally 

adopted the Chaves County Purchasing Policy, and 

 

Whereas, the purchasing policy has been revised and updated to better serve the County and 

to remain compliant with the State of New Mexico Procurement Code. 

 

Now, therefore, the Board of Chaves County Commissioners resolve that the effective date 

of the revised policy is February 15, 2024. 

 

 
 

               BOARD OF CHAVES COUNTY  

               COMMISSIONERS 

 
 

             

      Jeff Bilberry, Chairman 

   

             

      T.Calder Ezzell Jr., Vice-Chairman 

 

ATTEST:            

      Dara Dana, Member 

 

             

      Richard Taylor, Member 

Cindy Fuller   

County Clerk            

      Michael Perry, Member 

 

 

 

      

 



 

 

AGENDA ITEM:  ____________ Permission to advertise a Notice of Public 

Hearing for the Chaves County Public Nuisance 

Abatement Ordinance No. O-115. 

 

 

MEETING DATE: February 15, 2024     

 

STAFF SUMMARY REPORT 
 

 

 

 

ACTION REQUESTED BY:  Planning and Zoning Department     

   

 

ACTION REQUESTED: Approval to advertise a Notice of Public Hearing for the Chaves 

County Public Nuisance Abatement Ordinance No O-115.  

 

 

ITEM SUMMARY: 

  In compliance with NMSA 4-37-7, Staff shall publish a general summary of the proposed ordinance 

one time in the local newspaper at least two weeks prior to the March 21st, 2024 Board meeting.  

the  
General Summary 

 

Procedures for condemning and cleaning up nuisances in the unincorporated area of Chaves County as 

permitted in NMSA section 3-18-5 and 4-37-1. 

 
 

 

SUPPORT DOCUMENTS:  A Draft of Ordinance O-115 and Legal Ad. 

 

 

 

SUMMARY BY: Louis Jaramillo  

 

TITLE:  Planning and Zoning Director  
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PLANNING AND ZONING COMMISSIONERS 
 #1 St. Mary’s Place Dara Dana  • District 1 

 Chaves County Admin. Bldg.  T Calder Ezzell Jr • District 2 

 Roswell, NM 88203 Jeff Bilberry • District 3 

 Phone (575)-624-6606 Richard “Dick” Taylor • District 4 

 Michael Perry • District 5 

 

 P&Z Director Joseph R. Skeen Building County Manager 

 Louis Jaramillo Bill Williams 

 

CHAVES COUNTY 

BOARD OF COMMISSIONERS 

MARCH 21, 2024 @ 9:00A.M. 

COMMISSION CHAMBERS 

CHAVES COUNTY ADMINISTRATIVE CENTER 

 #1 St. Mary’s Place, Roswell 

 

NOTICE OF PUBLIC HEARING 

 

To consider action on the Chaves County Public Nuisance Abatement Ordinance No. O-115 

 

GENERAL SUMMARY 

 

Procedures for condemning and cleaning up nuisance properties in the unincorporated area of 

Chaves County as permitted in NMSA section 3-18-5 and 4-37-1. 



 

 

ORDINANCE NUMBER O-115 
CHAVES COUNTY PUBLIC NUISANCE ABATEMENT ORDINANCE 

 
 

Section 1: Purpose 

This ordinance is designed to promote the public health, safety and general welfare of the 

residents of Chaves County. 

 

Section 2: Authority 

This ordinance is authorized by New Mexico Law, Section 4-37-1 NMSA, 1978 and 

Section 3-18-5 NMSA, 1978. 

 

Section 3: Goal 

The goal of this ordinance is for property owners within the unincorporated areas of 

Chaves County to clean up and abate any public nuisance on their own property. 

 

Section 4: Definition of Public Nuisance 

A public nuisance is one that has the potential to affect health, safety, welfare and/or 

comfort of the general public. This would include abandoned buildings, dangerous 

structures, dilapidated mobile homes, ruins, rubbish, wreckage, trash, etc. 

 

Section 5:  Notification 

The Planning and Zoning Department (P&Z) upon learning of a public nuisance will notify 

the property owner of the public nuisance by registered mail. The notification will contain 

the following: 

A. Identifying the public nuisance (example: abandoned buildings, dilapidated 

mobile homes, rubbish, etc.) 

B. Allotting a reasonable amount of time for the owner to abate the public 

nuisance. 

