
RESOLUTION OF THE 
RESOURCES AND DEVELOPMENT COMMITTEE 

OF THE 22ND NAVAJO NATION COUNCIL 

RDCJY-12-11 

22ND NAVAJO NATION COUNCIL - FIRST YEAR, 2011 

AN ACTION 
RELATING TO RESOURCES AND DEVELOPMENT ; COMMUNITY DEVELOPMENT; 

CERTIFYING THE LEUPP CHAPTER'S FIVE MANAGEMENT SYSTEM POLICIES 
AND PROCEDURES 

BE IT ENACTED: 

1. The Navajo Nation hereby finds that the Leupp 
Chapter's Five Management Systems Policies and Procedures 
adopted by resolution of the Leupp Chapter appear sufficient, if 
properly administered, to provide accountability in the five 
management areas of accounting, procurement, record keeping, 
personnel and property management, consistent with the Local 
Governance Act, 26 N.N.C. § 101 et seq. - Attached as Exhibit A 
is ~he Office of Auditor General's memorandum recommending 
governance certification of the Leupp Chapter. 

2. , The Navajo Nation hereby certifies Leupp Chapter's 
Five Management System Policies and Procedures, attached as 
Exhibit B, pursuant to 26 N.N.C. § 102(B), which permits Leupp 
Chapter to exercise local governance authorities contained 
within 26 N.N.C. § 103, with the exception of land 
administration authority pursuant to 26 N.N.C. § 103(0) (1) 

3. The · Navajo Nation hereby directs the Office of the 
Auditor General to conduct a review of Leupp Chapter within one 
year of the date of passage of this resolution and to provide a 
written report to the Resources and Development Committee 
regarding the manner in which Leupp Chapter i s operating 
pursuant to the governance certified five management system 
policies and procedures herein approved. 



RDCJY-12-11 

CERTIFICATION 

I hereby certify that the foregoing resolution was duly 
considered by the Resources and Development Commit tee of the 
Navajo Nation Council at a duly called meeting at Window Rock, 
Navajo Nation (Arizona), at which a quorum was present and that 
same was passed by a vote 3 in favor and O opposed, this llth day 
of July, 2011. 

Motion: David L. Tom 
Second: Leonard H. Pete 

--""<:r d~:-Ll~< U>'- , , ~~) 
Katherine Benally, Cht;:_rperson .. 
Resources and Development Commi t 



LEUPP CHAPTER 

f- I V l: fVI A N A 6 l: IVI E N .~ Y !:> L If 



_ _.,:r~-~ffice of the Auditor General 

ih.e Navajo Nation 
Elizabeth 0. Begay. CIA. CFE 

Acting Auditor Genceral 

-

April 14, 2011 

LEUPP CHAPTER 
P.O.Box~ 
Leupp, AZ. 86035 

Dear Oiapter Officials: 

We have completed our review of the Leupp Chapter Five Management System for the 
three month period ending January 31, 2011. The purpose of our review was to determine 
whether Leupp Chapter (Chapter) has met the objectives of a five management system.. as 
defined by 26 Navajo Nation Code (N.N.C.), Local Governance Act. 

Our review included obtaining an understanding of the internal control policies and 
procedures established by the Chapter's five management system, evaluating the design 
effectiveness of the internal control procedures, determining whether such procedures 
have been placed in operation and other procedures we consider ne(essary to form a 
conclusion on whether the Chapter has met the objectives of a five management system. 

The Navajo Nation Local Governance Act, 26 N .N .C., defines a five management system to 
include accounting, procurement, record keeping, personnel, and property management. 
During our review, we evaluated Leupp Chapter's achievement of its Five Management 
System objectives in the areas of financial reporting_ safeguarding of assets and compliance 
with laws and regulations. Our review did not include an evaluation of Leu pp Chapter's 
operational effectiveness and efficiency beyond the five management system. 
Consequently, we provide no conclusion regarding the effectiveness and efficiency of the 
overall Chapter operations. 

Backpowuh 
26 N.N.C. §101 requires chapter management to establish a five management system that 
pro'Yides reasonable assurance that: 

• Financial transactions are authorized, valid and propuly recorded to permit the 
preparation of basic financial statements and other financial reports. 

o Assets are safeguarded ~gainst loss from unauthorized disposition OY use . 
., Chapter activitiH in ihe areas addressed by its five management system comply 

with applkabl~ laws mid regulations. 



-

Ltr. to Leupp Chapter 
Page2 

Review Results: 
We noted no material weaknesses involving Leupp Chapter's Five Management System 
and its operation. A material weakness is defined as a condition in which the design or 
operation of one or more management control does not reduce to a relatively low level the 
risk that errors or fraud in amounts that would be material may occur and not be detected 
within a timely period by employees in the normal course of perfonning their assigned 
functions. Auditing standards require us to note that an examination of this type does not 
necessarily disclose all matters in internal control that might be material weaknesses. 

Accounting System: 
Leupp Chapter's financial statements were prepared on the basis of cash receipts and 
disbursements, which is a comprehensive basis of accounting other than generally accepted 
accounting principles. We conclude that the Chapter's financial reporting is reliable and 
accurate for the purpose of the Chapter's cUJTent operations. 

Conclusion: . 
Based on our review of the three-month period ended January 31, 2011, we concluded that 
the Leupp Chapter Five Management System provides reasonable assurance that financial 
reporting is reliable-and accurate, assets are safeguarded from loss and applicable laws and 
regulations are complied with. Therefore, we recommend that the Transportation and 
Community Development Committee (TCDq approve Leupp Chapter for governance 
certification within the meaning of 26 N.N.C. §102. 

Limitatiorui of a Fiv~ Management Sys~em: 
Although we conclude thai Leupp Chapter currently has an adequate five management 
system for financial reporting, safeguarding of assets or compliance with laws and 
regulations, we must nore that any control system can only provide reasonable, not 
absolute, assurance that the Chapter will ~chieve its management system objectives. No 
control system can prevent ail problems. In addition, the effectiveness of a control system 
changes over time. 

Maintaining an adequate five management system designed to fulfill control objectives is 
the responsibility of Leupp Chapter rrumagement. Because of inherent limitations in 
internal control, en-ors or fraud may neverthel~ occur and not be detected. Also, controls 
that are effective now may later become deficient becc1u~ of the performance or th~ 
responsible for applying them. Finally, future ch'1nges in the Chapter organization may 
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reduce the effectiveness of the controls established by the Chapter's Five Management 
System. In the event thatt the Chapter fails to maintain an effective five management 
system.. the TCOC enacted resolution TCOC-94-98 to establish procedures to revoke 
chapter certification. 

This report is intended solely for the information and use by the Transportation and 
Community Development Committee of the Navajo Nation Council, Leupp Chapter and 
others within the Navajo Nation Government for the purpose of governance certification 
under the Local Govemance Act. This report is not intended to be and should not be used 
by anyone other than these specified parties. 

We appreciate the assistance of the Chapter staff and officials in completing this revi~w. A 
memorandum to the TCOC indicating our favorable recommendation for governance 
certification of the Leupp Chapter Five Management System is forthcoming. If you have 
any questions, please all me at (928) 871-6303. 

Sincerely, 

~U1?· 
/ El~Begay,dA.CFE ,.,-

Acting Auditor General 

Enclosure 

xc: Thomas t. Cody, President 
Lorraine Jones-Noline, Vice.President 
Rosita Ann Kelly, Secretary /Treasurer 
Clara Tsosie, Community Service Coordinator 
Walter Phelp§, Council Delegate 

LEUPP CHAPTER 
Regina Allison, Senior Program/ Project Specialist 

LOCALGOVERNANCESUPPORTCENTE~IWNA 
Arbin Mitchell, Executive Dir«tor 

DIVISION 0~ COMMlJNin DlEVELOPM~ 
Chrono 



Thomas L Cody. President 
,-l~ Jones-Noline. Vice ~idem 

,:. ': · · !Jsita Ann. Kelly ~---rrreasurer •.-,' -/ ,~_, .... .,I 
··---✓ 

Telephone: {928} 686-3227 or 3229 
LEUPP CHAPTER 

CPO Box S428 Leum,,. Arimna 86035 

Jofumy K. Thompson. Sr., Grazing Officer 
Leonard CMe. Council ~legate 

Thomas Walker. Jr .. Council De~ 

Facsimile: {921} 686-3232 

Swom_Declaratioa or Affidavit of Chapter. 

We, the elected Officials of the Leupp Chapter swear and affirm under oath that the Chapter has 
adopted the Standard Five Management System as promulgated by the Navajo Nation 
Department of Justice as of June 8, 2010. We have not made any changes or alterations to the 
Standard Five Management System manuals as promulgated by the Navajo Nation Department 
of Justice as of June 8, 2010. We swear and affirm this with knowledge and understanding that 
criminal and civil legal penalties may result for false statements or material omissions related to 
this Declaration ( or Affidavit). 

Signed, 

,,.·~-~· {~"~-
i,;~,inomas L. Cody, Presi 
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Thomas L. Cody. President 
-~~ Jooes-Noline, Vice Presidcm 

( .:. )sita Ami Kelly, Secmary/freasum-
...... _...,,., 

Telephone: (928} 686-3227 or 3229 
LEUPP CHAPTER 

CPO Box 5421 LeupJ,,. Arizona 86035 

Johnny K. Thompson. Sr .• Grazing Officer 
Leonard Chee, Council Delegate 

Thomas Walker, Jr., Council Delegate 

Facsum1e: t92s> 686-3232 

RESOLUTION OF THE LEUPP CHAPTER 
Western Navajo Agency 

Resolution No: LPOS-106--2011 

RECOMMENDING GOVERNANCE CERTfflCATION OF THE LEUPP CHAPTER'S FIVE 
MANAGEMENT SYSTEM POLICIES AND PROCEDURES BY THE TRANSPORTATION AND 

COMMUNITY DEVEWPMENT COMMl'l"l'EE OF THE NAVAJO NATION COUNCIL, PURSUANT 
TO THE LOCAL GOVERNANCE ACT 26 N.N,C. SECTION 102 (B}. 

WHEREAS: 

1. The Leupp Chapter is a certified Navajo Nation Chapter government, and pursuant to Navajo Nation 
Council resolution CAP-34-98, is delegated governmental authority with respect to local matters consistent 
with Navajo Nation laws, including custom, tradition, and fiscal matters; and 

2. The Leupp Chapter is a duly certified Chapter under the Navajo Nation Government and pursuant to 26 
N.N.C., Section 3. There is a recognition of 110 Navajo Nation Chapters as being certified and enumerated 
at 11 N.N.C., Section 10 of which Leupp Chapter is included; and 

3. On June 12, 2006, the Leupp Chapter approved and adopted the Five Management System Policies and 
Procedures consistent with the requirement of26 N.N.C., Section 101; and 

4. Pursuant to 26 N.N.C., Section 102 (B), the Auditor General's Office were the reviewer under Section 102 
(8), but. delegated the Local Governance Support Center (LGSC) Office at each perspective agencies to be 
the reviewer for the Chapter's; therefore, Local Governance Support Center - Western Navajo Agency 
Office has reviewed the Five Management System Policies and Procedures on August 09, 2010, and based 
upon their findings, and recommends to proceed with governance certification. 

NOW THEREFORE BE IT R,EgOLVED THAY: 

1. The Leupp Chapter hereby recommends governance certificatioil of the Chapter's Five Management System 
Policies and Procedures to the Transportation and Commtmity Devdopment Committee of the Navajo 
Nation Council. 

2. The Navajo Nation Local Governance Support Center (LGSC)- Western Navajo Agency Office reviewed 
the Leupp Chapter's Five Management System Policies and Procedures. Based upon their fin.dings, the 
LGSC :recommends proceeding with govel'D8!lce certification. 
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-~"' / ·. ·. )mas L. Cody, President 
\Lorraine Jones-Noline, Vice President .Sita Ann Kelly, Secretaryffn:asurer 

Johnny K. Thompson, Sr., Grazing Officer 
Leonard Chee, Council Delegah 

Thomas Walk«, Jr., Council Delegate 

Telephone: (928) 686-3227 or 3229 
LEUPP CHAPTER 

CPO Box 5428 Leumz, Arizona 86035 Facsimile: (928) 686-3232 

Chapter Meeting 
2 P.M., Sunday~ August 08, 2010 
leupp Chapter, Leupp, Arizona 

I. PRELIMINARIES 

!!. 

-III. 

IV. 

A. Meeting called to order at 2:43 p.m. 
B. Invocation: 
C. Review and Adopt Agenda. 

Motion: Allen Scott 2nd
: Nellie Codv 

carries. 
D. Review and Adopt meeting minutes. 

Mr. Thomas L Cody, President 
Mr. Allen Scott 
Ms. Lorraine Jones-Noline, Vice-President 

, Vote: In Favor: _17_ Oppose: _O_ Abstentions: _L1._. Motion 

Motion: Johnny K. Thompson 2nd
: _ Woodty Smith Vote: In Favor: _22 Oppose: _Q_ Abstentions: 7 

Motion carries. 

INTRODUCTIONS: 
l. Darrin Womble, Justice of the Peace for Flagstaff Precinct. Mr. Womble goes over the responsibility of a 

person in the capacity of Justice of the Peace. 
2. Avtar Kahlsa, Justice of the Peace for Flagstaff Precinct. Mr. Kahlsa goes over his experience and platform 

for this position. 

OLD BUSINESS 
I. Supporting The Proposed Northeast Arizona Indian Water Rights Settlement Agreement to Resolve the 

Water Rights Claims of the Navajo Nation and Hopi Tribe to Water from the Lower Basin of the 
Colorado River in Arizona, including the Little Colorado River System and the Gila River System, and 
Recommending to the Navajo nation Council the Approval of the Settlement Agreement. Leo 
Manheimer 
Motioning parties: 1st Arlene Jensen 2nd Peggy James Vote: In favor_, Oppose:_ Abstentions: 
, Due to loss of quorum, this item will be revisited at September 2010 chapter meeting. 

NEW BUSINESS: 

., Receiving Report from El Paso Natural Gas. Ed Sanchez and Norman Kaye. 
Mr. Kaytt presents 011 Public Safe~11. Mr. Kc~ve e:1plai11s the procedures involved i11 repairs and 
ri::plocement of gas pipes and the noise it makes once the work is completed and the fines urtt reope,wd. 
_.J couple of months ago work u·as do11e 011 the gos line a11d some pimple became alarmed muf called 
ugrncies regon-ling .st!{t!l_1'. The peop/1! did the r('i!,'11 rl,i11g and reported a s11spic:fous so1111d c11111iugji·o111 
lite lint's. Mr. Kuye exp/oi11etf to the people /he jJl'Ocedures and what i.r 11xpec1edfi'Uln sud, actii·ities. 
Motioning parties: , ,, _ Lol!!.~COlL,)"-1 Nellie Cocl\:_ Vote: In farnr 23 , Oppose: _Q_ AhstentiGns: 7 
, Motion carries. 

3. l~.e,ommending Gow,·naiwe Certili r.a1ion or the Leupp Chapter·s Fiv,~ Management Sy~tern Policies rn,d 
i}t\)Ct' 0.iurr.s by th~ Tr.111spoitmio11 nod (\·,1111nunin· De,·clor,m<~1, t Ct1111 111i1tte tTCDCt l)fTii,.- :·,/:1v:1 j,_1 
r :~nitHl ( ·01HH:if 1_: : ,f·~: lf; !I t: . .t :h::. . i':1 ·:d , ; (~'- ~:"1 ~:1 11 ··:t=-· ~ · ·! ~)t") ?-~ ... \J !'. ~-·,.,_ li, .. lq }~).~! i_t: '. . 
--. ~utilJi~i;t~t ~~~l:, i( ~: ; ·,: }:_!J,_,J.!: .... t--=~;~!!:·•·!r.~:.-!i!. _:>·..-i ·',)~1 ; _ _. ~\,~;\' . .1·.:·. lil !.~·. ,) · -·· -.. 1 

• :•_J 



Thomas L. Cody, President 
,~ine Jones-Noline, Vice President 
\: · , .'.iita Ann Kelly, Secretl!ry/frcasurer 
~-.~~ • 
Telephone: (928} 686-3227 or 3229 

LEUPP CHAPTER 
CPO Box 5428 Leypj>, Arizona 86035 

To Leupp Ciilspt~ll' Comm~&Riiy Mamnben 
And To AH ConcerlDtd 

Johnny K. Thompson, Sr., Grazing Officer 
Walter Phelps. Council Delegmte 

Clara Tsosie, Co111111uni1y Scnicc COllldiaawr 

Facsimile: (928) 686-3232 

RE: Five Management System Ov~rview Public Hearing with a Regular Chapter 
Meeting. 

