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	Using Agency Contact Designation

	Using Agency
	
	

	Department 
	
	

	Division
	
	

	
Additional agencies (if applicable)
	
	

	
Employee Name
	
	

	
Employee Title
	
	

	
Employee Email & Phone
	
	

	
Select role(s)
Primary contract manager^ Alternate contract manager* 

	

	
Add, replace, or remove

*Add to existing list for role(s)
*Replace existing list for role(s)
*Remove employee from role(s)

	

Using Agency Head Name and Title:
	
	

	


Using Agency Head Signature:
	
	



Date:

Submit completed forms via email to purchasinghelpdesk@admin.nv.gov.
Pursuant to the State Administrative Manual (SAM), Section 0302, Nevada Certified Contract Managers (NVCCM), each “Using Agency” must identify an internal, professional level position to serve as their primary Certified Contract Manager(CCM). The role of primary CCM should be included as part of their job description and additional responsibilities can be found in SAM 300. The primary CCM and their identified alternates are responsible for ensuring their using agency is in compliance with NRS, NAC, SAM, and all other purchasing policies and procedures. CCM responsibilities include approval of agency facilitated formal solicitations in nevadaepro.com prior to release and prior to award. Any governmental employee can take the Certified Contract Manger Course and if they pass the course, that employee becomes a CCM, and is authorized to conduct a formal solicitation on behalf of their using agency. Only CCM’S on file with State Purchasing can submit requests to State Purchasing for solicitation development, contract extension, solicitation waivers and other purchasing procurement forms.
For the purposes of this form: “Using Agency” means all officers, departments, divisions, institutions, boards, commissions and other agencies in the Executive Department of the State Government which derive their support from public money in whole or in part, whether the money is provided by the State of Nevada, received from the Federal Government or any branch, bureau or agency thereof, or derived from private or other sources. The term does not include the Nevada Rural Housing Authority, the Housing Division of the Department of Business and Industry, local governments as defined in NRS 354.474, conservation districts, irrigation districts and the Nevada System of Higher Education.

Pursuant to SAM 0302, each using agency head is responsible for designating the primary CCM and notifying State Purchasing if the primary CCM has been replaced. This form can be used by using agencies to add or remove primary and alternative CCM’s from the list.
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