C. Detailing the process and procedure if the property owner refuses to abate the 

public nuisance. 
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Section 6: Commission Action 

If the public nuisance has not been abated within the time allocated, the P&Z Director will 

proceed to the condemnation process. The P&Z Director shall prepare a condemnation 

resolution for the County Commission to consider at the next scheduled County 

Commission meeting. The condemnation resolution shall contain the following: 

A. Address of the property. 

B. Name of the property owners. 

C. Nature of the public nuisance. 

D. Property owners appeal process. 

 

Section 7: Appeal Process 

A. The property owner has the right to appeal the County Commission decision to 

condemn the property. The request for an appeal must be filed with the County 

Clerk within ten (10) days after having been served a copy of the condemnation 

resolution by certified mail or by publication. 

 

B. The County Commission will conduct a public hearing in which to consider the 

appeal. The property owner or their agent can present evidence as to why the 

appeal should be granted and the condemnation rescinded. The public will 

have a right to comment and provide evidence to the Commission. 

 

C. The Commission can approve the appeal and rescind the condemnation or 

deny the appeal and move forward with the condemnation process. Nothing in 

this ordinance prohibits the Commission from granting additional time for the 

property owner to abate the public nuisance. 

 

Section 8: Enforcement of the Condemnation 

A. If the property owner does not appeal the condemnation or their appeal is 

denied the County Manager can enforce the abatement order. 

 

B. The County Manager can utilize the County Road Department to abate the 

public nuisance or contract with a third party. 

 

C. All costs associated with the abatement will be borne by the property owner. 

The County will provide the property owner with an invoice once the abatement 

is complete. 

 

D. The County Manager has the authority to negotiate a settlement amount less 

than the invoice or allow the property owner to enter into a pay plan 
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E. If the property owner refuses to pay the invoice, the County Manager is hereby 

authorized to file a lien on the property with the County Clerk. 

 

F. The County Commission can choose to foreclose the lien at any time. 

 

Section 9:  Effective Date.  This ordinance is necessary for the public peace, health 
and safety of the residents of Chaves County and will therefore become effective 
immediately.  

 

ADOPTED BY THE GOVERNING BODY OF CHAVES COUNTY, NEW MEXICO, THIS 
21ST DAY OF MARCH 2024. 

 

     CHAVES COUNTY BOARD OF COMMISSIONERS: 

  

                                                                    _______________________ 

                                                                    Jeff Bilberry, Chairman  

 

                                                                    _________________________ 

                                                                    T. Calder Ezzel Jr., Vice-Chairman 

 

                                                                    _______________________ 

ATTEST:                                                            Dara Dana, Member 

 

                                                                           _______________________ 

__________________                                       Richard C. Taylor, Member 

Cindy Fuller 

County Clerk                                                    _______________________ 

                                                                    Michael Perry, Member 

 
 



AGENDA ITEM:  2024 Chaves County Road Hearing 

Applications and Appointment of 

Freeholders. 
 

MEETING DATE:  February 15, 2024 
 

 

STAFF SUMMARY REPORT 
 
 
 

ACTION REQUESTED BY: Alex Palomino, Public Services Director 
 

 

ACTION REQUESTED:  Appoint Freeholders   
 

 

ITEM SUMMARY: 
The application deadline for the 2024 Chaves County Road hearings has 
passed and no additional applications will be accepted. Three Freeholders must 
be appointed to view the road requests and make a report thereof to the Board 
of County Commissioners. The following individuals have been nominated by 
staff: 

 
Francisco Salvarrey                         David Storey    Alfredo Parra 

Roswell, NM              Roswell, NM                Roswell, NM  

 
Alternate 

Bob Tackett 

Roswell, NM 
 

Staff recommends approval. 
 

SUPPORT DOCUMENTS:                2024 Road Hearing Applications 
 
 
 

SUMMARY BY: Alex Palomino 

TITLE: Public Services Director
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STAFF SUMMARY REPORT 
 
 
ACTION REQUESTED BY: Planning and Zoning Department  

 
ACTION REQUESTED:           To determine if Mr. Noriega is in agreement to the   
     order provided by the Board to correct the nuisance at 6217  
     Devonian St., Roswell NM 88201 
 
ITEM SUMMARY 

 
 

SUMMARY BY: Louis Jaramillo  
 

TITLE:  Planning and Zoning Director  
 

 
 
 
 
 
 

On January 25, 2024 the Board denied Mr. Noriega’s appeal to condemn his property located 
at 6217 Devonian St. 

The Board provided Mr. Noriega with a development plan/order to correct the nuisance. Mr. 
Noriega requested and was granted ten days to allow his attorney to review the order.   