On August 08~ 2010 the Leupp Chapter had a Regular Chapter Meeting which included 
the Recommendation of Governance Certification of the Leupp Chapters' Five 
Management System Policy and Procedures. During this Regular Chapter meeting I, 
Thomas L. Cody, Chapter President and Clara Tsosie, Community Service Coordinator 
briefly went over the Five Management System which includes the Fiscal Policy and 
Procedures; Personnel Policy and Procedures; Procurement Policy and Procedures; 

_J~roperty Policy and Procedures; and Records Management Policy and Procedures. 
( ... ', 

.··. ··.J 
'\.a, :ii:..:1 

alscal Policy & Procedures - I briefly went over the Roles and Responsibility of the 
"!!&apter Officials and Chapter Administration, Accounting System Requirements, 
Chapter Operating Budget, Internal Control Policies and Procedures. 

Personnel Policy & Proc~dures - I briefly went over the Personnel Policies Manual, 
ManagemeDt & Supervisory Responsibilities, Employment Practice, Recruitment & 
Selection, Employment Status, Classification of Positions, Salary and Wage 
Administration, Employee Benefits, Leave Administration, Changes in Assignment, 
Discipline of Employees, Employee Grievance, Termination of Employment, Conduct of 
Employees, Office & Workstation Regulation~ Penonnel Records, and Veterans 
Preference. 

Procurement Policy & Pl'ocroures - 1I briefly went over the Authoriz~tion., Pu1·poae & 
Scope, Procm·ement Poiici~ General D111ties and R~ponsibilnties of the Chsptea· Officiai1 
and Chapter Administration,, Purchasing Sy§temsi & ProG:edur-es, Bidding & Contracting 
for Procurement Exceeding $50,000.00, ln~pef!tion, Acceptance or Rejectionj and 
Inventory Control • 

.. -- .. , 

(~;iraperty Policy & Proced!mre! - I briefly went o'YePI' the A~tho1rmtion, .?urpo§~, Seo~ of 
:•licy9 General Statement of PoZi~ic~ Duties & Respon~ibHities of Chapter Officialn and 
~bapteir Adminfatntion, Property AcquisitioD, Property ldentifnc2tion, Classification and 
R~ords, nnventory of Property, Lost, Stolen, and Damsged Property, Prop?rty 



Thomu L. Cody. President 
,-1-~mtine Jones-Noline, Vice President 

r, .: · · ) sita Ann Kelly, Secretaryffrai.surer 
··--··";· • 
Telca>hone: (928) 686-3227 or 3229 

ILEUPP CHAPTER 
CPO Box 5428 Letg>. Arizona 86035 

Johnny K. Thompson. Sr., Grazing Officer 
Walter Phelps, Council Delega.ie 

Clua Tsosie, Couimunity Semce Coonlile,wr 

Facsimile: (928} 686-3232 

Maintemrm~e & Storage9 Loan, Rental and use of Chapter Property, Pll"o~rty & 
Equipment lnsurance9 and Propell1y Dn9potdtion. 

Record, ManagemEnt Policy & Procedures -1 briefly went over the Authorization, 
Purpose & Scope of-Policy, Applicable Laws, General Statement of Records Policies, 
General Duties &Responsibilities of Chapter Officials & Chapter Administration, Files, 
Classification of Records, Accessibility and Retrieval of Records, Denial and Appeal of 
Records, Protection" Backup of Publfo & Protection of Records, Transfer of inactive 
Records & Disposal of Recordso 

If there should be questionsj please do not hesitate to contact Leopp Chapter at (928)686--
3227 • 

.. : FHe 
Five Management System Bindler 
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FISCAL POLICIES & PROCEDURES MANUAL W/EXHlBITS 

PROCUREMENT POL[CIES & PROCEDURES MANUAL W/EXHIBITS 

RECORDS POLICIES & PROCEDURES MANUAL W/EXHIBITS 

Pfu~NNEL POLICIES & PROCEDURES MANUAL '1/IE.XlfiSITS 

PROPERTY POLICIES 8r. PROCEDURES MANUAL W/EXHIBITS 

IN HqUSE POLICIES 
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I. 

LEUJPP CHAPTER 
FISCAL ?OLJCi.E§ AND PROCEDURES MANUA!.. 

AUTHORIZATION 

A. Pursuant to 26 N.N.C. § 101 (A), the Leupp Chapter is required to adopt and operate under a 
Five Management System to ensure fiscal accountability. The Leupp Chapter shall also develop 
the Five Management Systems Policies and Procedures Manual ccnsistent with applicable 
Navajo Nation law. 

B. Pursuant to Leupp Chapter Resolution No. LP0S-106-2010. the Leupp Chapter Fiscal Policies 
and Procedures Manual is hereby approved and adopted. 

II. PURPOSE AND SCOPE 

A. Principles: 
The Fiscal Manual is a statement of policies and procedures which provides for planning, 
organizing, directing, and contro!ling the limited resources of the Leupp Chapter. The Fiscal 
Manual will guide the Leupp Chapter to achieve its desired mission, goals and objectives, and to 
ensure compliance with governmental requirements. 

B. Compliance: 
The general principles of this policy are applicable to all employees, both regular status and 
temporary, of the Leupp Chapter, including Leupp Chapter Officials. The Leupp Chapter 
Officials, Leupp Chapter Manager, and Leupp Chapter Administrative Assistant will monitor the 
financial management system to ensure fiscal records are maintained and that this Policy is 
enforced. 

III. APPLICABLE LAWS 

The Leupp Chapter shall comply with all applicable state, federal and Navajo Nation laws. 

rv. ROLE Of THE LEUPP CHAPTER OFFiCIALS 

I. Work closely with the Leupp Chapter Vice-President and Leupp Chaptef" 
Secretaryfrreasurer, to ensure that the Leupp Chapter Administration is adequately meeting 
the Leupp Chapter• s directives and expending funds consistent with conditions set by the 
Navajo Nation Council and/or the Leupp Chapter's annual budgetary objectives, and shall 
report to the Leupp Chapter Membership. 26 N.N.C § 1001 B (1) (j). The Leupp Chap1er 
President shall ensure that any regulations, terms and conditions, assurances, and 
certification requi:tements of fundhlg age!lcies other than the Navajo Nation &"'e also met. 

Fiscal Pot.icies Manual - NNDOJ .f!NAL. 



I B. The Le¥JI Cf.tipde11 Vite--P~idellBt shm~: 
i. In the event the Leupp Chapter President is not available, assu.-ne the role of the Leupp 
Chapter President and perform in that capacity. 

1. Monitor the maintenance of an adequate accounting system to ensure accountability of all 
funds and expenditures, and shall rep<>rt to the Leupp Chapter Membership. 26 N.N.C. § 
1001 (B) (3) (h). 

2. Co-sign all checks along with the Leupp Chapter Manager. In the event the Leupp Chapter 
Secretaryffreasurer is unavailable, the Leupp Chapter President or Leupp Chapter Vice
President may co-sign checks. 26 N.N.C., ·§ 1001 B (3) (1). Any such co-signature by the 
Leupp Chapter President or Leupp Chapter Vice-President shall require a justification 
memorandum. 

3. Consult with other Leupp Chapter Officials to ensure that the Leupp Chapter 
administrative personnel prepare all financial reports and accounting records by fund 
source categories. The Leupp Chapter Secretaryff reasurer is responsible for providing all 
financial reports to the Leupp Chapter Membership at a duly called Leupp Chapter 
Meeting. 26 N.N.C. § 1001 (3) (3) (I). 

D. Leupp Chapter Officials are prohibited from direct involvement in the management and 
operation of the Leupp Chapter administration. 26 N.N.C. § 1001 (E). 

E. Leupp Chapter Officials are prohibited from conducting financial transactions three (3) months 
before or after the general election for Leupp Chapter Officials, except for general operation 
costs. 

F. Leupp Chapter Officials shall attend, upon taking the oath of office, a traimng session on Ethics 
in Government sponsored by the Ethics anrl Rules Office of the Navajo Nation. Leupp Chapter 
Officials shall maintain a high standard of conduct in all Leupp Chapter business consistent with 
Navajo law, including the Local Governance Act and the Navajo Nation Ethics in Government 
Law. Leupp Chapter Officials are prohibited from rendering opinions, directions or decisions 
contrary to the sou:id practice of leadershlp or contrary to the best interest of the Leupp Chapte1'. 
26 N.N.C. § 1001 (!). 

G. Leupp Chapter funds shall not be used for personal, business or oilier forms of loans. Per capim 
distribution of funds by the Leupp Chaple; is prohibited. 26 N.N.C. § 2003 (D). 

H. In accordance with the exception provided in 12 N.N.C. § 820 (N), funds appropriated to the 
Leupp Chapter by the Navajo Nation Council shall not be subject to a lapse of appropriation at 
the end of the fiscal yew provided that the Leupp Chapter shall budget those funds in the 
subsequent fiscal year in accordance with the pWJX>ses 
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and conditions originally set forth by the Navajo Nation Council in its appropriations. 

ACCOUNTING SY§TEM REQU1REMEN7S 

A. Poiiqr: 

Standards fer the_ Leupp Chapter accounting system shall be the following: 

I. The Leupp Chapter's accounting system shall be on a cash-basis method of accounting; 
therefore, the Leupp Chapter shall be deviating from the Generally Accepted Accounting 
Principles (GAAP) with respect to the basis of accounting. 

2. The Leupp Chapter shail have a records system capable of identifying the source and use 
of funds. 

3. The Leupp Chapter shall have a system of internal control procedures to ensure funds are 
used properly. 

4. The Leupp Chapter shall have a system for disclosing and reporting the financial position 
and results of the Leupp Chapter operation on a monthly, quarterly and annual basis. 

5. The Leupp Chapter's financial activities shall be audited biennially. 

B. Fund Accounting: 

1. The accounts of the Leupp Chapter shall be organized by funds and account groups, each 
of which will be considered a separate accounting entity for financial reporting purposes. 
Each fund will maintain a separate set of self-balancing accounts that comprise its assets, 
liabilities, fund bslance, reserve and budgeted expenditures. The funds are governmental 
fund types and shall be grouped as a General Fund and a Special Revenue Fund(s). 

2. The General Fund is the general operating fund of the Leupp Chapter. It shall be used to 
account for all financial resowus except those requi.ed to be: accounted for in another 
fund. 

3. The Special Revenue Fund(s) is used to account for the proceeds of specific revenue 
sources that are legally restricted to expenditures for specified purposes. 

C. Leupp ChapteF wiil 1rmlii11b12r1 the fGllowing fu!md11, incBudmg ~ut 1inot limited ¢0 the 
following: 

General Activities Fund 
Local Governance Act Fund 
Stipend Fund 
Public Emp]oyment Project Fund 
Land Claims Trust Fund 
Veterans Fund 

3 

Scholar.;hip Fund 
Housing Discretionary Fund 
Maintenance/Utilities Fund 
Emergency Fund 
Student Employment Fund 
Sales Tax Revenue 
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• l. The Leupp Chapter's accounting system consists of accounting records and procedures, 
which allow the Leupp Chapter to identify, assemble, analyze, classify, record and 
summarize its financial transactions and report on its financial position and results of 
operation. 

2. The primary objectives of the Leupp Chapter's accounting system are to provide reliable 
and consistent fmancial infonnation on a timely basis, safeguard the Leupp Chapter's 
assets. and to provide reasonable assurance that the Leupp Chapter complies with all 
applicable laws and regulations. 

3. The Leupp Chapter's accounting records provide the documentary support for accowit 
balances and must be properly maintained to provide fiscal accountability for the Leupp 
Chapter. Accounting records include source documents, journals, registers, ledgers and 
other supplementary records. 

4. The Leupp Chapter will maintain all accounting records in accordance with the Leupp 
Chapter Records Management Policy and Procedures Manual. 

VI. LEUPP CHAPTER OPERATING BUDGET 

A. It shall be the Leupp Chapter's policy that no expenditure of Leupp Chapter funds shall be made 
without an approved annual budget and that no expenditures shall exceed the budgeted amounts 
without prior approval by the Leupp Chapter voting members. 

Any person, agent or Leupp Chapter official misappropriating or misusing Leupp Chapter funds 
or property shall be subject to prosecution under the applicable laws of the Navajo Nation, and, if 
appropriate-, under the laws of the federal government. 

B. The Leupp Chapter Fiscal Year shall begin October 01 and shali end September 30 of each 
calendar year. 

l. Upon notification of the Leupp Chapter's base allocation from the Navajo Nation, the 
Leupp Chapter Manager, in consultation with the Leupp Chapter Officials, shall review 
and follow the budget instruction manual of the Navajo Nation Office of Management 
and Budget (0MB) when fonnuls.ting the annual budget. 

2. The Leupp Chapter Manager and Leupp Chapter officials will formulate a proposed 
budget using the Navajo Nation 0MB budget forms for ail revenues the Leupp Chapter 
will receive or generate and for all exp~nditures the Leupp Chapter will make, including 
all Navajo Nation and non-Navajo Nation funds. 

3. The proposed budget shall be based upon the goals and objectives established through 
budget hearings, which shall he held at least four (4) months before the end of the fiscal 
year (by June). 
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4. The Leupp Chapter Manager, in consultation with the Leupp Chapter Officials, shall 

prepare a proposed budget and schedule a public meeting to obtain input on the proposed 
budget from the Leupp Chapter Membership (which may be a duly-called regular Leupp 
Chapter Meeting). 

5. At leut two (2) months before the beginning of each fiscal year (by Aagust), the Leupp 
Chapter Manager and Leupp Chapter Officials shall prepare, present and explain the 
Leupp Chapter proposed annual budget to the Leupp Chapter Membership for discussion 
at a duly-called Leupp Chapter Meeting. 

6. The Leupp Chapter Membership shall vote to approve or disapprove the subsequent 
fiscal year's budget at a duly called regular Leupp Chapter Meeting in September. This 
regular Leupp Chapter Meeting will be publicly advertised at least (30) days in advance 
of said meeting by posting notices to inform the Leupp Chapter Membership of the intent 
to discuss and approve the subsequent fiscal year's annual budget. 

7. The approved Leupp Chapter operating budget may also include funds other than Navajo 
Nation appropriated funds as well as carryover of the previous fiscal year's unexpended 
funds, except where the funding agency( s) does not permit the carryover of funds. 

8. The Leupp Chapter Manager shall notify the Leupp Chapter Officials if any changes in 
the budget are necessary after the budget's adoption. At the next duly-called Planning 
meeting, the Leupp Chapter Officials will discuss any proposed amendments or 
modifications to the budget. 

9. The Leupp Chapter Manager will present in full detail all proposed budget related 
documents for review by the Leupp Chapter Membership prior to approval of 
amendments. The proposed budget amendment(s) will be forwarded to the next 
scheduled Leupp Chapter meeting for discussion and approval by the Leupp Chapter 
Membership. 

10. All modifications or revisions during that fiscal Yea! will be by budget transfers, and shall 
require Leupp Chapter Membership approval. The Leupp Chapter Manager will prepare 
and present the request for budget transfers. 

11. The Leupp Chaptel' Manager will establish fund and subsidiary ledgers based un the 
Leupp Chapter-adopted budget for each Leupp C,..apter fund. The Leupp Chapter 
Manager will refer to these ledgers during the course of the fiscal year when reviewing 
expenditJres, purchase requests, and transfers. 

D. The Leupp Chapter Administrative Assistant will maintain current records of al) financial 
transactions at all times, including budget modificstions or transfer(s) of funds. 

VH. INTERNAL CONTROL POLi!CIES AND PROCEDURES 

It is the policy of the Leupp Chapter to estab!ish internal controls to ensure its assets 2nd resources are 
protected against waste, fraud, and inefficiency, and to ensure that accowiting data are accurate, 
dependable and compliant with any regulations, tenns and conditions, assurances, and certification 
requirements of funding agencies. 
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Cnah Receipts: 

1. Cash Receipts Control Policies: 

a. The Leupp Chapter administrative staff will use a two-copy receipt form to record 
all cash received whether by chcc~ money oroer, or currency. The cash receipt 
forms will be pre-numbered. 

b. All checks and money orders received shall be endorsed "for deposit only' 
immediately upon receipt. 

c. Cash receipts shall be deposited (if practical) on a weekly basis to the Leupp 
Chapter's checking account. 

d. Cash receipts shall be adequately contained in a cash box and further safeguarded 
in a safe or locked file cabinet at all times, promptly recorded, and accurately 
classified. 

e. 

f . 