 

AGENDA ITEM:____________ 

MEETING DATE: February 15, 2024 

UPDATE TO Charles Noriega’s appeal 
to Resolution # 23-054 Condemnation 
Resolution of 6217 Devonian Street 
 

Roswell NM 88203 
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STAFF SUMMARY REPORT 
 
 
ACTION REQUESTED BY: Planning and Zoning Department  

 
ACTION REQUESTED:           To approve or deny Mr. James Gibson’s development plan to 
     correct the nuisance at 304 Ryan Street, Roswell NM 88203  
     per Resolution #23-051. 
 
ITEM SUMMARY 

 
 

SUMMARY BY: Louis Jaramillo  
 

TITLE:  Planning and Zoning Director  
 

 
 
 
 
 
 

On December 21, 2023 the Board denied Mr. James Gibson’s appeal to condemn his property 
located at 304 Ryan Street. 

The Board gave Mr. Gibson 60 days to present an acceptable development plan to Planning 
and Zoning Department explaining how he would correct the nuisance.  

 

AGENDA ITEM:____________ 

MEETING DATE: February 15, 2024 

UPDATE TO James Gibson’s appeal to 
Resolution # 23-051 Condemnation 
Resolution of 304 Ryan Street 
 

Roswell NM 88203 
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Account Desc Amount

401-7-722-104-000 Local BAR Jan 2024 (5,000.00)

401-7-722-230-000 Local BAR Jan 2024 5,000.00

401-7-731-231-000 Local BAR Jan 2024 (500.00)

401-7-731-339-000 Local BAR Jan 2024 500.00

401-6-625-339-000 Local BAR Jan 2024 (1,000.00)

401-6-625-252-000 Local BAR Jan 2024 1,000.00

401-7-741-230-000 Local BAR Jan 2024 (1,500.00)

401-7-741-224-000 Local BAR Jan 2024 1,500.00

401-6-613-224-000 Local BAR Jan 2024 (493.00)

401-6-613-237-000 Local BAR Jan 2024 493.00

452-8-832-260-000 Local BAR Jan 2024 (5,400.00)

452-8-832-267-000 Local BAR Jan 2024 5,400.00

402-6-653-291-000 Local BAR Jan 2024 (17,519.00)

402-6-653-257-000 Local BAR Jan 2024 17,519.00

Local Budget Adjustment
January 2024



January 2024 PCard Report 
Account Department Item Total 

401-6-611 Total Commissioners $1,217.80  

401-6-612 Total County Manager $1,573.72  
401-6-613 Total Human Resources $2,890.53  
401-6-614 Total Safety $411.20  
401-6-616 Total Fire & Emergency Services $141.97  
401-6-619 Total Working Capital $170.87  
401-6-621 Total Public Works $315.29  
401-6-622 Total Information Technology $1,321.81  
401-6-624 Total Planning & Zoning $826.70  
401-6-625 Total Purchasing $99.27  
401-6-631 Total Finance Dept $4,823.03  
401-6-632 Total Community Development $110.60  
401-6-641 Total Detention Administration $418.44  
401-6-642 Total Adult Detention $2,657.31  
401-6-645 Total Juvenile CCJD $688.54  
401-6-691 Total Facility Maintenance $4,534.40  
401-6-692 Total Courthouse Maintenance $12,276.48  
401-6-693 Total Facility Maint. Health Dept. $607.87  
401-6-694 Total Facility Maint. CC Road Dept. $3.86  
401-6-696 Total Operating Exp - CCDC $8,935.71  
401-6-699 Total St. Mary Complex $3,448.03  
401-7-721 Total Clerk Admin $1,497.33  
401-7-722 Total Clerk Bureau Elec. $153.58  
401-7-731 Total Assessor Admin $2,007.98  
401-7-732 Total Assessor Appriasal $240.00  
401-7-741 Total Treasurer Dept. $666.63  
401-7-751 Total Sheriff Admin $6,272.32  
401-7-752 Total Sheriff Patrol & Investigation $6,154.59  
402-6-651 Total Road Admin $1,395.52  
402-6-652 Total Road Shop $13.77  
402-6-653 Total Road Construction & Maintenance $15,158.68  
402-6-654 Total Road Vector Control $60.00  
407-8-811 Total Dunken FD $363.66  
408-8-812 Total East Grand Plains FD $599.63  
409-8-813 Total Penasco FD $1,602.86  
410-8-816 Total Midway FD $3,957.23  
411-8-814 Total Berrendo FD $5,107.42  
412-8-815 Total Sierra FD $6,443.10  
412-8-828 Total Sierra FD $596.00  
413-8-818 Total Rio Felix FD $360.19  
414-8-819 Total Fire District #8 $260.47  
427-6-638 Total Indigent $545.08  
432-7-761 Total DWI  $486.25  
452-8-832 Total Flood Dept. $5,098.08  



January 2024 PCard Report 
628-7-733 Total Assessor $28.73  
650-6-684 Total CCDC Construction Fund $12,894.00  
670-6-671 Total Internal Services $256.39  
Grand Total $119,692.92  

 



ITB # Description Advertise Open Project Manager Status
ITB-24-1 Public Health Office 10/08/23 11/07/23 Mac Rogers Rejected

ITB-24-1 Public Health Office (Rebid) 11/19/23 12/12/23 Alex Palomino Awarded

ITB-24-2 PVRCC Renovation 08/13/23 09/12/23 Mac Rogers Rejected

ITB-24-2 PVRCC Renovation (Rebid) 10/01/23 11/07/23 Alex Palomino Awarded

ITB-24-3 Court Compliance Remodel 11/12/23 12/12/23 Anabel Barazza Awarded

ITB-24-4 Bituminous Surface Treatment 09/17/23 10/10/23 Joe West Awarded

ITB-24-5 County Road 184 Brasher Rd Improve. TBD TBD Alex Palomino Pending docs…

ITB-24-6 Corn Ranch EWP Repair 01/21/24 02/27/24 Brian Houghtalin Under bid process…

RFP # Description Advertise Open Project Manager Status
RFP-24-1 Youth Club 23-ZH9177 08/15/23 09/05/23 Anabel Barraza Awarded

RFP-24-2 Youth Mentoring Services 23-ZH9178 08/15/23 09/05/23 Anabel Barraza Awarded

SS # Description Posted Awarded Amount
SS-24-1 Tyler Technologies 06/06/23 07/07/23 Est. $300,000 annually

SS-24-2 WINGS for L.I.F.E 05/22/23 06/23/23 $28,050.00

SS-24-3 CASA-Gender Specific Program 05/22/23 06/23/23 $15,840.00

SS-24-4 CASA - Alternative Education Program 05/22/23 06/23/23 $36,000.00

SS-24-5 CASA - Court Youth Advocacy Program 05/22/23 06/23/23 $56,000.00

SS-24-6 Jail Management System 07/05/23 07/06/23 $42,000.00

SS-24-7 Economic Development Corporation 09/19/23 10/20/23 $150,000 annually

SS-24-8 Firearm Virtual Training System 09/20/23 10/23/23 $69,500.00

SS-24-9 Courthouse Windows Phase IV 10/26/23 11/27/23 $290,577.00

SS-24-10 Motorgrader Warranty 12/04/23 01/08/24 $37,956.00

SS-24-11 EDC - Special Project 12/04/23 01/08/24 $50,000.00

EM # Description Contractor Posted Amount
EM-24-1 Inmate Medical Services Roadrunner Health Services 07/18/23 $1,928,569.00

Project Description Quote 1 Quote 2 Quote 3
Clerk Scanning Docufree - $15,400.00 Portable Micro. - $35,625.67 PDS - $67,714.15

CCDC Fencing Circle F Enterprises - $43,217.06 American Fence - $95,766.89 Scott's Fencing - $208,396.00

CCCH Exterior Painting Al Almond - $16,992.44 Brockman Painting - $47,121.49 Fuentes & Sons - $29,502.28

CCDC KeyWatcher Morse Watchman - $32,244.80 KeyWarden - $36,674.75 Genesis Resource - $31,180.80