The handling of all cash receipts shall be segregated to ensure that no one 
employee ( cash custodian) is in a position to solely collect, deposit, safeguard and 
reconcile all cash receipts. 

Cash receipts shall not be co-mingled with petty cash or be used as cash 
disbursements for any expenditures, including travel, salary advances? or personal 
loans. 

g. The Leupp Chapter Administrative Assistant shall be designated the custodian of 
cash receipts by Leupp Chopte'f' resolution. 

2. Cash ReHapt Control Procedures: 

a Upon receipt by mail or other means, the Leupp Chapter Administrative Assistant 
shall record all cash received, whether check or currency, on a two-copy pre
numbered receipt form which shall be recorded in the cash receipt journal on a 
daily basis. 

b. The Leupp Chapte'i' Administrative Assistant shaJl ensure all checks or money 
orders are immediately stamp~ with a restrictive endorsement. 

c. All cash receipts shall be recorded in ink on the cash receipt form daily, and 
which shall include the following: (1) the payer's name; (2) the purpose of the 
cash receipt; (3) the amount received, including check or money order numbers 
and the bank that the check is drawn on; {4) the: date received; and (5) the initials 
and position of the person receiving the money. The Leupp Chapter 
Administrative Assistant will record all cash received in the cash receipts joumsl 
at the end of each day. 
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d. The Leupp Chapter Administrative Assistant shall mail or give an original copy 
of the receipt form to the person or organmuion from which the money is 
received. 

e. The Leupp Chapter Administrative Assistant slt.all safeguard all un-deposited cash 
receipts in a locked cash box and safe at all times. 

f. The Leupp Chapter Administrative Assistant shall prepare the bank deposit slips 
and forward all cash receipts and restrictively endorsed checks, including the cash 
receipt book. cash log, and cash receipts journal to the Leupp Chapter Manager 
for reconciliation. 

g. The Leupp Chapter Manager shall ensure that the deposit amount reconciles with 
the total cash receipts in the cash receipts journal and shall initial the cash receipts 
journal to indicate the reconciliation was completed and shall resolve any 
variances. 

h. The Leupp Chapter Manager shall deposit the monies into the Leupp Chapter's 
bank accollllt on a weekly basis or as practical. The Leupp Chapter Manager 
shall deposit all monies within ten days of receipt 

i. The Leupp Chapter Manager shall obtain a deposit receipt and return the 
duplicate deposit receipt to the Leupp Chapter Administrative Assistant who shall 
record the deposit in the appropriate check/savings fund and subsidiary ledgers 
when updating the Leupp Chapter books. 

j. On a monthly ~asis, the Leupp Chapter Manager shall reconcile the cash receipts 
records to deposits and actual cash by comparing receipts and deposits. The 
aggregate amollllt of receipts issued should equal the amount deposited in the 
bank. 

k. In the event of any discrepancies or variances in receipts and deposits, the Leupp 
Chapter Manager/Leupp Chapter Administrative Assistant shall immediately 
report said discrepancies or variances to the Leupp Chapter Officials at a regular 
Planning Mecling. Any variances shall be investigated and resolved. If the Leupp 
Chapter Manager/Officials detennine any negligence or willful wrongdoing on 
the part of the Leupp Chapter staff, he/she shall take immediate . action in 
accordance with the policies set forth in the Leupp Chapter Personnel Policies and 
Procedures Manual. 

I. Once any variance or discrepancy is resolved, the leupp Chapter Manager shall 
adjust the cash receipts journal and shall docwnent the basis for the adjustment in 
the Leupp Chapter records. 

m. The Le14pp Chapter Secretary/freasurer will report the cash receipts as part of the 
monthly financial reporting to the Leupp Chapter Membership at all duly called 
regular Leupp Chapter Meetings. 

B. Cash Disbunements: 
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1. Cash Disbursement Policies: 

a The handling of &11 cash disbursements shell be properly segregated to insure that 
no single employee is in a position to authorize. execute, and/or approve all 
phases of cssh disbursements. 

b. All disbursements (payments) shall be made by check only from the Leupp 
Chapter general checking account, and not from the savings account. 

c. The Leupp Chapter Manager and the Leupp Chapter Secretaryffreasurer will co
sign all checks for payment. In the event the Leupp Chapter Secretaryffreasurer 
is unavailable for co-signature, the Leupp Chapter President or Leupp Chapter 
Vice-President will be authorized to co-sign checks as the secondary signatory. 
Co-signature by the Leupp Chapter President or Leupp Chapter Vice-President 
shall require a justification memorandum. Two signatures shall be required for all 
checks. 

d. 

e. 

All checks wiJI be pre-numbered and the Leupp Chapter Administtative Assistant 
shall maintain a log of the numbered checks held by the Leupp Chapter. The 
checks shall contain the name and address of the Leupp Chapter, the bank drawn 
on, and the account number at the bank. 

The Leupp Chapter chart of accounts shall be used to determine the appropriate 
accounts to which the disbursement will be charged. 

f. No checks shall he written out to "cash,, or hearer; and no blank check shall be 
signed before it is completely filled out. 

g. The Leupp Chapter is prohibited from making monetacy loans to individuals 
using Leupp Chapter funds. 

h. All disbursement transactions shall be reconciled on a monthly basis to ensure 
funds are disbursed with proper approval, based on adequate documentation and 
in compliance with &-iding guidelines and budget stipulations. 

i. All paid invoices and supporting documentations shall be properly defaced by 
indicating ''paid", amounts paid, and date, to avoid duplicate payments. 

J. Disbursements of funds whica were not budgeted are prohibited. Disbursements 
of Leupp Chapter funds require Leupp Chapter Membership approval during a 
scheduled regular Leupp Chapter Meeting to be documented in the Leupp 
Chapter meeting minutes. 

k. All restricted funds shall be properly budgeted before funds are expended. 

I. The Leupp Chapter Secretaryffreasurer and Leupp Chapter Manager shall ensure 
compliance with all fund disbursements and monitor payables. 
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• m. The Leupp Chapter shaH submit timely payments to take advantage of any 
purchase discounts or payment•term discounts . 

2. Cash Disbursements control procedures: 

a. The Leupp Chapter Administrative Assistant shall prepare a Fund Approval Fenn 
indicating the dat~. amount, check number, account number and fund availability. 

b. The Leupp Chapter Admir.istrative Assistant shall ensure that the Fund Approval 
Form indicates payment authorization and that all somce documents (i.e., 
invoices, quotes, claim forms, timesheets and similar documents) support each 
fund disbursement before preparing a check for payment. 

c. The Leupp Chapter Administrative Assistant shall upon receipt of goods review 
all invoices to ensure completeness of the transaction and that those particular 
goods or services have been received. He/she shall then submit the payment 
authorization form to the Leupp Chapter Manager for payment approval or 
disapproval. 

d. The Leupp Chapter Manager shail review each fund disbursement for necesmty, 
reasonableness and budgetary authorization. He/she shall ensure that each fund 
disbursement (check) is payable to the vendor. The Leupp Chapter Manager and 
Leupp Chapter Secretary-Treasurer shall review the completed check with all 
supporting documentation before co-signing the check. 

e. The original check shall be given to the Leupp Chapter Administrative Assistant 
for mailing, or distribution to the payee(s). 

f. The Leupp Chapter Administrative Assistant shall ensure that all disbursements 
are recorded immediately in the check ledger and the subsidiary fund balance 
ledger. 

g. When a check is written to a primary signatory (Leupp Chapter Manager or the 
umpp Chapter Secretary-Treasurer), the Leupp Chapter President or the Leupp 
Chapter Vice-President shall substitute as co-signer. A memorandum of 
justification shall be required for the substitute signatory. When there is no 
substitute cosigner, the prirn&y signatory, as payee, may sign the check provided 
all essential documents and a memorandum of justification are attached. 

C. Bmnk Reeom:iliati~n Conil!"@l Policies: 

1. The following policies shall apply to bank reconciliation: 

a. One person, who must be other than the primary signatories, shall be designated 
to prepare the bank reconciliation. 

b. Reconciliation shall be accomplished within one day upon receipt of the bank 
statement. 
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c. Any unexplained discrepancies shall oo reported immediately to the Leupp 
Chapter Manager for rorrective action. 

d. Any outstanding check that exceeds 90 calendar days from issue date shall be 
automatically voided. The 90 day stale-check notice should be printed on the 
leupp Chapter's checks to provide additiooal notice to the payee (e.g. ''this check 
void after 90 d!lys. '') 

2. Bank Reconciliation Control Procedures: 

a. Upon receipt of the unopened bank statement and cancelled checks, the Leupp 
Chapter Administrative Assistant shall compare the cancelled checks to the 
Check Ledger to ensure that the numbers, dates, payees, and amounts are in 
agreement. Cancelled checks shall be examined for alterations, authorized 
signatures, and irregular endorsements. 

b. 

c. 

The Leupp Chapter Administrative Assistant shall prepare a list of outstanding 
checks. If the list of outstanding checks discloses checks that have been 
outstanding for three months (90 calendar days) or longer, the Leupp Chapter 
Administrative Assistant shall delete those checks from the list of outstanding 
checks and shall credit the checkbook register and the fund balance ledgers by the 
amount of the voided checks. 

All voided check(s) shall require proper justification from the payee and approval 
from the Leupp Chapter Manager prior to re-issuance. Any bank service fee 
incurred will be assessed to the payee. 

d. The Leupp Chapter Administrative Assistant shaU compare the date and the 
amount shown on the bank statement to the validated bank deposit slips and 
checkbook register maintained on file, and shall prepare a listing of deposits in 
transit. Any variances shall be investigated, resolved and the checkbook register 
balance shall be adjusted as necessary. The Leupp Chapter Administrative 
Assistant shall record the bank charges indicated on the bank statement in the 
checkbook register. 

e. The Leupp Chapter Administrative Assistant sh&ll begin with the bank 
statement ending balance and adjust as follows: 

f. 

g. 

( +) Deposits in transit 
(-) Outstanding Chec!cs 
(=) Month-end reconciled balance should be the same ss the balance in the 

check ledger 

The leupp Chapter Manager shall investigate a!l discrepancies and seek to 
resolve differences. 

The Leupp Chapter Administrative Assistant shall sign and date the 
computation and reconciliation. Once completed, the reconciliation, check 
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register, validated bank deposit receipt slips and bank statements shall be 
forwarded to the Leupp Chapter Manager for review. 

h. The Leupp Chapter Manager shall cross reference the documents received and 
review for accuracy and assurance immediately. If there are discrepancies, the 
Leupp Chapter Manager shall consult with the Leupp Chapter Administrative 
Assistant for appropriate action. 

i. The Leupp Chapter Manager shall review the reconciliation for accuracy and 
completeness and return the documents to the Leupp Chapter Administrative 
Assistant for filing. 

j. The Leupp Chapter Administrative Assistant shall file all completed 
reconciliation fonns, bank statements, and cancelled checks by account and 
month. 

D. Ba!!k Accounts Control Policies: 

1. The Leupp Chapter shall maintain only one checking account and one savings account at 
a federally insured depository institution; and: 

a. All bank records shall be sent directly to the mailing address at: Leupp Chapter, 
C.P.O. Box 5428, Leupp, Arizona 86035. 

b. A signature authorimtion card for each bank account shall be maintained and kept 
on file at the bank and at the Leupp Chapter Administration Office. 

c. Upon a change in authorized bank account signatories by Leupp Chapter 
resolution, the Leupp Chapter Administration shall immediately notify the bank. 

d. AU bank accounts shall be held in the name of the Leupp Chapter. 

e. Each Check issued shall have two required signatures. 

f. The Leupp Chapter shall have its own employer identification numher for its bank 
account, including for its investments and savings account. 

g. The Leupp Chapter shall prohibit unauthorized direct cash withdrawals and 
A TM/debit cards bank transactions. However, the Leupp Chapter may make cash 
withdrawals for cash-only transactions (e.g. coal and medicine men's services}, 
provided that the authorized signatories (e.g. Leupp Chapter Secretary/Treasurer 
and Leupp Chapter Coordinator/Manager) prepare and sign memoranda of 
authorimtion and justification. Moreover, all invoices and receipts 
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must be provided to the Leupp Chapte1· just as with all other fir.ancial 
transactions. Such a debit card must be prepaid only Bild t.11.e central account 
controlled by the Leupp Chapter Manager. 

All unissued checks will be safeguarded in a locked safe at the Leupp Chapter 
administrative offices. 

E. Cemficste of DepG11its and Other ln1testments: 

l. The Leupp Chapter may establish reserves for funds not budgeted for operations, and its 
policies shall include that: 

a. Investments shall be limited to readily marketable and negotiable instruments that 
are low in risk. 

b. Establishment of an investment account shall require community participation and 
approval by Leupp Chapter resolution. 

c. Funds withdrawn from investment accounts shall be transferred by an approved 
Leupp Chapter resolution and only by authorized signatories to the checking or 
savings account in order to be expended. 

d. Investment docwnentation shall include the investment accounts, maturity dates, 
the custodian, location, account numbers and changes in value, and shall be sent 
directly to the Leupp Chapter's mailing address. 

e. Any changes to the investment(s) (i.e., withdrawals, sale, rollovers, etc.) shall be 
approved by the Leupp Chapter Membership at a regularly called Leupp Chapter 
Meeting. 

f. All interest income received from interest hearing accounts shall revert to the 
General Activities Fund. This applies to all restricted and/or unrestricted funds. 
The interest income shall be recorded under !ine item interest income. 

g. All original documents pertaining to investment accounts shall be properly 
secured in a locked safe at the Leupp Chapter Administrative Office. 

2. Investment Control Procedures: 

a. The Leupp Chapter Managea· shall ensure that proper documents are maintained 
and that investments are recorded in the proper jownals, ledgers. and financial 
statements on a monthly basis. 
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b. The Leupp ChapteP Manager shall record all interest income on a monthly btiis 
to appropriate ledgers in th1: General Activities Fund. 

c. Upon request for investments of Leupp Chapter funds, the Leupp Chapter 
Manager shall provide pertinent information to the Leupp Chapter Officials wid 
community members. 

d. The leupp Chapter Manager shall consult with the leupp Chapter Officials on a 
monthly basis in the event of any investment changes or activities. 

e. 1be leupp Chapter' Secretary/f reasurer shall maintain periodic monitoring over 
the investment and keep the community members informed of investment results 
at a regular Leupp Chapter Meeting. 

F. Capitml Assets: 

1. Capital Asset Policy: 

2 . 

It shall be the policy of the Leupp Chapter that accurate and reliable records be 
maintained on all Capital Assets purchased or acquired by lease or lease/purchases. The 
records shall include a description of the asset, identification numbers, cost of the asset, 
date acquired, location, and custodiaJ responsibility. Expected lifetime and depreciation 
records shall be maintained. 

Capital Assets Control Procedures: 

a. The Leupp Chapter Administrative Assistant shall maintain the Capital Asset 
records. He/she shall insure that all Capital Assets are tagged with identification 
tags bearing a description, date acquired, and an identification number. 

b. The Leupp Chapter Adminis1rative Assistant shall record and report in the Leupp 
Chapter's accounting financial records the total dollar value of inventory items 
and any changes to said inventory, including acquisition and disposition of 
Capital Assets and the funding source. 

c. The Leupp Chapter Administrative Assistant shall verify the inventory on an 
annual basis through a physical count. Any differences from the financial records 
shall be investigated for cause and the records adjusted. Any adjustment to tlie 
records shall require a justification memorandum and/or appropriate 
documentation. 

d. If there are no documents to show the cost of any Leupp Chapter CapitaJ Asset, 
the value wili be estimated by the Leupp Chapter Manager based on fair market 
value. 

e. The Leupp Chapter Marur.ger shall be responsible for the dispositfon of these 
assets, and in the event of loss or theft, for which he/she is responsible, refer to 
Leupp Chapter Property Policy and Procedures Mamml, ~tion X (B). 
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f. The recording and reporting of the Leupp Chapter's Capital Assets into 
accounting records and financial statements will be the responsibility of the LetApp 
Chapter Administrative Assistant pursuant to Leupp Ch.apter Property Policy and 
Procedures Manual Section VIIl. · 

g. The Capital Assets account group shall be reported on the . Combined Balance 
Sheet financial statement. 

h. The total of the Capital Asset inventory shall be entered into the Combined 
Balance Statement under Capital Assets column. An equal amount shall be 
entered into the statement under Investments column. 

1. All Capital Assets shall be identified by fund source. 

G. Cbi:rt of Accoul!ts: 

1. The Leupp Chapter, pursuant to the Navajo Nation Local Governance Act (LGA) 26 
N.N.C., Section 2003 (B) (1), is required to follow the Navajo Nation Budget Instructions 
Manual when formulating its annual base allocation Leupp Chapter budget The Leupp 
Chapter will use the Leupp Chapter Chart of Accounts for all budget purposes and 
accounting system. 

2. The Leupp Chapter Manager, in consultation with the Leupp Chapter Officials, will be 
authorized to make changes to the Leupp Chapter Chart of Accounts. 

H. Payroll: 

1. Payroll Control Policies: 

The following policies shall be applied to ensure effective control over payroll and 
disbursement: 

a. The Leupp Chapter shall establish and maintain a salary and wage schedule. The 
Leupp Chapter will abide by the federal minimwn wage law then in effect. 

b. Appropriate segregation of duties shall be maintained to ensure that Leupp 
Chapter employees are not in a position to authorize, execute and approve all 
aspects of payroll pro~sing and disbursements. 

c. The Leupp Chapter shall operate under a cash basis of accounting; therefore, all 
payroll expenses will be recorded on the check date. 

d. The Leupp Chapter shall establish and maintain a system to account for the 
accrual and use of annual leave (compensatory, personal) and sick leave. 

e. The Leupp Chapter will follow all applicable Navajo Nation, state and federal 
laws and regulations relating t<> payroll. 
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f. The Leupp Chapter shall have its own employe!" identification number for ~ 
purposes when reporting and remitting applicable payroll taxes to the IRS. 

g. Personnel records on each employee shall be maintained at the Leupp ChapteY" 
administration on authorized Leupp Chapter Forms. These records include but 
are not limited to: 

(a.) Personnel Action Fonn (PAF) 
(b.) Employment Application Fonn 
( c.) Employee's Federal Withholding Allowance Certificate 

(W-4) 
( d.) Copy of Social Security Card 
(e.) Voluntary Deductions Authorization 
(f.) Employee Performance Evaluation Form 
(g.) Arizona New Hire Form 
(h.) Wage Garnishments 
(i.) Parental Consent Form 
(j.) Copy of voter registration 

2. Payroll Processing and Procedures: 

a. The Leupp Chapter Administrative Assistant will record employee's Personnel 
Action Form information on the employee's earning subsidiary ledger. The ledger 
will contain the employee's name, social security number, mailing address, 
authorized pay rate, date of employment, payment due, hours earned, gross pay, 
withholdings for FICA and federal taxes, any other deductions, net pay and leave 
account. 

b. The immediate supervisor is responsible to maintain an attendance sheet on all 
Leupp Chapter employees. The attendance sheet shall be signed by Leupp 
Chapter employees each day to record employees' time of arrival and departure, 
including for public employment projects and student employment personnel. 
These records shall be provided weekly to the Leupp Chapter Administrative 
Assistant who shall forward these docwnents to the leupp Chapter Manager for 
review. The Leupp Chapter Administrative Assistant shall retain these records 
and file them chronologicaUy in accordance with the Records Manggement 
Polides and Procedures Manual. 

c. The leupp Chapter Administrative Assistant is responsib!e for ooculating the 
time and hours worked for each employee and shall enter the total hours on the 
timesheet. Timesheets shall also document regulm· and overtime hours worke~ 
annual, sick leave and leave without pay taken during each pay period. 

d. The Leupp Chapter Administrative Assistant shall prepme payroll checks, attach 
all supporting documents and submit to the Leupp Chapter Manager for review 
and approval. 
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e. The Leupp Chapter Manager shall review all timesheets, and sign the payroll 

checks. She shall then forward the payroll checks witit applicable documentation 
for review and co-signature by the Leupp Chapter Secretary/f reasurer. 

f. After completing the signature requiremen~ the payroll checks shall be given to 
the Leupp Chapter Administrative Assistant for distribution. Each employee is 
required to personally obtain his or hcT check. In -the event the employee is unable 
to pick up hfa/her check, the employee !i!hall provide a written authorization to 
release his/her payroll check to the Leupp Chapter Manager. The written 
documentation shall contain the employee's social security number~ add."CSs, 
signature and the name of the person designated to pick up the payroll check. 

g. The Leupp Chapter Manager's time and attendance and payroll check shall be 
reviewed and signed by the designated immediate supervisor. The Leupp Chapter 
Officials will decide among themselves who will be designated the local direct 
supervisor of the Leupp Chapter Manager. 

h. The Leupp Chapter Administration shall ensure that Worker's Compensation is 
available for all Leupp Chapter employees by paying requisite premiums to the 
Risk Management Department of the Navajo Nation. The Leupp Chapter, not the 
employee, is responsible for paying any premiums for Worker's Compensation 
coverage for its employees. 

i. The Leupp Chapter shall also participate in the State Unemployment 
Compensation Act Fund. The Leupp Chapter Administration is responsible for 
submitting the requisite contribution to the Department of Economic Security or 
Department of Employment Security on a quarterly basis. 

j . The Leupp Chapter Administrative Assistant shall prepare Social Security, 
Medicare (both employer and employee), and Employee Federal Taxes to be 
withheld on Form 8109, quarterly at the Leupp Chapter's de,-:ignatcd banking 
institution. The Leupp Chapter Administrative Assistant shall ensure that timely 
deposits are made on the quarterly payroll tax deposit to avoid penalties. Fonn 
941 shall be filed with the Internal Revenue Service on a quarterly basis 
according to the due dates set forth by the IRS. In the event the designations of 
these forms change, the Leupp Chapter shall comply with all Internal Revenue 
Service filing requirements. The Leupp Chapter Administration shall consult with 
Office of Management and Budget in November of each calendar year for any 
changes in Internal Revenue Service filing requirements. 

k. The Leupp Chapter Administrative Assistant shall prepare and submit an Internal 
Revenue Service Form 1099-MISC to each vendor to whom $600 or more in fees, 
commissions, or other forms of compensation is paid. Such vendors include 
independent contractors, attorneys, accountants and othm- professionals contracted 
for services. ~ forms shall he submitted to the vendor by January 31 st and to 
the Internal Revenue Service by Febr.wy 281b of dx: folJ.owing cal~ year. 
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l. It shall be the ·policy of the Leupp Chaplei' that only reasonable md necessary travel 
expenses are reimbursed and that the traveler shall submit a report for each 1rip 
describing what was accomplished and how the Leupp Chapter and community 
benefited from the travel. 

2. The Leupp Chapter may issue pre-paid debit cards for an authorized amount to cover 
only reasonable and necessary travel expenses. Such a prepaid debit card must be 
prepaid only and controlled and issued by the Leupp ChalJter Coordinator/Manager. 
The authorized signatories (e.g. Leupp Chapter Secretary/freasurer and Leupp Chapter 
Coordinator/Manager) must prepare and sign memoranda of authorization and 
justification. As with reimbursement checks, the traveler shall submit a report for each 
trip describing what was accomplished and how the Leupp Chapter and community 
benefited from the travel. All receipts and invoices must be submitted to the Leupp 
Chapter Manager. 

3. The designated duty station for Leupp Chapter Officials and Leupp Chapter employees 
is the Leupp Chapter house. This designated duty station will be used to calculate all 
travel mileage claims for meetings outside the designated duty station. For Leupp 
Chapter employees and Leupp Chapter officials, travel between an employee or Leupp 
Chapter official's home and duty station is not considered official travel. 

4. Travel Authorization: Authorized travel expenses will include transportation, lodging, 
meals and other costs directly related to Leupp Chapter business travel conducted by a 
Leupp Chapter employee or Leupp Chapter official. All requests for travel funds are 
only reimbursable if funds are available in the Leupp Chapter's approved budget. To 
reduce costs, travel shall be limited to the most cost efficient method of travel available. 

5. Travel Advances: The Leupp Chapter will allow travel advances up to 800/4 of the total 
estimated travel expense. An employee/ Leupp Chapter official can only have one 
outstanding pay advance at any one time. Any outstanding travel advances delinquent 
over ten (10) calendar days after completion of travel shall be deducted from the 
employee's salary or the Leupp Chapter official's meeting stipend. 

6. Travel Expenses: The Leupp Chapter Officials and employees shall be reimbursed for 
reasonable expenses while on Leupp Chapter business travel including lodging, meals, 
transportation, telephone and for Leupp Chapter business related calls, email, and otha
incidental expenses, all of which shall require receipts in support of costs. The Leupp 
Chapter may pay any special fees in advance for the traveler, which may include 
seminars, symposium, registration fees, etc. 

7. Transportation: The Leupp Chapter shall reimburse all necessary transportation 
expenses for private vehicles, commCiCial airfare, rental vehicles, and o!her modes of 
transportation. Receipts shall be required for airfare, taxis and buses. Reimbursements 
shall be made at e rate equal to the least expensive mode of transportation, which is 
reasonably available. If a personal vehicle is used on Leupp Chapte;- business~ 
employees shall be reimbursed for actual mileage at the Navajo Nation established 
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mileage rate. If the traveler does not provide an odometer ree.din~ the Leupp Chople7 
Administrative Assistant is required to use a mileage chm. 

3. Meals and Incidental Expenses: The Leupp Chapter may establish a maximum amount 
allowable for reimbursement for meals, and incidental expenses. In any circumstances, 
the Leupp Chapter reimbursement rate for meals shall not exceed the Navajo Nation 
established rates. Meal expenses shall be reimbursable when incurred beyond a five (5) 
hour travel period or beyond a fifty (50) mile radius from the Leupp Chapter house. 
Meals provided at no additional cost to the traveler (such as meals included in travel, 
conference, etc.) shall not be reimbursed. The Leupp Chapter may prohibit employees 
and Leupp Chapter Officials from obtaining government credit cards for travel. 

9. Each traveler shall submit the completed travel authorization (TA) fonn with attached 
receipts and a trip expense report stating the purpose of the trip, accomplishments and 
benefits to the Leupp Chapter, within ten (10) calendar days of his/her return. Failure 
to submit a trip expense report within ten (10) calendar days forfeits the traveler's right 
to reimbursement, unless reimbursement is approved by the Leupp Chapter Manager or 
designated Leupp Chapter Official for good cause shown. However, the traveler is still 
required to submit a trip report. 

10. Travel Authorization (TA) Process and Payments: 

a. A verbal travel request indicating the estimated travel costs and purpose shall be 
made to the Leupp Chapter Manager. 

b. Upon approval the Leupp Chapter Administrative Assistant shall type and 
complete all requests for travel authorization. 

c. The Leupp Chapter Administrative Assistant shall be required to obtain from each 
traveler proof of current inswance and a valid driver's license when the traveler is 
using his/her personal vehicle. Photocopies shall be obtained and filed. 

d. The Leupp Chapter Administrative Assistant after reviewing the TA, shall 
forward the TA for signature to the Leupp Chapter Manager. 

e. If the traveler requests a travel advance, the Leupp Chapter Manager must first 
approve the advance before disbursal by the Leupp Chapter Administrative 
Assistant. The Leupp Chapter Manager approves any advance for Leupp Chaple? 
Officials. 

f. On completion of the signature requirement for the T ~ the Leupp Chapter 
Manager shall return the travel documents to the Leupp Chapter Administrative 
Assistant. 

g. The Leupp Chapter Administrative Assistmt shall provide the TA to the traveler 
and file copies of the travel request documents. 

b. Upon completion of travel, the employee/ Leupp Chapter official shall submit a 
trip expense report to the Leupp Chapter Manager. The Leupp Chapter Manager 
shall review all supporting statements and calculate over or underpayment. 
Traveler shall remit payment within (10) ten working days to the Leupp Chapter 
for any overpayment, or said amount shali ~ deducted from the employee's 
salary or the Leupp Chapter official's meeting stipend. 

i. The Leupp Chapter Manager, at.er approval of the trip expense report, shall 
return the travel documents to the Leupp Chapter Administrative Assistant 
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for preparation of the reimbursement chec~ and to fifo copies of the tr&vel 
documents. The reimbursement check shall be co-signed by the required two 
signatures pm-suant to Section V (C) (2). The check shall be made out to the 
traveler and disbursed by the Leupp Chapter Administrative Assistant. 

The development and implementation of the resale inventory policy prevents overstocking, 
shortage and loss as a result of theft, spoilage, breakage, etc. 

1. The Leupp Chapter shall maintain detailed records of inventory items showing the 
description, cost, quantity and location. 

2. The total dollar value of inventory items and the changes thereto shall be recorded in the 
Leupp Chapter's financial records. 

3. V erifica.tion of inventory shall be made on a monthly basis through a physical count. 

4. Any differences in the financial records shall be investigated for cause and the records 
adjusted accordingly. 

5. 

6. 

Date 

The inventory shall consist of goods purchased and/or produced for resale. Examples of 
such inventory are hay, grain, craft items and fuel for households. 

First-in-First-Out (FIFO) Inventory Method: Leupp Chapter shall use the FIFO inventory 
method. lt·is based on the assumption that the first items in are the first out of inventory. 
Under this method, the ending inventory balance will reflect the cost of the most recent 
purchases. The advantage of this method is that it gives an up-to-date inventory value. 

a. The following example illustrates the use of the FIFO method for one inventory 
item under a perpetual inventory system. In this method, a cost must be assigned 
to each item of inventory purchased or sold. 

Qu11tity Coat Sale(ss) Adjat Quadty Cost Balaace 
(On-la:aad) 

03/02/06 100 bales 1.50 0 100 150.00 150.00 
03/10/06 
03/15/06 

" 
03/20/06 .. 

50 bales 1.60 50 230.00 380.00 
100 bales 1.50 150.00 (100) 150.00 230.00 
25 bales 1.60 40.00 25 40.00 270.00 
25 bales 1.55 25 38.75 308.75 

SO busted 1.50 75.00 (50) 75.00 230.00 
bales 

b. Tne Leupp Chapter shall also use the FIFO inventory method for all resale it.ems. 
Detennining the cost and value of the resale items will depend upon the following 
factors: 

( 1.) Cost to produce the item 
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(2.} Economic demand fm: the item 
(3.) Comparable price on the market 
(4.) Leupp Chapter approved amount (hay, grain, etc.) 

7. The Leupp Chapter shall maintain support documentation on all inventory transactions 
on an ongoing basis. These inventory records shall reflect the inventory receipts, 
issuances and balances. The inventory record keeping and custodial functions shall be 
segregated for internal control measures. 

a Inventory Sales Receipt (cash receipt): Pre-numbered and nwnerically controlled 
sales receipt forms shall be prepared in duplicate for each sale. Each form shall 
be properly prepared and have the following infonnation: number and quantities 
issued; unit sale price; vendor; date; total amount of sales; and the signature of 
employee who sold the inventory. The inventory sale receipts shall be reconciled 
with the inventory records on a monthly basis, or whenever necessary. 

8. Inventory Control Procedures: 

a The Leupp Chapter Administrative Assistant, at the time of inventory count, shall 
obtain the current perpetual inventory record and cross reference items during a 
physical count to determine whether any items are missing, damaged, spoiled, or 
obsolete. 

b. The Leupp Chaptei' Administrative Assistant shall report any discrepancies in the 
inventory immediately to the Leupp Chapter Manager. 

c. The Leupp Chapter Manager shall review the inventory count listing and any 
findings by the Leupp Chapter Administrative Assistant. If there is a major 
deficiency or changes in the inventory not properly recorded, the Leupp Chapter 
Manager shall consult with the Leupp Chapter- Officials as soon as possible, and 
correct the deficiencies with the Leupp Chapter Administrative Assistant. Any 
changes/corrections to the inventory shall be documented with a justification 
memorandum. 

d. It shall be the responsibility of the Leupp Chapter Administrative Assistant to 
handle all daily inventory record keeping. The Leupp Chapter Manager shall 
perform monthly physical count and reconciliation of cash receipt tickets to the 
inventory records. Nevertheless, it shall be the responsibility of the Leupp 
Chapter Administrative Assistant to handle all daily inventory record keeping and 
to perform monthly physical counts and reconciliation of cash receipt tickets to 
the inventory records. 

e. The Leupp Chapter Manager shall also ensure that fair market value will be used 
to determine the sale of any items that are for resale. 