Purchasing Bid/RFP/SS/Emergency Register

FY24 Quotes over $30k

FY24 BIDS

FY24 RFPS

FY24 Sole Source

FY24 Emergency













Created Date Pa.i'._ee 
Jan 03 2024 BAUTISTA, ANN 
Jan 03 2024 ARRINGTON, PATRICK 
Jan 03 2024 ARRINGTON, PATRICK 
Jan 03 2024 CEPEDA,MARTIN OR SANDRA 
Jan 08 2024 CHACON.CRUZ Z ; LOPEZ.DIANA A 
Jan 08 2024 SOUTHARD.SAM 
Jan 08 2024 ESPINOZA.MARY V ; ESPINOZA.VINCENT D 
Jan 10 2024 GARCIA TRUST; RAYMOND F & LORETTA E GARCIA 
Jan 10 2024 ARTESIA SCHOOLS 
Jan 10 2024 ARTESIA SCHOOLS 
Jan 10 2024 ARTESIA SCHOOLS 
Jan 10 2024 DEXTER SCHOOLS 
Jan 10 2024 EASTERN NM UNIVERSITY 
Jan 10 2024 ELIDA PUBLIC SCHOOLS #27 
Jan 10 2024 ELIDA PUBLIC SCHOOLS #28 
Jan 10 2024 HAGERMAN SCHOOLS 
Jan 10 2024 LAKE ARTHUR SCHOOLS 
Jan 10 2024 ROSWELL INDEPENDENT SCHOOL DIST. 
Jan 10 2024 SYDNEY GUTIERREZ MIDDLE SCHOOL 
Jan 10 2024 CENTRAL VALLEY SOIL & WATER 
Jan 10 2024 CHAVES COUNTY SOIL & WATER 
Jan 10 2024 CITY OF ROSWELL 
Jan 10 2024 CITY OF ROSWELL 
Jan 10 2024 CONSERVANCY 
Jan 10 2024 COTTONWOOD-WALNUT CREEK S & W 
Jan 10 2024 DFA ADMINISTRATIVE SERVICES 
Jan 10 2024 HAGERMAN-DEXTER SOIL & WATER 
Jan 10 2024 NEW MEXICO TAXATION AND REVENUE 
Jan 10 2024 PENASCO SOIL & WATER 
Jan 10 2024 STATE OF NEW MEXICO· CTF 
Jan 10 2024 TOWN OF DEXTER 
Jan 10 2024 TOWN OF HAGERMAN 
Jan 10 2024 TOWN OF LAKE ARTHUR 
Jan 25 2024 SCHMIDT, BRANDI M. 
Jan 25 2024 RUE, ALEX 
Jan 31 2024 MCI METRO ACCESS TRANSMISSION SERVICES, LLC 
Jan 31 2024 AT&T MOBILITY LLC 

December 2023 Distribution - Taxing Authorities 
Refunds / Overpayments 

TOTAL DISBURSEMENTS

CHAVES COUNTY TREASURER'S OFFICE 

DISBURSEMENT REPORT - JANUARY 2024 

Check# 
11392 
11393 
11394 
11395 
11396 
11397 
11398 
11399 
11400 
11401 
11402 
11403 
11404 
11405 
11406 
11407 
11408 
11409 
11410 
11411 
11412 
11413 
11414 
11415 
11416 
11417 
11418 
11419 
11420 
11421 
11422 
11423 
11424 
11425 
11426 
11427 
11428 

Amount Note 
$11.46 OVERPAYMENT 

$3.20 OVERPAYMENT 
$3.20 OVERPAYMENT 
$1.10 OVERPAYMENT 
$3.22 OVERPAYMENT 

$66.70 OVERPAYMENT 
$3.54 OVERPAYMENT 

$20.00 OVERPAYMENT 
$5,102.85 disbursement from 11/30/2023 to 12/31/2023 

$10,046.28 disbursement from 11/30/2023 to 12/31/2023 
$1,238.77 disbursement from 11/30/2023 to 12/31/2023 

$299,174.71 Grouped Check 
$407,956 57 Grouped Check 

$1.336.61 Grouped Check 
$3,778.90 Grouped Check 

$213,824.17 Grouped Check 
$377,851.74 Grouped Check 

$2,594,705.65 disbursement from 11/30/2023 to 12/31/2023 
$13,614 32 disbursement from 11/30/2023 to 12/31/2023 

$508.53 disbursement from 11/30/2023 to 12/31/2023 
$53,426.37 disbursement from 11/30/2023 to 12/31/2023 

$1,616,161.57 disbursement from 11/30/2023 to 12/31/2023 
$798.16 disbursement from 11/30/2023 to 12/31/2023 

$1,085,214.05 disbursement from 11/30/2023 to 12/31/2023 
$2,420.98 disbursement from 11/30/2023 to 12/31/2023 

$606,828.47 Grouped Check 
$9,446 04 disbursement from 11/30/2023 to 12/31/2023 
$2,860.63 disbursement from 11/30/2023 to 12/31/2023 

$697 58 disbursement from 11/30/2023 to 12/31/2023 
$360.00 disbursement from 11/30/2023 to 12/31/2023 

$6,710.91 disbursement from 11/30/2023 to 12/31/2023 
$4,513.50 disbursement from 11/30/2023 to 12/31/2023 
$2,209.65 disbursement from 11/30/2023 to 12/31/2023 