X. Finnnciai Assisffince: 

No financial assistance shall be awarded without a Leupp Chapter-approved budget where the 
Leupp Chapter's general funds are utilized. The leupp Chapter Manager is authorized to 
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appi:ov~ requests by simply complying with the respective budgets which have been approved by 
the Leupp Chapter Membership, and all financial assistance shall comply with applia.ble 
policies and procedures. Nevertheless, regardless of the type of assistance, the Leupp Chaptei' 
shall always comply with the following criteria for all financial assistance: 

1. All :recipients must be registered members of the Leupp Chapter. 

2. All requests for assistance shall be documented on a standard assistance application fonn 
with supporting documents as required by the type of assistance requested (i.e. 
scholarship award wiU n~ transcripts, etc). 

3. All assistance awarded shall be based on availability of funds and in accordance with the 
ceiling limits set forth in the policies approved by the Leupp Chapter. 

4. Generally, checks shall be made payable directly to the vendor(s) and or institution(s). 
When allowable pursuant to Leupp Chapter approved policies and in accordance with 
Navajo Nation or other applicable law, check(s) may be made payable directly to the 
requestor. 

S. Assistance shall be limited to once per family every 12 months, unless specified 
otherwise. For purposes of this section, "family" is defined as those persons related 
either by blood or marriage who reside at the same domicile. "Unless specified 
otherwise'' means otherwise lawful expenditure of funds in extraordinary circumstances 
that arc approved by community resolution. 

6. Financial assistance includes but is not limited to the fol1owing: 

a. Student Enrichment/Scholarship Financial 
b. Housing material 
c. Emergency (bwnout; natural and man~made disasters) 
d. 

L. Fiasncial Staiements~ 

1. Policy: 

The Leupp Chapter shall generate the following basic financial statements and prepare 
reports on the Leupp Chapter's financial position and results of operations on a monthly 
basis in the following areas: 

a. Combined Statement of Revenues, Ex~nditures and Cha..'lges in FW'ld 138'ances
All Governmental Fund Types. 

b. Combined Balance Sheet - AJl Fu.rid Types and Account Groups. 

c. Combined Statement of Reven~ Expenditures and Changes in Fund Balances -
Budget and Actual - General and Special Revenue Funds. 
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2. Procedures: 

a. The Leupp Chapter Manager shall prepare monthly financial statements and the 
Leupp Chapter S~retary/freasurer shall present it to the community at a duly 
called Leupp Chapter Meeting following the end of the month. 

b. Witlnn 60 days after the end of the fiscal year the Leupp Chapter Manager shall 
prepare the annual financiai statements and forward to the Leupp Chapter 
Secretarytrreasurer to present to the community at a duly called Leupp Chapter 
Meeting. 

M. Audit Requirements: 

1. The Leupp Chapter shall obtain an audit of its financial operations at least every two 
years and which shall include funds received from all Navajo Nation, State, County 
Federal sources and other ftmd sources. 

2. The Leupp Chapter may obtain the services of the Auditor General of the Navajo Natio~ 
subject to sufficient rcsourees at the Office of the Auditor General, or shall contract with 
an independent licensed Certified Public Accountant to conduct the biennial audit. The 
Leupp Chapter Manager, in consultation with the Auditor General, Navajo Natio~ shall 
ensure that the independent Certified Public Accountant meets all requirements of the 
Generally Accepted Government Auditing Standards issued by the Comptroller General 
of the United States. 

3. In the process of selecting an auditor, the Leupp Chapter shall follow the policies and 
procedures established for procurement of professional services. 

4. Upon completion of the audi~ the auditors shall furnish a statement of findings on the 
results of the examination. 

5. The Leupp Chapter shall conduct an exit conference between the auditor(s) and Leupp 
Chapter Officials to review the procedures taken by the auditor(s) and the findings 
identified. The Leupp Chapter Manager and Leupp Chapter officials may furnish written 
comments concerning the report which shall be incorporated into the overall report and 
submitted to the funding agency and to the Leupp ChapteY- Membership. 

Procedures: 

a. The Leupp Chapter Manager, in consultation with the Auditor General, Navajo 
Nation, shall ensure that the independent licensed Certified Public Accountant 
meets all requirements of the federal General Accounting Office standards for the 
audit of governmental organiz.ations and programs. 

b. The Leupp Chapter Manager and Leupp Chapter Officials shall have an entrance 
conference 'With the Auditor. 

c. The Leupp Chapter Manager and Leupp Chapter Administrative Assistant shall 
ensure that the Auditor receives all information requested. 
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d. The Leupp Chapte1· Manager shall ensure that the suditor furnishes twelve 
certified copies of the audit rresults. The reports shall be prcpm-ed in accordance 
with the reporting standards published by the American Institute of Certified 
Public Accountants. 

e. The Leupp Chapter Manager and Leupp Chapter Officials shall have an exit 
conference with the Auditor. 

f. The Leupp Chapter Manager and Leupp Chapter Officia!s shall develop a 
Corrective Action Plan for any discrepancies cited. 

N. Misuse of Leupp Chapter Funds or Aaset3:: 

Any individual. Leupp Chapter employee or Leupp Chapter official who witnesses or bas 
knowledge of misuse of funds or financial improprieties shall immediately report the violation to 
the appropriate Navajo Nation entity or Leupp Chapter ~fficial. Each Leupp Chapter official 
and employee should understand that it is part of his/her fiduciary duty to report any and all 
violations. 

Procedures: 

a. All Leupp Chapter Officials and Leupp Chapter employees shall refrain from making. 
participating in or influencing decisions where there is any real or potential conflict of 
interest. In the event of a real or potential econ9mic conflict of interest where the Leupp 
Chapter official or employee is required to participate as part of his or her official dutiCSt the 
individual shall write a justification memorandum disclosing the real or potential conflict of 
interest and the necessity for that individual's continued participation, a copy of which shall 
be provided to the Navajo Nation Ethics and Rules Office and the Leupp Chapter 
Administration. In the event that the individual does not properly disclose the real or 
potential conflict of interest to the Ethics and Rules Office and tlie Leupp ChapteY' 
Administration, a.ny Leupp Chapter official or employee aware of the real or potential 
conflict of interest shall make said disclosmc or take other action u appropriate. 

b. The Leupp Chapter Manager shall monitor all allocation of Leupp Chapter funds, property. 
or personnel to investigate alleged conflicts of interest or misuse of Leupp Chapter resources. 

c. The Leupp Chapter Wianager shall report all alleged misuse of Lei4f1p Chapter resources and 
assets to the proper authority. 

VIII. DEFINITIONS 

The language contained in this section applies to this Fiscal Manual: 

A. Accounting System - is the method and records established and maintained to identify, 
assemble, analyze, classify, record and report the Leupp Chapter's financial transactions and to 
maintain accountability, in accordance with generally accepted accounting principles. of such 
transactions and related assets and liabilities. 
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B. Assets - The total amount of petty cash, undeposited revenue, checking, saving and investment 
balances and resale inventory, and propmy and equipment that arc recorded in ~e General 
Capital Assets Account Group. 

C. Bank Account - is any money heid in a bank. 

D. Bank Reconciliation - is the verification of bank balances to the Leupp Chapter book balance. 

E. Bank Transfer - is funds transferred between Leupp Chapter bank accounts without withdrawing 
cash. 

F. Budget - a plan of financial operations embodying an estimate of proposed expenditures for a 
given period and the proposed means of financing them, it usually indicates a financial plan for a 
single fiscal year. 

G. Carry over Funds - means unexpended funds from the previous fiscal year that are authorized to 
be carried into the fiscal year. 

H. Cash - is currency. coin, checks, money orders, and bankers draft on hand or on deposit with an 
official or agent designated as custodian of cash and bank deposits. 

I. Cash Basis Method of Accounting - is the basis of accounting under which revenues are 
recorded when received in cash and expenditures are recorded when cash is disbursed. 

J. Cash Disbursements - is payments for goods and services. 

K. Cash Receipts - is receiving cash, coins, checks, dividends etc, in the form of payment. 

L. Leupp Chapter Manager - means the individual who is responsible for administering the Five 
Management Systems and the administratio-4 of the Leupp Chapter. 

M. Leupp Chapter Membership -

I. For purposes of services and benefits, all tribal members who either reside witrun or are 
registered Leupp Chapter members. An individual may not be a memm,r of more than 
one Leupp Chapter. 

2. For voting purposes and participation in the Leupp Chaptef' government, all registered 
voters of the Leupp Chapter. 

N. Leupp Chapter Officials -means the following public officials elected by the Leupp Chapter 
Membership; Leupp Chapter President, Leupp Chapter Vice-President, and Leupp Chapter 
Secretary/f reasurer .. 

0 . Custodian - means an individual having day-to-day charge of official books, records, documents, 
equipment, property and funds of the Leupp Chapter government. 

P. Five Management Systems - means a managrment system that includes; fiscal, procurement, 
records, personnel and property management. 
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X. 

Form W-2-is an earnings statement for employee's salary/wages. 

Form 941 - is an employer's quarterly federal tax return. 

Form 1099 - is a non-employee earnings statement to report income that is not salsry or wage 
(self employment income). 

Fund Accounting - provides the means to segregate financial resources into funds or account 
groups in order to determine compliance with finance related legal, contractual, or other 
restrictive requirements; aid Leupp Chapter management by transactions related to certain 
restrictions and specific Leupp Chapter functions and activities. 

Fund Balance - The difference between all asset and liability balances. Represents the net worth 
of a particular fimd and is increased by revenues and decreased by expenditures. 

Capital Assets - Capital assets are items of tangible property having a value of more than 
$500.00 and have an estimated useful life of one year or more as distinguished from intangible 
property and consumable tangible property. Includes building, infrastructure, improvements, 
property and equipment. 

Capital Assets Account Group - is a self-balancing group of accounts, set up to account for the 
general Capital assets of the Leupp Chapter. 

General Ledger - is the swnmary of financial transactions and the basis for preparing trial 
balances and financial repo118, 

Y. General Purpose Financial Statements - Ikscribes the five-combined financial statement of the 
reporting entity that is required by Generally Accepted Accounting Principle. (Combined 
Balance Sheet, Combined Statement of Revenues and Expenditures - Change in Fund Balance 
and Combined Statement of Revenues and Expenditures - Budget vs. Actual). 

Z. Generally Accepted Accounting Principles (GAAP) - are financial accounting and reporting 
assumptions, standards, and practices that a business or governmental entities rely upon in 
preparing fair and consistent financial statements. 

AA. Investments - Securities and real estate held for tlie production of income in the form of interest. 
dividends, and rental or lease payments. The term does not include capital tiSets induded in 
governmental operations. 

BB. Journal - is defined as a book of original entry. Journals provide a chronological detailed record 
of daily financial transactions and support balances in the general ledger BCCOl!llts. Journals may 
be posted manually or generated by computer. 

CC. Liabilities - Amounts owed for goods and services (labor, materials, or services), which are 
recognized each month and recorded in the financial records of the Leupp Chapter so as to 
properly reflect the leupp Chapter's financial condition. Debts maturing more than a year later 
should be shown in the General Long Term Debt Group. 
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DD. Payroll Taxes - consist of fedem! withholdin& social security. Medicare, FUTA and SUTA 
taxes. 

EE. Source Documents - are used to initiate accounting transactions and should be retained to 
support each entry recorded in the acc01mting records. Examples of cash receipts include source 
documents; pre-numbered cash receipt tickets, cash register tapes and validated bank deposit 
receipts. Examples of cash · disbursements source documents include requisitions, purchase 
orders. receiving reports, and vendor invoices. 

FF. Subsidimy Ledgers - a book of accounts that provides supporting details in individual balan~ 
the total of which appears in a general ledger. 

IX. APPENDICES 
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A. 
B. 
C. 
D. 
E. 
F. 
G. 
H. 
I. 
J. 
K. 
L. 
M. 
N. 
0. 
P. 

Cash Receipts Journal 
Payroll Journal 
Individual Employee Earnings Subsidiary Ledger 
Timesheet 
Work Site Sign-In Sheet 
Monthly Check Ledger 
Capital Asset Inventory 
Checking Account Reconciliation 
Savings Account Reconciliation 
Fund Approval Form 
Budget Transfer Form 
Travel Authori7.ation & Trip Report 
Assistance Application (General) 
General Claim Form 
Housing Application Forms & Ranking 
Personnel Action Form 
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l 
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I'.,,.,.._; 
........... ~;/ 

LEUPP CHAPTER 
WESTERN NAVAJO AGENCY 

TIMESHEET 

PAV PERIOD ENDING: _______ _ 

EXHIBITD 

EMPLOYEE1S NAME:---~---~---
Social Security Number: ________ _ 

DAYS SUN MON TUE WED THU FRI SAT SUN MON TUE WED THU FRI SAT 

DATES 
REGULAR HOUR8 WORKED 
ANNUAL LEAVE TAKEN 
SICK LEAVE TAKEN 
ADMINISTRATIVE LEAVE 
COMP~ T~ME LEA VE 
HOLIDAY 
OTHErt 

TOTAL HOURS: 

EMPLOVEi:9S SIGNATURE: ________ _ DATE: _____ _ 

APPROVED:. ___________ _ DATE: _____ _ 

IMMEDIATE SUPERVISOR 

•
. /7",, 

<~;' 



- (~"\ 
J:lE'Vf/!tP C/Oi~'lt 

(J)»L'Y SigN-I!N S!J{tE.'E/( 
• 

EXIDBITE 

NaN: _______________ _ 
cPaJ &riatl'Eftding: --------

'W~---------

: •d--1!(}/: . . ...... ___ J'. - .· -~ •··.· '"- .. . -·· ... . LO . ' ~ .' -'-:~ ·- · , ' . f'rJ"..:;.. : :·· -i "- • ... ~ ,n-.--rlll'.--: 
·~ • .,.. ·~1. ; ... - ' :... c. • 1lli4l"Y 4-11 ~..111,..-.1111 .... _. 

k ~ k k k k 
Ou~ Out: Out: Out: Out: Out: 

·. LUIJI:& . . ., . . l.wl , .. Lud -~ ~ :· ':.'.. . .. ,flid. •·•. 
h k k k ~ ~ 

~ ~ ~ Out: ~ ~ 

~,lOfi ... '7i 1.,, . : . 
.- - r'4J -·- , . .-, . ' f'titlit,. . '•' ,:, . ·3. •' ._.,,. ·' l{otll(j{ou,,: , I ._·_. · .. ~ ---.. •.. 

~VHMM!I' . . · 
... 

' .. .., ·. - - . . . 

In: In: In: In: In: In: 

Out: Out: Out: Out: Out: Out: 
· Lad· ·_ ' ·,c.11114 ' '· .. ' . . .. .··· Lacf& · 

: . . ' . Lundi. :Lf.fid .. '·, ·.c,-
In: In: In: In: In: In: 
Out: Out: Out: Out: Out: Out: 
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Dab): PAYEE: 

. : ·_;:.:: · ···~'"· 'F.O'f~Uii=;,:;; .. ;, -- i',' 

UNRESTRICTEDJRESTRICTED 
U1 -·-· '""8nlf r-una11 
02 Form IOO S.w Ta 

LEUPP CHAPTER 
MONTHLY CHECK LEDGER 

Check Fund: Account -
No.: 01 90 No. ( -): (. }: 

eTARTING~: 

,-.-.... .... ;•· . .'.~ i·;,{t :;,f~ ... ~~:. !- ·:· (\= ./l: ·:. -- \4·/ ~-~., .. '. ,;: . .'_'.: •-..~ 
RES1RICIED 
"f1SCU""'-

20 ALERT Account 

EXHIBITF . 
CUmmula9twe 

lkllarls»: 

' 
. -~. ' . •, . i :'..? : ; ,; ·.· 

,n,-'IIH9UJICI 

o. 111 ; :a• runa 
OS TM'lt FundclClllnw ~ lmfflsd FUMS 21 Poet Offlce Account 
OI S.....Youlh ~ 22 Bulld!ng M•I llllmice WOltfM A!:cGw,t 
ot Hcua1ng Diac:nltionafy Fund 23S....TuF..- r·--10 LGAGrant 24 Drought F...m Funda 
12 Chaptar Salplmd Fund 25 Farm Account l3 lrlapctdlonlApp 
1~ ~ Fmm 28 Gming CoimlD:ie Accoill1t 11118amFunda 
15 Publk Emplo,ment Progr.an %7 FwnltlN a Equip or Repair lri P.'ldtmMnCO 
11 Vel.WBn!J Funlfl 21 PGwffllne EmMkNI r-....... 17 Emergency Funcb 29YouthDewfopmsnlProjl;lct cmmtGrant 
18 Senior c..... Ac:c:CM.att 30 ~ Accclull: 



( 
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," 
ilT, 

LEUPP CHAPTER 
Checking Account Reconcilataon 

Ending balance per bank statement 
on ________ _ 

ADD: Deposit not posted on bank ·statement $ 

EXHIBIT H 

SUBTRACT: Qutstandlng checks (checks not cleared by the bank. This infomlation is taken from 
the Check Ledger.} 

CHECK NUMBER: AIUIIINT: BALANCE: 

TOTAL OUTSTANDING CHECKS: 

ADJUSTED BANK BALANCE:(to ~k ledger balance) 

PREPARED BY: _______ _ Date: _______ _ 

APPROVED av:--------- o.: ____ _ 

NOTE: If Adjusted Bank Balance does not agree with the ending monthly check ledger balance, the 
monthly chsck ledger should be throughly reviewed and adjusbnents shall ba made aooordingly. 