$428.46 OVERPAYMENT 
$4.02 OVERPAYMENT 

$40.70 OVERPAYMENT 
$1,951.14 OVERPAYMENT 

$7,323,323.75 

Voided Processed B::t. 
Jan 03 2024 03:51 :59 PM kgonzales 
Jan 03 2024 03:54:45 PM kgonzales 
Jan 03 2024 03:55:44 PM kgonzales 
Jan 03 2024 03:56:21 PM kgonzales 
Jan 08 2024 03:45: 11 PM kgonzales 
Jan 08 2024 03:46:42 PM kgonzales 
Jan 08 2024 03:47:34 PM kgonzales 
Jan 10 2024 12:17:10 PM kgonzales 
Jan 10 2024 03:56:42 PM kgonzales 
Jan 10 2024 03:57:19 PM kgonzales 
Jan 10 2024 03:58:59 PM kgonzales 
Jan 10 2024 03:59:37 PM kgonzales 
Jan 10 2024 04:15:51 PM kgonzales 
Jan 10 2024 04:16:40 PM kgonzales 
Jan 10 2024 04:17:13 PM kgonzales 
Jan 10 2024 04:17:44 PM kgonzales 
Jan 10 2024 04:18:21 PM kgonzales 
Jan 10 2024 04:19:08 PM kgonzales 
Jan 10 2024 04:19:37 PM kgonzales 
Jan 10 2024 04:20:53 PM kgonzales 
Jan 10 2024 04:21:17 PM kgonzales 
Jan 10 2024 04:22:05 PM kgonzales 
Jan 10 2024 04:22:28 PM kgonzales 
Jan 10 2024 04:23:09 PM kgonzales 
Jan 1 0 2024 04:24:04 PM kgonzales 
Jan 10 2024 04:24:55 PM kgonzales 
Jan 10 2024 04:25:32 PM kgonzales 
Jan 10 2024 04:26:20 PM kgonzales 
Jan 10 2024 04:26:47 PM kgonzales 
Jan 10 2024 04:33:54 PM kgonzales 
Jan 10 2024 04:34:44 PM kgonzales 
Jan 10 2024 04:35:31 PM kgonzales 
Jan 10 2024 04:36:19 PM kgonzales 
Jan 25 2024 11 :32:48 AM kgonzales 
Jan 25 2024 11 :33:39 AM kgonzales 
Jan 31 2024 12:56:10 PM kgonzales 
Jan 31 2024 12:57:23 PM kgonzales 

$7,320,787.01 
$2,536.74 (_fu-ttiVl ULCounty Treasurer ( 

r'-1� 
$7,323,323.75 



OISTRIBUTION FOR December 2023

STATE OF NM

STATE OF NM

Fund# Fund Name

595 DAIRY

592 HORSES
4N
5N

(tN HOUSE)

(tN HOUSE)

CONSERVANCY

CHAVES COUNTY S&W

UPPER HONDO S&W

HAG/DEX S & W

PENASCO S & W

CENTRALVALLEYS&W

CC ENIVIU,R

CITY OF ROSWELL

RISD

#14 ARTESIA SCHOOLS

TOWN OF LAKE ARTHUR

702 OPERATIONAL-R
702 OPERATIONAL-N
722 DEBT SERVICE

575 OPERATIONAL-R
575 OPERATIONAL-N
574 DEBT SERVICE

701 OPERATIONAL.R
701 OPERATIONAL.N
721 DEBT SERVICE
751 CAP IMPROVEMENT-N
751 CAP IMPROVEMENT-R

705 OPERATIONAL-R
705 OPERATIONAL-N
725 DEBT SERVICE
755 CAP IMPROVEi.4ENT-N
755 CAP IMPROVEIUENT-R
745 HB-33N
745 HB-33R

578 OPERATIONAL-R
578 OPERATIONAL.N

706 OPERATIONAL.R
706 OPERATIONAL-N
726 DEBT SERVICE
756 CAP II\,4PROVEMENT.N

502

465
465

467

503
503

468

469
469

9

10N

10R

12N

12R

11N

'13

591 STATE DEBT SERVICE 3'l

70N
70R
71

1050N
1050R
1051

1060N
1060R
106'l
1062N
1062R

'l4N

14R

1460N
1460R
1461
1462N
1462R
1463N
1463R

2050N
2050R

2060N
2060R
206'l
2062N

LAKE ARTHUR SCHOOLS

STATE OF NN,1

CHAVES COUNry 40'I OPERATIONAL-R
401 OPERATIONAL.N

401 DEBT SERVICE

(tN HOUSE)
(tN HOUSE)
(tN HOUSE)