I LEUPP CHAPTER 
Saving/lnvestra1®eirt Account Reconcilation 

Ending ~l!}nce per b~nfc_ statement 
on _______ _ 

ADO: Deposit not posted on bank statement _$ ____ _ 

EXHl1131T I 

SUBTRACT: Outstanding chec-.ks (checks not cteared by the bank. This information is taken from 
the Check Ledger.} 

CHECK NU-ER: AMnllNT: ---· .... ~--: 

TOTAL OUTSTANDING CHECKS: 

ADJUSTED BANK BALANCE:(to Choclk led91r balanca) 

PREPARED BY: _______ _ Date: _____ _ 

APP~OVED BY: ________ _ Dme: _____ _ 

NOTE: If Adjusted Bank Balance does not agree with the ending monthly check ledger bal&nce, the 
monthly check ledger should be throughly reviewed and adjustments shall be made accordingly. 



I LEUPP CHAPTER 
FUND APPROVAL FORM 

DATE: _____ _ 2010-

AMOUNT OF,CHECK _I __ _ CHECK NUMBER: ---
CHECKDATE: -----

PAYABLE TO: 

INVOICE OR REFERENCE NUMBER: ____________ _ 

PURPOSE OF PAYMENT: ________________ _ 

ACCOUNT NUMBER: 
SUB ACCOUNT: __ 

AVAILABILITY OF FUNDS 

BUDGETED ITEM 

COMMUNITY APPROVAL 

CONDITION OF APPROPRIATION 

Requested By: 
Administrative Assistant 

Approved By: 

AMOUNT ..... :! ___ _ 

Yes ---

---_Yes 

Yes ----
Yes ---

Date: 

__ No 

__ No 

__ No 

No --

-----

Date: -----
Community Service Coordinator 

Concurred By: 
Chapter President 

OR 

Secretaryff reasurer 

Date: -----



I 

j" 

LEUPP CHAPTER 
REQUEST FOR BUDG~T TRANSFER 

RESOLUTION OF THE LEUPP CHAPTER 
WHtem Nttv11jo Agency 

Raolstion No: _______ _ 

TO: ___________________ _ 

FROM: _________________ _ 

DATE: _________________ _ 

TRANSFER REQUESTED 
FROM SUB-ACCOUNT AMOUNT INTO SUB-ACCOUNT 

$ 
$ 
$ 
$ 
$ 
$ 
$ 
$ 
$ 
$ 
$ 
$ 

TOTAL: TOTAL: 

Justification (Must be detailed and complete): 

Signature of Chapter Manager 

EXHIBIT I! 

AMOUNT 
$ 
$ 
$ 
$ 
$ 
$ 
$ 
$ 
$ 
$ 
$ 
$ 



THIS FORM CONTAINS: 

g TRAVEL AUTHORIZA TJON 
TRAVEL ADVANCE 

EXHIBIT L. LVEL NUIWBE [1(§0:fJ(p(p 

@[}{)~~~ : 
The Navajo Nation 

TRAVEL EXPENSE REPORT WEL AD\/ANCEREQUII 

OYES ONO 
DEPT DATE OF lEPT. 

'IAME 
'IAME & POSITiON 
)FTRAVELER 

NO. ----~--...,......_ TRAVEL REQUEST 
SIGNATURE -------

SOCIAL 
SECURITY NO. 

t .. ,, 

ITINERARY 

OF TRAVELER 
. o REGULAR STATUS EMPLOYEE 
o TEMPORARY EM 1 PHONE 2 PHONE 

:J CHAPTER VEHIC POV INSURANCE CARRIER & ------
:J PRIVATE VEHIC POLICY NO. EXP. DATE 
\AILEAGE ESTIMATE MILEAGE COST ESTIMATE a B~ a AIR (COM ERCI. FARE ESTI TE 

miles cents I milE S a RAIi • AIR CHARTER $ 

-'AEALS 
::>THER POSSIBLE EXPENSE (Itemize) COST ESTIMATE 

$ 

,,--....... ,.........,....,....,.._....--_........,.......,.........._ ___ ,,.,....._---~-=""-------- -i i: \QRI E0 CH PTER OFFICIAL SIGNA lmEl"E AP PRO 0 
ADVA $ 

I ~ TRAVEL EXPENSE REPORT -
(ATTACH ALL REQUIRED PAiO RECEIPTS) 

1. DAY M:004Jlff/lMT 

PERIOD 
... 

DATE ONLY 

I 2. DEPARTURE 
TIIIEOF MRIVAL 

... FROM 
3. 

CITY 10 

11'0 

L~.L~NG TOTALS 

• BREAKFAST I s. 
MEALS WNCH s 

I DINNER J ,. iPERS.CARO • TRANS. 
PORTA-

llilaGE J 
TION ~NG M!l.EAGE 

' 10TAl • (UNEf-t) $ s s $ ' s $ s ' "t CERTIFY ntAT THIS TJIAYn REPORT IS ACCIJRAff. COl.1PlET1: ANO ALL DPEtlSES REQUIIIED FC>A REIMIIUIISEMENT ANOCUIIIED KfR£1N INCIJAREO WHILE OH CHAPTER OFFICIAL 
TRAVEL FOR TI4E PURPOSES AS SET FORTH IN THIS TRAVEL AUTIIOIIIZATION." 

I 

SIGNATURE 
OFTRAV~R --------·-----·---

·~OUMTING DISTRCBUTION CHARGE ACCT. NO AMOUNT INITIAL EXPENSE RECONCILIATION: 

MILEAGE • CHECK NUMBER • AMOUNT DUE TO EMPLOYEE 

I 

II 
II 

EXPENSES c;, ADVANCE ON THIS REPORT • TOTAL EXPENSE ON THIS REPOf 
OTHER 1: 



li:XHIBITL 

LEUPP CHAPTER 

CPO BOX 5428, LEUPP, ARIZONA 86035 ,,..- ------------TR-iP_R __ E_PO_RT ____________ _ 

Name ofTravefsr: TA Number: 

Report Date: Travel Daa: (from) (retwn) ----- ,.,.. ___ _ 
Time of Departure? 

Type of Vehicle Used: 

Odometer Reading: 

Purpose of Travel: 

Person (s) Contacfad: 

Tribal 

Beginning: 

AMIPM Time of Return: 

D Pnvata • 
Ending: Totai miles: 

.( ',';• -==----=------------------=----------------• Accomplishments: 

-

- I t:et1ifr that this trip n,po,t,.... pll cla/me lncurredbv me on official hV!#f flS he{eln statedl 

Signature of Trave!er 

--
JUSTIRCATION FOR UNAUTHORIZED EKPENSES 

NN TIWIIRJtieyH#IOOooll Pagat SubsecliDfJ .f. 

Approval Authority 

Date 

Date 

-



(-\ 
, I -

NAME: 

LEUPP CHAPTER 
CPO BOX 5428, LEUPP, ARIZONA 86035 
TEL: (928)686-3227 FAX: (928)686-3232 

ASSISTANCE APPLICATION FORM 

CENSUS#: 

EXHIBIT M 

J 
--~------------- --------------

ADDRESS: CITY: STATE: -~--·---------- -------- ----
PHYSICAL LOCATIO~ OF HOME: 

(Draw a map on the back) 

VERIFICATION OF INCOME: VERIFIED BY: ~-------~-- ------------
ARE YOU A REGISTERED VOTER Wfflf (NAME OF CHAPTER?) YES 

SIGNATURE OF RECIPIENT 

CHAPTER REPRESENTAT1VE 

I TYPE OF ASSISTANCE REQUESTED 

BACKHOE $ 135.00 PAID D FUNERAL 

FRONT END s 135.00 PAID 0 BULLDOZER 

FACILITY USAGE $ 75.00 PAID D 
WATER $ 30.00 PAID • OTHER 

[ FOR OFFICE STAFF ONL. y 

0 PICTUREID 
0 CHAPTER VOTER REGISTRAl 
0 FEE WAIVED APPROVED 
0 INCOME VERIFICATION 
0 NOT APPROVED 

D 

DATE: 

0.4\TE: 

$ f00.00 

s 175.00 

s 10.00 

O OTHER VERIFtCATIC ______________ _ 

Chapter M11n19er Signature of Approval 

REGULAR PAVING CLl~MTS 

Form of Payment: 0 cash 

PAYMENT AMOUNT $ 

NO D 

I 
PAID D 
PAID D 
PAID D 
PAID • 

:::, 

DATE 

------- Ocheck # 
Omonay onl,ff-#-----1i 



--~~"':v':1/>.. 
(;;:_J EXHIBIT N -------1 

IE. of CLAIMANT (PRINm>) 

iJNtlLMEN ONi.V - CHECK ONE OF THE FOLLOWING: 

LEUPP•
1
-:~R 

FlNANCIAL SERVICES·OEPARTMENT 
GENERAL CLAIM FORM 

SOCIAL SEQIIU'IY NUMIEII MAIUNCii ADDRESS 

I I 
TYPE OF CLAIM 

c COMMnTE.E ON GOVERNEMNT SERV1a5 
o RESOURCES COMMITTEE 

c BUDGET a. FINANCE COMMITTEE 
a HEALTH/SOCIAL SERVIW COMMITTEE 

OFFICE USE ON!~ """-
1 VENDOR NUMBER I TIME/Dffit; ·,_: JED 

CITY STAff ZIPCOD 

ci EDUCATION COMMmtE 
o HUMAN SERVla5 COMMITTEE 

Rlll<'-1. COUNCIL SESSION 
UILIC SAFETY COMMITTEE 
JDICIAAY COMMITI'EE c ECONOMIC D£VELOPMENT / PLANNING COMM. o LOCAL(SEMI-MONTHLY) CHAPnR MEETIN<; 0 DISTRICT (Bl-MONTHLY) COUMCIL MEET 

RANS I COMMUNITY DEV. COMMITTEE 
~GENCY (QUARTERLY) MEETIMG 
----- -- --~ -

o NAVAJO.HOPI LAND COMMISSIOfd 
o COUNCILMAN/SALARY ADVANCE 

~ll'TER OFFlaRS ON@.Y-CHECK ONE OF THE KUOWING: 
-~--~---- --·-
0 LOCAL CHAPTER MEETING 

• OTHERS- CHECIC ONE OF THE FOU.OWlililG: 
~NO-(FARM) BOARD o BOARD OF EL£CTION SUPERVISORS 

o OTHER (SPEOFY) 
a __________ _ 

c DISTRICT MEETING c AGENCY MEETING 

o EMPLOYEE EMERGENCY ADVANCE TO BE DEDUCTED FIWM SALARY, ATT AQi JUSTIFICATION 

•THER(SPECIFY),-=-=------------------------------------------------------

I DESCRIPTION OF MEETING(S) I 
LOCATION OF MEfflNG(S) DATICS) 

PUnPOSE 0F MlfflNI Ok ITEMS DISQISSEO U5I IACK IF TRAVEL INVOLVED 
WiAl.a. NICUSARY FROM TO TO 

Re1ular Chapter Plannlna Meetlna 

Re1ul1r Chapter M1etln1 

WNA or Dl~rlct V Meetlnc 

MAOUNTOf a.Al~ OfACi USI ONLY 
AIN0$ I certify that this clalm Is true and just to tht best of my knowleclct and that the amour 

ACCOUNT NO. AVAIIAILE DATE 
DA'.'$~ $ _____ PER DIEM $ ______ ..,. IIY dalmed arw duti to me and have not bnn pnivtously paid. If appnived, I 1'9qllftt that 

DAYStJ S _____ PERDIEM $ ------t---------+----+----4 thecheckblr111dvby(tfm•) on(daw) ____ lrciqulSt 

MIL.ES (lP $ _____ PER MILE -------+--------------~ tM check ba (chide on•) • 1111111ed to me attha abcMt iddreM< LJ pldwd up by m 
-tER E>cPENSES (ATTACH RECEIPTS) --,.------t----------+----+----t Q picked up by PtiS(ln ott'l•r than mys• lf (nam•> 
v'ANCE Rt:QUESTfD 

LESS DEDUCTIONS ( ) ... , ... . ·.-;,;, ~: _. ·.". :• > .. -:.:,;'/: , . . . . . • . . . . /:-,. : .. · _. , ::, , ... 

TOTAL$ -------""' <<.'_'.·,,. ,· .:· ·: .. /i::•:"';?(;c;f~.·\ .' .. ~GNA1UUOF~MANT 

""" APPltOVlD Iii'!: Oftil"Tffl PflBICENf CHAPTER PltESIDENn #PIIOVAL ADVANCES OfitlY CURRENT ADVANa RECX)IU)£D PAYROI 
SIGNA1Ullc DATE SIGNATUnE DATE. AOVANCE: IA&ANa 0Y DA'ff 



Thomas L. Cody, President 

0
~on:aine Jones-Noline, Vice President 

h ,~osttz Ann Kelly, Secretaryrfreasurer 

• 
Telephone: (928) 686-3227 or 3229 

LEUPP CHAPTER 
CPO Box 5428 Leupp, Arizona 86035 

Leupp Chapter 

;ohnny K. Thompson, Sr., Grazing Officer 
Leonard Chee, Council Delegate 

Thomas Walker, Jr., Council Delegate 

Facsimile: (928) 68~3232 

ExhibitO 

Local Housing Assistance Programs 
Request Fm· Services 

Date Received: ________ _ Telephone Number: _______ _ 
Cell Phone Number: ---------

Description of Services: 

(7' ,,..l - ------ - ---------- -~--- - -----= - - - ----

• •-• -------------

Recommendations (Authoriud Personnel Only): 

Date of Quotation: ________ _ 

Vendors: 

Date: -----------
1 



I 
Leupp Chspte:r 

Hmu;ing Discretionary Fund§ 
Hom~ Application 

Running Ledger" 

Applicant's Name: __________ _ 
Chapter Official's Name: ________ _ Telephone: _________ _ 

Date Application: ___________ _ Received Application: ______ _ 

Cllller Or Penoa Cowt.ueW Aad 
Title: Date: Time: Pu.__,; 

(-"\ .· ') 

I 

.' 

:~\ ~-
2 



Thomas L. Cody. President 
.-..Lorraine Jones-Noline. Vice President 
(:)osita Ann Kelly, Sccretaryrrreasurer 

Johnny K. Thompson. Sr .• Grazing Officer 
Leonard Chee, Council Delegate 

Thomas Walker, Jr .• Council Delegate 

- LEUPP CHAPTER 
Telephone: (928) 686-3227 or 3229 CPO Box 5428 Leupp. Arimna 86035 Facsimile: (928) 686-3232 

Leupp Chapter Housing Assistance Program 
Post Office Box 5428 

Leupp, Arizona 8603S 

PERMISSION TO ENTER PREMISES 
TO THE BUILDING OWNER 

Your building is being considered for renovation under the Leupp Chapter/Housing Assistance Program. 
This program is funded by the Navajo Nation, under Housing Discretionary Funds and administered by the 
Leupp Chapter. 

PERMISSION TO ENTER PREMISES 
( ~ )as owner/authorized agent for the building located at, ______________ have read 

•
d understand the above and hereby grant pennission for representative of Leupp Chapter to enter this 
.emises when I am present for the purposes of collecting eligibility docwnentation from the residents and 

conducting a work plan which may include an assessment for housing renovation. 