40N
40R

41



756 CAP IMPROVEI\4ENT.R 2062R

#27 ROOSEVELT COUNTY

#28 ROOSEVELT COUNTY

TOWN OF HAGERMAN

HAGERIVAN SCHOOLS

TOWN OF DEXTER

707
707
727

757

OPERATIONAL-R
OPERATIONAL.N
DEBT SERVICE
CAP IMPROVE[,IENT.N
CAP IMPROVEMENT-R

708
708
728
758
758

OPERATIONAL-R
OPERATIONAL.N
DEBT SERVICE
CAP IMPROVEI\,4ENT-N
CAP IMPROVEI\4ENT.R

2860N
2860R
286',|
2862N
2862R

2760N
2760R
2761
2762N
2762R

577 OPERATIONAL.R
OPERATIONAL.N

6050N
6050R

6060N
6060R
6061
6062N
6062R

576 OPERATIONAL-R
OPERATIONAL.N

8050N
8050R

703 OPERATIONAL-R
OPERATIONAL-N

723 DEBT SERVICE
753 CAP IMPROVEMENT-N

CAP IMPROVEMENT.R

OPERATIONAL.R
OPERATIONAL.N
OEBT SERVICE
CAP IMPROVEMENT.N
CAP IMPROVEMENT.R
TECH DEBT SERVICE

8060N
8060R
8061
8062N
8062R
8064

DEXTER SCHOOLS

DEBT SERV
CAP IMP

TECH DEBT SERV

ARTESIA SCHOOLS
CAP IMP

DEBT SERV
H8.33

OPERATIONAL

CENTRAL VALLEY
SOIL & WATER

COT.WOOD WALCRK S&W

STATE OF NM

TOWN OF DEXTER

704
704
724
754
754
764

755
755
725
745
745
705
705

592

469
469

ART-SCH-CAP-IMP-N
ART_SCH_CAP_'MP-R

ARI_SCf'_DS
ART-SCH.HB33_N
ART-SCH-H833-R

ARr*SCH_OP_/V
ART SCH OP R

a,soN

CATTLE

cvs_w_^,
cvs_14_R

cwcs w

DAIRY

$2,'126,r 99.64

$4.487.09
$615.76

$0.00
$8,998.87
$1,047.41
$1,121.77

$1 17.00

$12,395.05

465
465

401
401

COUNTY_OP_N
COUNTY OP R

ccs w_N
WR

$10 114.82
s43,311.55

$1,264,s78.03
(N HOUSE)
(tN HOUSE)

$334.82
$ 173.71

$2,420.98

$34,250.30

576
576

DEX.MUN-N
DEX_MUN-R

DEXTER SCHOOLS 724
764

DEXSD-DS
DEXSD ET

STATE OF NM

STATE OF NM

CHAVES COUNTY
SOIL E WATER

CHAVES COUNTY

$3, 6.23------5F6466'

$182,467.95
------T56;7i€.4-o-'



754 $31,892.78

---a;6ralE
------T16p4-577'754

704

#27 ROOSEVELT COUNry

DON'T COMBINE CHECKS
FOR ROOSEVELT COUNTY

#28 ROOSEVELT COUNry

CC ENMU-R

FLOOD CONTROL

STATE OF NN4

HAGERMAN -DEXTER
SOIL&WATER

TOWN OF HAGERMAN

HAGERMAN SCHOOLS

STATE OF N[,I

STATE OF NM

TOWN OF LAKE ARTHUR

#1-L Nt\/JC

PENASCO S & W

PREDATOR CONTROL

CONSERVANCY

ROSWELL SCHOOLS

727
757
707

707

702
702

727
758
708
758
708

$202,770.32

--$20-5J 
8-iI5'

$1.773.O2

$0.00
$1,053.83

-s250f7
$19.33

$3.68

$0.00

$ 1 33.14
$25.08

$5.20

$433,545.33

$63.24

$4,725.78
$4,720.26

$1,673.62-----52 
'8-39 

.8-s-'

$144,354.66
$48,597.73

-512:t7076'$7.565.08

-51;T575d

452

593

503
503

577
577

753
703

703

594

592 $305.21

$1,206.59------1-00-5o6
578

766
756
706
756
706

599

710
710

468

502

------5e4-35E77
------523-F6672
--------$27633d-

--------$84-76-

$257.259.75
$0.00

$0.30

$0.00
$0.00

$697.58

$3,800.60

$1,085,214.05

$1,839,953.82721
751

]7t@

$222,373.63

aN HOUSE)