Name: Date: -------------- --------
Client 

Name: -------------- Date: --------
Chapter Manager 

3 



Thomas L. Cody, President 
.--Lorraine Jones-Noline, Vice President 

( •. ) osita Ann Kelly, Secretaryffreasurer --
Johnny K. Thompso~ Sr., Grazing Officer 

Leonard Chee, Council Delegate 
Thomas Walker, Jr., Council Delegate 

Telephone: {923) 686-3227 or 3229 CPO Box 5428 Leup_p. Arizona 86035 

Leupp Ch2pter Housing Assistance Program 
Post Office Box 5428 

Leupp, Arizona 86035 

AUTHORIZATION FOR RELEA§E OF INFORMATION 

Facsimile: (928) 686--3232 

I,-----------~ hereby authorize the Navajo Nation through the Leupp Chapter 
Housing Assistance Program to obtain all necessary information for completion of my application for 
housing assistance including information on my interest on )and and household income. I understand and 
acknowledge this information will be used in determining my eligibility and extent of Housing Assistance c ~/prough the Leupp Chapter or other housing project sources. 

-
SIGNATURE: ___________ _ 

Applicant 

Co-Applicant 

Date 

4 



Leupp Cbaptell" 
Hcug§~g Dl~ntionnry Fmnd .Amis~:nc~ Program 

AppliC$.lll8!1 

Applicant's Name:___________ Telephone Number: _______ _ 
Work/M:essage Number: ____ _ Census Number: ______ _ 

Spous~•s Name: ___________ _ 
Census Number: ______ _ 

Telephone Number: _______ _ 
Work/Message Number: ______ _ 

Applicant's Mailing Address: ________________________ _ 
City: __________ _ State: _______ _ Zip: _______ _ 

C ter Enrolled At: 

Tvoe of Resid-,nce: Tvne of Primary Heatin2: 
0Room • wood Average Monthly Heating Bill (Before): $ 

D Owner Occupied • Coal (After):$ 

• Rental Unit • Kerosene Cost ofB.T.U. saved: 

D Single Family • Natural Gss Comments: 

D Mobile Home • Electric: 

··y Subsidiud Housing • Propane 

· · -·U Multiple Dwelling • Other 

Income Verification or Houine: Unit: 
Name of eadl Houaetaotd Soda) Secarlty RelatiouMp to Had Grua Moatltly Solzl'ff of 
member incluclinar self: Aare: Sa: Namber: ofHoaelaold: hlcolne: Jacome: 

Notej An eldeily person is a person 65 years of age or older. Determination wbedter a resident in die ftOusebold is handicapped can be made in any of 
the following: (1) They provide a copy of a letter from the V ctcran's Administtation that is a percentage of disability letter or (l) The Social Security 
benefit verification letter under se(tion I.e. IO indicates payments arc for disability or (3) Writteil determination from Federal. State or other sgency 
providing assistance for Handicapped Person or (o\i) The Sub-grantee observes a visible handicap. 

Oflice UeO : 
Income Guidelines for a household of ___ member is $ ____ _ 
On the basis of the above information, this household is ELIGffiLE / NOT ELIGIBLE 
Reason for ineligibility: 

ature: Dm:e: 

5 



TYPEOFLADORTOBEUTILIZED Leupp Chapter U,c Only/Projected hours per project 

Public Employment Program (PEP): _______________ _ 
Client Self-Help: ______________________ _ 
Church Group: ______________________ _ 
Contractor: ________________________ _ 
Other: _________________________ _ 

IF APPLICANT IS RENTING, TIIE LEUPP CHAPTER MUST USE PERMISSION FORM AND OWNER 
AGREEMENT, IF APPLICANT IS HOME OWNER, COMPLETE THE FOLLOWING: 

HOME OWNER CERTIFICATION 
I/We, _____________ _, certify that I/we am/are the owner(s) of the property at 
___________ located on the Leupp Chapter jwisdiction. 

CERTIFICATION 
I, as a Chapter Employee of Leupp Chapter and with vested authority of act on community matters, have 
reviewed the information stated above which is correct to the best of our knowledge and hereby certify this 
document accordingly on this ____ day of-·---------' 20_. 

P-HAPTER STAFF'S SIGNATIJRE: ____________ DATE: ______ _ 
;'J NAME AND 1TJ1.E 

HOUSING ASSISTANCE APPLICATION 
I, subscribe and affinn, under the penalties of law, that the statements make in this application for Housing 
Assistance (including statements made in any accompanying papers) have been examined by me and to the best 
of my knowledge and belief are true and correct. Prior to any construction, I agree to notify the Chapter of any 
changes in the information in this application. I understand that by signing this application, I consent to any other 
inquiry to verify or confinn the information I have given. 

The potential assistance will have no effect upon my social security, public assistance, or any otheF income I 
receive. The construction work done will not obligate me financially and no lien or mortgage will be placed on 
the property, uni~ false or inaccurate information has been provided to make me ineligible for this assistance. I 
will be held liable for any injury or damages occurring on my property which is the result of my negligence or 
malfeasance. I certify that I have given my pennis.,ion to allow work and monitoring or work on the property 
listed in this application. I understand that it is the dwelling occupant and/or owner's responsibility to discover 
and correct unsafe or non-<:ompliant conditions which exist apart from the construction work. 

I understand that this application for Housing Assistance does not guarantee that assistance will be granted, but 
will be used in detennining eligibility for the program. Whether or not an eligible applicant will be provided 
assistance will depend in part upon the applications received, the remaining available funds and the priorities to 
be met by the Housing Discretionary Assistance Program. 

APPLiCANT9S SIGNA'!"VRE~ ___________ _ DAT!t: -------
DATE: f PUCANT'S ml!'llESl!:NT A TIVE: -------

6 



0 • 
LEUPP CHAPTER 

Rousing Discretionary Fund klsismnce 
Post Office Box 5428 

Leupp, Arizona 86035 

MAP TO PROPERTY 
Pro' eci Siu, Locations 

,,., 

PLlCANT'S NAME: ____________ _ DATE: ________ _ 

7 



Thomas L. Cody, President 
.< - (.orraine Jones-Noline, Vice President 
C'" .. '.tosita Ann Kelly, Secretary/freasurer __ , 

Telephone: {928) 686-3227 or 3229 CPO Box 5428 LeupJ>, Arizona 86035 

Johnny K. Thompson, Sr., Grazing Officer 
Leonard Chee, Council Delegate 

Thomas Walker. Jr., Council Delegate 

Facsimile: (928} 686-3232 

Hoeshtg DiscTenmnaey Fund Assistmnce Program 
PoEnt System Sheet 

Applicant's Name: _________________ _ 

Household Size: 6 or more people 15 points 
3 to 5 people 12 points 
l to 2 people 09 points 

Household Income: 0% to 190/o of maximum 15 points 
19.1% to 39% of maximum 12 points 
39.1% to 5<)0/4 of maximum 09points 
59.1%to 79% of maximum 06 points 

c:) .el Type: 

79.1 % to 100% of maximum 03 points 
More than 100% of maxirnwn 00 points 

Electric 11 points 
Fuel Oil 10 points 
Kerosene 09 points 
LPG,Propane, Wood, 
Coal, or Natural Gas 08 points 

Vulnerability: One or more than 60 years 21 points 
of Age and handicapped 
More than 60 years of age 12 points 
Handicapped less than 59 12 points 
Years of age 

Unit Conditi@a* In severe need of winterization 15 points 
In moderate need of winterization IO points 
In mild need of winterization 05 points 

* A unit condition is required to determine unit condition. 

~----·---------------------------~---------
,--~IGNATURE: 

l ----------------
\ · ,j Chapter Manager 

DATE: ------------
.'•• 

8 
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[Typete;('t] 

lEUPP CHAPTER 
CPOBOXS428 

LEUPP, ARIZONA 86035 

LEUFP CHAPTER 
~ASONNEi. AOJ'!ON ~ it~ 

l 

EXHIBITP 
Employee Position t.D. No. 

CHAPTER USE ONLY 

Effectlye Date 

_ EMPLOYMENT N011CE I _OIANGENOTICE I _TERMINATION NOTICE I 
Last Name First Middle I Addres ettv./State/Ccda I SOCIAL SECURllY NUMBER 

Census Number I Marital Status I Sell I Om! of Birth I EthnkCode I Tax Exemption 

Fundrna source Department No. I Account Numhff I 
Worts~ 

Position Title ClassCOde I GradeStf!I) l Hourly Rate l Per Annum 

REMARKS 

Employee Signature y....,. of7erminatlon: l Reslmiltlon I - -
Date I Lavoff 

All Chapter Monies/P~ duri111 employment has been a«oUnted for by 

Chapter Financial Sfflrices: 

CMllfen ACICIS.ltec. 

Communiti/ 5eMce Coordinator Date 1'ndMvalas Praperty 
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CHAPTER PERSONNEL POLICIES MANUAL 

A. 

B. 

Purpose 

These policies are designed to assist Chapter Managers to deal consistently with 
human resources issues and to outline the rights, benefits. and what is expected of 
Chapter administrative employees. 

1, Role of the Chapter Manager 

2. 

3. 

4. 

The Chapter Manager, at times in consultation with the Chapter Officials, 
determines jobs to be performed, offers employment, and compensates 
employees for the work performed. 

Role of Chapter Manager 

Chapter Managers are responsible for utilizing and applying the personnel 
policies consistently in dealing with human resources issues. They are 
encouraged to seek advice from Department of Personnel Management 
and Department of Justice (or legal counsel) on the interpretation of the 
Personnel Policies Manual and in addressing employment issues. Chapter 
Managers are expected to provide leadership in implementing the policies 
and to set a positive example for employees. 

Role of the Employee 

Employees shall read, understand, and comply with policies and 
procedures that affect or apply to their employment. 

Role of the De_partment of Personnel Management and Legal Counsel 

The Chapter Manager shall develop and implement procedures, as 
necessary, consistent with the policies contained in this manual. 
Department of Personnel Management or legal counsel (private or the 
Department of Justice) may also provide guidance to Chapter Managers on 
the interpretation and intent of the manual and assist in addressing 
employment issues. 

Application 

These Personnel Policies apply to all Chapter employees, regardless of funding 
source or employment status, except where they are specifically excluded. These 
policies do not create an employment contract by implication and the rights and 
privileges granted employees are only those specifically stated. 
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C. Exan_tions 

1. Certain categories of employees may be affected by policies and 
regulations that m&y take precedence or may supplement these policies. 

2. To the extent that the Chapter is required to develop policies or procedures 
that take precedence over or supplement this manual, they shall be 
reviewed and approv~ if necessary, by the Department of Justice (or 
private legal counsel) prior to implementation by the Chapter. 

U. MANAGEMENT AND SUPERVISORY RESPONSIBILfflES 

Chapter Managen are responsible for: 

1. Developing and maintaining the highest possible level of performance in their 
Chapter. 

2. Developing and maintaining good employee working relationships and conduct in 
their Chapter. 

3. Planning, organizin& directing, cooroinati.ng and supervising all functional 
activities and responsibilities within their Chapter. 

4. Preparing budgets, performance reports, and other documents as required. 

5. Submitting required reports to the Navajo Nation Council, Standing Committees, 
Commissions and Boards as specified by the Chapter's Five Management System· 
("FMS") or Navajo Nation law. 

6. Implementing personnel policies and procedures as outlined in this manual. 

7. Implementing and maintaining iniemal operating policies, procedures, and 
control. 

8. Safeguarding and accounting for all assets, including but not limited to~ funds and 
property for which there is a custodial responsibility. 

9. Represeniing the Chapter in official functions as directed. 

J 0. Approving or disapproving all documents in accm'dance with functions.I 
responsibilities. 

11. Managing employee perfonnance in accordance with established policies and 
procedures. 

12. 

13. 

Maintaining reporting relationships consistent with the chsin of command. 

Coordinating activities with other govemmentaJ agencies. 
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14. Upholdh,g the laws and regulations of the Navajo Nation and adherence to the 
Chapter's FMS. 

15. Monitoring the presence of unauthorized individuals at the worksite and taking 
appropriate action. 

!U. EMPLOYMENT PRACTICES 

A. 

B. 

C. 

D. 

Policy 

The policy of the Chapter is to comply with all applicable laws that govern the 
employment relationship between the Chapter and its employees. Consistent with 
the provisions of applicable laws and policies, the Chapter will not improperly 
discriminate against any applicant or employee. 

Navajo Preference 

The Chapter gives preference in employment to enrolled members of the Navajo 
Tribe in accordance with the provisions of the Navajo Preference in Employment 
Act (15 N.N.C. §601 - 19). 

Other 

Whenever necessary, the Chapter may offer preference in employment to other 
applicants based on funding source requirements. However. in no case may this 
preference supersede Navajo preference. 

Second or Outside Employment 

1. Full-time employment with the Chapter shall generally be the sole 
employment of any employee. However, it is recognized that personal 
situations do occur that might make it necessary for employees to seek 
supplementary employ.nent. 

2. A Chapter employee shall not engage in outside or self-employment if 
such outside or self-employment creates a conflict of interest. A conflict 
of interest is defined as a re&I or seeming incompatibility between one• s 
private interests l!lld one's public or fiduciary duties. 

3. A Chapter employee who secures outside or self-employment that creates 
a conflict of interest may be subject to dismissal. 

4. A Chapter employee may not concwrently hold two full-time positions 
with the Chapter and the Nation. 

5. Additional employment shou?d not impair job perf onnance with the 
Chapter. This inc!udes conflicts of interest, neglect of duty. absence from 
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or u-.rdiness to the workstation, and performing duties sssociated with 
additional_ employment durins normal working hours. 

6. if a Chapter employee is absent from his/her job due to outside or self
employment, the employee shall be required to take leave. 

7. Chapter Managers are respo~ible for detennining whether additional 
employment adversely affects job perfonnance with the Chapter. 

8. Honoraria and/or compensation received for occasional seminars, 
speeches, or presentations are not deemed to be second or outside 
employment and are not subject to these provisions. 

E. Hiring of Relatives 

1. To promote consistency and equity in the treatment of all Chapter 
employ~ to prevent breaches in confidentiality, to prevent improper 
influences in employment and to prevent the perception of favoritism, the 
Chapter will not employ, in any position, the immediate relatives of 
current employees or elected officials if: 

a. One is directly supervising the other on a regular basis or 

b. There is potential for creating an adverse effect on supervision, 
security, or morale, or the potential for a conflict of interest. 

2. For purposes of this policy, the tenn nrelative" is defined as an individual 
who is related by blood or marriage to the employee as a father, mother, 
son, daughter, brother, sister, grandmother. grandfather, uncle, aunt, 
cousin, nephew, niece, husband, wife, father-in-law, mother-in-law, son
in-law, daughter-in-law, sister-in-law, brother-in-law, stepfather, 
stepmother, stepson, stepdaughter, stepsister, stepbrother, half brother or 
half sister. 

3. If Chapter employees become related after employment and a conflict 
such as described in the above paragraph is created; or, if a re-organi7.ation 
creates such a confli~ 90 calendar days will be allowed to resolve the 
matter voluntarily or by transfer of one of the Chapter employees. If this 
is not possible, the Chapter employee with the most recent date of 
continuous employment wm be released. 

4. Employees, Chapter officials, membei'S of the Navajo Nation Council, or 
other committees capable of influencing hiring, evaluation, or other 
employee actions, and who are related to employees covered by these 
policies, shaU refrain from influencing an action~ having to do with such 
relatives. 
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5. All applicants for positions with the Chapter shall indicate on the official 
application form whether they are related to any employee. This 
information will be used to detennine possible conflicts of interest 
involving the position. 

6. If an applicant knowingly answers questions untruthfully concerning the 
relationship, and this fact later becomes known, the employee will be 
tenninated immediately. 

IV. RECRUITMENT AND SELECTION 

A. Policy 

B. 

In general, the Chapter's employment process, which is carried out by the Chapter 
Manager in consultation and with the approval of the Chapter officials, will 
ensure competitive practices in recruitment, selection, and placement of qualified 
applicants based on the applicant's knowledge, skills, abilities, and overall 
qualifications for employment with the Chapter. The Chapter's employment 
process shall comply with applicable laws of the Navajo Nation. 

Responsibilities 

1. 

2. 

The Chapter Manager shall be responsible for: 

a. complying with the employment, recruitment and selection policies 
and the requirements of applicable Navajo Nation, state, and 
federal laws, 

b. notifying the Chapter of all vacant positions to be filled, 

c. defining the duties and responsibilities of the vacant position and, 
with the consultation of the Chapter Officials, the position 
requirements, and 

d. making the final selection from among applicants for a particular 
position after Chapter approval. 