DEXSD_N-CI
DEXSD-N.OP
oExsD_R_c,

DEXSD-R-OP

ELl27 _DS
ELt27_N_Cl

ELI27-N-OP
ELt27_R_Ct

ELI27 R OP

ELt28_DS
ELl28_N_Ct

ELI28.N.OP
ELl28-R-Ct

ELI28_R_OP

ENMU_R
ENMU_R_N
ENMU_R_R

FLOOD

GOA IS

HAG-DEXS_W_N
HAG DEXS W R

HAG-MUN_N
HAG.MUN_R

HAGSD_DS
HAGSD-N-C'

HAGSD_N-OP
HA6SD-R-C'

HAGSD-R-OP

HOGS

HORSES

LA*MUN_N
LA_MUN_R

LASD-DS
LASD_ET

LASD-N-C/
LASD_A/_OP
LASD-R-CI

LASD R OP

NMJC-N
NMJC_R

PENS W

PRED

PVCD

R'SD*DS
R'SD l/ C'



CITY OF ROSWELL

STATE OF NM

STATE

STATE COST

CHILDRENS TRUST FUND

STATE OF NM

#1-L TATUM BOARD OF ED

UPPER HONDO
SOIL & WATER

STATE OF NM

TOTAL DISTRIBUTION

AUTHORITY

ARTESIA SCHOOLS

CAPITAL II\4PROVEMENT

DEBT SERVICE

H8.33

OPERATIONAL

CENTRAL VALLEY
SOIL& WATER

PENALW & INTEREST STATE
JE Conected P&t

597-4-402-650-000

596-4-402-707-OOO

CHECKS

$5,102.85

$0.00
$10,046.28

$1 ,238.77

$508.53

$4,739.33

$798.16
$444.122.24

$1 ,172,039.33

$556.51

$1,985.63

s875.00

$360.00

$559,257.86

$0.00
$0.00
$0 00
$0.00
$0.00
$0.00

751
70'l
751
751
701

593

729

709

------5676T31
-----S4l7o-BZ-g-A--58r-ia50-
---Ts6333'o-5

574

575

709

467

594

TOTAL CHECKS

-TOTAL DISTRIBUTION (LESS CHILDRENS TRUST FUND & STATE COST)
' should equal "Grand ?otal" on "Disrribution Prewiew" r.epon

$7,320,787 01

$11,'147,675.61

$1'1,148,910.61

CHAVES COUNTY

SOIL & WATER $53,426.37

R/SD_N_CI_SGMS
R'SD-N_OP
Rrso-R_c/

R'SD_R_C'_SGMS
R'SD-R-OP

ROS_DS
ROSOP_l'
ROSOP R

STATE DEBT SERVICE

IAISD_OS
TATSD_ET

TATSD_N_CI
TATSD-N_OP
TATSD_R-CI

TATSD R OP

UHS_W_N
UHSWR

RA t"rrEs



COTTONWOOD WALNUT
CREEK SOIL&WATER

TOWN OF OEXTER

DEXTER SCHOOLS

ELIDA PUBLIC SCHOOLS 27

ELIOA PUBLIC SCHOOLS 28

ENMU.R

$2,420.98

$6,710.91

$299,174.71

$1,336.61

$3,778 90

$407.956.57

HAGERMAN.DEXTER

SOIL& WATER

PENASCO

SOIL& WATER

$9.446.04

TOWN OF HAGERMAN

HAGERMAN SCHOOLS

TOWN OF LAKE ARTHUR

LAKE ARTHUR SCHOOLS

NM JUNIOR COLLEGE

PECOS VALLEY

coNSERVANCY OtST (PVCD)

$4,5r 3.50

$213,824.17

$2,209.65

$377,851.74

$0.00

$'1 ,08 5,2't 4.05

s697.58

ROSWELL SCHOOLS

ROSWELL SCHOOLS-SGMS

CITY OF ROSWELL

DEBT SERVICE

OPERATIONAL

STATE OF NM

( P&t / STATE COST)

STATE OF NM

(CHILDRENS TRUST FUND)

STATE OF NM

(STATE DEBT / LIVESTOCK)

$2,594,705.65

$13,614.32

$798.16

$1,6'16.'161.57

$2.860.63

$360.00

$606,828.47

$0.00TATUM BOARD OF EDU.



UPPER HONDO

SOIL & WATER

TOTAL CHECKS

IN HOUSE

CHAVES COUNry .OP

CHAVES COUNry . DS

PREDATOR CONTROL

FLOOD CONTROL

TOTAL IN-HOUSE

$0.00

$7,320,787.0,1

$3,390,777.67

$0.00

$3,800.60

$433,545.33

$3,828,r 23.60

candrade
Highlight
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