The Chapter Manager shall be responsible for: 

a. establishing, implementing and monitoring effective recruitment 
and selection policies and procedures, 

b. assisting programs in defining job-reiated position requirements 
and detennining the most effective recruitment and selection 
policies and procedures, 

C. advertising vacant positions, 

d. establishing selection procedures, 
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e. conducting qualification assessments and referring qualified 
applicants to the program, 

f. advising . employees on personnel policies and procedures, 
interpretation of requirements, and professional standards for 
selection methods, 

g. consulting with employees on the availability and qualifications of 
applicants for specific positions, reviewing, monitoring and 
evaluating the effectiveness of selection processes. 

b. Ensuring that all actions taken are consistent with the Chapter's 
Five Management System and Navajo Nation law. 

C. Advertising of Vacant Positions 

1. 

2. 

3. 

4. 

All vacant positions must be advertised a minimwn of 10 working days. 
Job vacancy announcements may be within the Chapter, or within the 
community, or outside the Chapter and the community, or outside the 
Navajo Nation, or submitted to the Department of Personnel Management 
to be published on the weekly job vacancy listing. 

Chapter requests for job vacancies that are included on the weekly 
vacancy listing published by Department of Personnel Management are to 
be submitted on Job Vacancy Announcement forms complete with all 
required information and signatures. 

The Chapter may collect all responses to a vacancy published on the 
weekly job vacancy listing by the Department of Personnel Management 
from the Department and then make its decision in accordance with these 
personnel policies. This is only if the Chapter has elected to post a 
vacancy through the Depanment of Personnel Management. 

Administrative Employees of the Chapter shall retain their positions after 
the Chapter's transition to Local Governance Act cei'tification. The 
Chapter's Administrative Employees shall resign as Navajo Nation 
employees only to ~nnsition into the same positions as Chapter 
employees. The Employees shall amicably resign with the understanding 
that they will be reconstituted as Chapter Administrative employees the 
following work..day. This shall not be placed within the Employee's 
permanent employment file as an adverse action. 

The Chapter may elect to advertise, interview and re-hire for these 
Administrative Ernp!oyee positions. However, it should be understood 
that this is extremely inefficient and iliat the Chapter's administrative 
functions will ce~ to be ~rfonned for the time period ihe Chapter takes 
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D. 

E. 

to re-hire admmistrative emp~oyees. The Chapter may elect to do this, but 
it is discouraged. 

Applications forr Employment 

1. Chapter employment application forms may be made available at the 
Chapter or online. The Chapter shall also accept standard Navajo Nation 
applications for employment that are from the Department of Personnel 
Management, which may be downloaded from the website at 
www.nndpm.navajo.org. The application form solicits information from 
the applicant relating to education, experience, training, residence and 
other pertinent information. Applicants are required to sign the 
application which includes a statement that they are certifying to the truth 
and accuracy of all information provided therein. 

2. Applications may be hand delivered, mailed, faxed, or delivered by other 
acceptable methods, but they must be received by the Chapter on or before 
the closing date specified on the job vacancy announcement. If mailed, 
date stamp on mailed application must be on or before closing date. 

3. Applicants shall be required to furnish, at their own expense, evidence of 
character, education, physical condition. or other qualifications, which are 
jo~related as may be deemed necessary. 

4. In order to receive full credit for education, certification, or licensure, 
transcripts, copies of degrees. certificates, and other appropriate 
docwnents must be submitted along with the employment application. 

5. Any misrepresentations, falsifications, or material omissions in any of this 
information or any other materials used in the application process, or 
information offered during the interviews, may result in the exclusion of 
the individual from further consideration for employment for that position; 
or if the person has been hired, termination of employment. 

lnteniew ExpenHI 

l . An applicant interviewed for a key position may be reimbursed for 
interview expenses subject to the Chapter's availability of funds. The 
Chapter Manage. will be responsible for designating key positions jointly 
with the Chapter Officials. 

2. A key position is a professional or highly technical position that requires 
specialized training, experience, licensure or certification. 

3. Reimbursement of interview expenses will be limited to one trip to the 
interview site and actual reasonable expenses, including commercial fare, 
car rental, personal vehicle mileage, meals. lodging and other incidental 
costs. 
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·, 4. Reimbursements shall not exceoo the current travel expense rates 

established by the Navajo Nation and must be supported by receipts. 

W. Referrab 

G. 

H. 

1. The Chapter Manager shall ~onsider applicants in the following order of 
priority: 

a Enro11ed Navajos with reemployment preference 

b. Enrolled Navajo veterans 

c. Other emolled Navajo applicants 

d. Non-Navajo spouses of enrolled Navajos 

e. Non-Navajos 

However, the applicant possessing the best qualifications to perform the 
duties of the position should be selected 

2. Anytime a lower priority applicant is selected over higher priority 
applicants, the Chapter Manager shall provide written justification to the 
Chapter Officials and Membership setting forth the reasons for the 
selection. 

Reemployment Preference 

1. A regular status Chapter employee separated from employment due to a 
reduction-in-force will be eligible for reemployment preference. 

2. Reemployment preference will not be granted to employees who have not 
attained regular status at the time of layoff. 

3. Reemployment pl'eference continues for a period of six months from the 
date of layoff provided the employee does not decline Chapter 
employment when offered. 

Selection Methods and Criteria 

All selection methods and criteria shall be job related. Selection methods include 
any assessment or technique used as qualifying mechanisms; physical, education, 
work experience requirements, formal and informal interviews; and application 
forms. 

1. Age Requirements 
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a. Applicants under sixteen years of age will not be considered for 
regular employment unless an exception has b:en made by 
applicabie law or regulation. 

b. Age is not a factor in employment except for those positions in 
which bona fide occupational qualifications are required.. 

2. Physical Qualifications 

3. 

4. 

A person selected shall possess and maintain the minimum physical 
qualifications necessary to perform essential duties of the position. The 
Chapter Manager, in consultation with the Chapter Officials, shall 
designate those positions for which medical examinations shall he 
required prior to employment. Whenever the Chapter Manager, in 
consultation with the Chapter Officials and legal counsel (private or the 
Department of Justice). has reason to believe that an employee's health is 
adversely affecting his/her job performance, the employee may be 
required to undergo a medical examination by a licensed physician. The 
results shall be used to determine continued employment. 

Polygraph Tests 

No applicant or employee shall be requested or required to take a 
polygraph test as a condition of employment 

Background Checks 

The Chapter Manager shall designate certain positions as sensitive, such 
as commissioned personnel, bus drivers, or those working with children 
and those involving the handling of money, inventories, or security of 
buildings. 

Job-related baclcgroWld chec~ which may require fingeqninting of 
applicants, shall be conducted prior to appointment of a person to a 
sensitive position. If the background check cannot be completed until after 
placement, the results shall be used to determine the employee's suitability 
for continued employment. 

a. Applicants who have been charged with a misdemeanor involving 
moral turpitude or a felony shall not be eligible for employment 
unless the charges are dismissed or they are found not guilty. 

b. Applicants who have been convicted of a misdemeanor involving 
moral tUipitude or a felony or who enter pleas of guilty or no 
contest shall not be eligible to lM: considered for employment for a 
period of at least three years following completion of sentence. 
The number of years may be contrnlled by other standards if the 
position is funded pursuant to a grant or contract. 
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5. Work and Education Reference Checks 

To verify information about an applicant's knowledge, skills, abilities, 
character, and other qualifications that will be important to successful 
perfonmmce in a new position, job-related inquiries may be made of 
current and former supervisors and other persons who can supply relevant 
information. Information provided by an applicant to obtain employment, 
which later proves false, shall be grounds for termination. 

J. Offer of Employment 

I. The authority to offer employment is vested in the Chapter Manager, after 
consultation and approval by Chapter Officials. 

2. The offer of employment will be extended by the Chapter Manager to the 
individual selected for the job if the selection is consistent with existing 
policies and criteria established for the job. 

3. The Chapter Manager shall also approve the proposed pay rate before an 
offer of employment is made to an applicant 

4. The Chapter Manager shall not offer or approve employment if selection 
was done contrary to these Personnel Policies or Navajo Nation law. 

K. Moving Expenses 

Subject to the Chapter's availability of funds, moving expenses. in whole or in 
part, may be paid by the Chapter. 

V. EMPLOYMENTSTATUS 

Employment status varies with the position and conditions of employment. Chapter 
Managers, working jointly with the Chapter Officials (and review/advice from private 
legal counsel or the Department of Justice) shall ensure that employees are properly 
designated. 

A. TRae Navaio Nation bu 1151 tfitegories of employment status, of which the 
Ch::!pter has elected to adhere to five: 

l. Regular full-time 

Employees who are hired to work the regularly established 40-hour 
workweek and who remain employed full-time upon completion of the 
introductory period. 
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B. 

2. Regular part-time 

3. 

Employees who work less than the regularly scheduled 40-hour workweek 
but not less than 20 hours per week and who remain employed part-time 
upon completion of the introductory period. 

Seasonal 

Employees who work less than one year on a full or part-time basis due to 
the nature of the position and/or funding level. Seasonal employment is 
usually applicable to jobs that occur on an intermittent or seasonal basis. 

4. Temporary 

a. Temporary employees are those who are hired as interim 
replacements or to supplement the work force, or to assist in the 
completion of a specific project. 

b. Employment of a temporary to fill a vacant regular status position 
is limited to a maximum of six consecutive months in a program's 
fiscal year. 

c. Employment of a temporary in a temporary Chapter account may 
be extended as necessary, except that if a temporary is employed 
continuously for one year, the program must justify maintaining 
the position as temporary or budget the position as regular status. 

d. Employment of a temporary beyond any initially stated period 
does not in any way imply a change in employment status. 
Temporary employees retain that status unless and until notified of 
a change. 

e. While temporary employees receive mandated benefits (such as 
workers' compensation insurance and Social Security), they are 
ineligible for Navajo Nation benefit programs including annual and 
sick leave accrual. 

5. Volunteers 

Persons who offer and provide unpaid assis"..ance or services to the Navajo 
Nation for a specified time period. Supervisors must arrange fo1 

appropriate coverage under workers' compensation. 

The Introductory Period is intended to give employees the opportunity to 
demonstrate the capability to perfonn assigned job duties at a satisfactory level of 
performance and to detennine whether the position meets their expectations. The 
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Chapter uses this period to evaluate employee c&pabilities, work habits, and 
overall performance. The Table of Penalties (Section XIII below) does not apply 
during the IntrodL-ctory ireriod. 

l . Immediate supervisors will provide performance standards for successful 
completion of the introductory period. 

2. These policies do not apply to temporary employees. 

3. The three types of introductory periods are: 

a. 90-day Introductory Period 

b. 

All new employees, hired in a regular or seasonal position will 
work on an introductory basis for the first 90 calendar days after 
their date of hire. The introductory period shall begin on the first 
day of employment and end at the end of the work day on the 90th 
calendar day. For those employees who work on a Monday 
through Friday tour of duty and the 90th day falls on a Saturday, 
Sunday or holiday, the 90th day will carry over to the next working 
business day. A regular status employee will be subject to only 
one new employee introductory period during any continuous term 
of employment. 

Supervisory Introductory Period 
A Chapter employee promoted or transferred to a higher level 
supervisory position, will be subject to a supervisory introductory 
period of 90 calendar days.· An employee promoted or transfened 
to a supervisory position continues to utilize leave benefits during 
the supervisory introductory period. 

4. Periods of temporary employment cannot be used to satisfy the 
introductory period requirement. Leave benefits accumulate but cannot be 
used during the 90-day introductory period. 

5. During the introductory period, new employees are eligible for those 
benefits required by law, such as workers' compensation and Social 
Security. After obtaining regular status, employees may also be eligible 
for other Chapter and Navajo Nation provided benefits, subject to the 
terms and conditions of each benefits program. 

6. Unsatisfactory Performance or Conduct 

a If. during the 90-day introductory period, the employee's perform&nce 
or conduct is found to be unsatisfactory, the immediate sup~rvisor may 
terminate the employee for just cause, provided that the employee is 
given contemporaneous written notification citing the reeson(s) for the 
termination. 
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b. An employee terminated during any introductory period has no rights 
to grievance. 

c. Termination of new employees within the introductory period voids 
accrued annual and sick leave. Supervisory and transferred employees 
will receive payment for all accrued annual leave. 

Failure to Complete Supervisory Introductory Period 

a. Employees failing to successfully complete their supervisory 
introductory period will be returned to their previous position. if it 
is available, at their prior rate of pay. If the previous position is 
not available, they will be considered for a comparable position. If 
a comparable position is not available, they will be laid off and 
placed on preferential status for reemployment. 

b. Employees failing to satisfactorily complete a supervisory 
introductory period will not be considered for another supervisory 
position for a period of 12 months. During the supervisory 
introductory period, an employee bas no rights to grievance. 

8. If any introductory period is interrupted by an employee's extended 
absence due to medical reasons, the introductory period may be extended 
the number of calendar clays the employee was absent. 

9. Conversion to Regular Status 

10. 

a. When an employee satisfactorily completes an introductory period, ' 
the immediate supervisor is required to submit a performance 
appraisal for him/her to the Chapter (either Chapter Manager or the 
Chapter's file with notice to the Chapter Officials) &long with the 
personnel action form. This will convert the employee's 
introductory status to regular status. 

b. If the immediate supervisor fails to notify, in writing, the employee 
and the Chapter Manager or Chapter Officials of the conversion 
status at the end of any introductory peri~ the Chapter Officials 
are authorized to initiate action to convert the employee to regular 
status. 

Reemployment after Break in Service 

Former employees rehired after any break in service, are considered new 
employees and will be subject to another introductory period regardless of 
a previous completion. The exceptions are those reemployed after a 
layoff. They are eligible for reinstatement for a period of six months after 
layoff. 
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C. 

D. 

E. 

Mew Employee Orie111ution 

1. New employees are required to attend an employee orientation within 90 
caJendar days of employment date. All supervisors shall allow new 
employees to attend the orientation as scheduled. 

2. The new employee orientation shall include an overview of general 
Chapter operating policies and procedures, employee benefits, and an 
overview of the Chapter and Navajo Nation organintional structures, and 
reporting relationships. 

3. All employees are required to read and affirm in writing that they are 
familiar with this Personnel Policies Manual. 

4. Supervisors are required to provide an employee orientation to newly 
hlred and transferred employees. This orientation shall include program 
specific topics, such as Chapter goals and objectives, office and 
workstation regulations, and job and performance expectations. 

Basic Workweek 

The basic workweek is seven days - Saturday through Friday. Standard hours of 
work for all employees are 40 hours per week. 

Basic Tour of Duty 

The basic tour of duty is from 8:00 a.m. to 12:00 noon and from 1 :00 p.m. to 5:00 
p.m., Monday through Friday. 

1. 

2. 

3. 

Breaks 

Employees are entitled to a midmorning and a mid-afternoon break, each 
break time not to exceed 15 minutes. Employees cannot accumulate break 
time. 

Standby Duty 

Certain work operations require that employees be placed on standby and 
available for duty. If called, employees required to remain on duty during 
emergency situations for extended periods will receive rest and meal 
periods. 

Time Records 

Time records will be maintained for each employee to accumulate and 
report the following: hours worked, hours absent, hours on approved 
leave, type of approved leave, and hours of unauthorized absence. Time 
records must be submitted for payroll purposes. 
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F. Alternative Work Sehedules 

1. Exceptions to the basic tour of duty may be approved by the Chapter 
Manager upon written request from administrative employees .. 

2. Alternstive work schedules are generally dependent upon the specific 
working conditions and needs of the Chapter. 

3. The Chapter Manager will be responsible for developing and issuing 
procedures on the types of alternative work schedules available (E.g. 
flextime, compressed workweek, shift worlc, job sharin~ and 
telecommuting). 

VI. CLASSIFICATION OF POSITIONS 

A. Poliey 

It is the policy of the Chapter to establish and maintain a classification plan which 
groups jobs based upon similar duties, responsibilities, and qualification 
requirements. 

B. Position Classification Plan 

I. Purpose 

To · establish and classify positions by ass1gmng official class titles, 
providing descriptions of duties and responsibilities, detennining 
qualification requirements and setting pay rates based on duties and 
responsibilities. 

2. Modifications 

The Chapter Manager, in consultation with the Chapter Officials. will 
modify the position classification plan through estabJishing new classes, 
revising or abolishing existing classes, setting new entry level rates, and 
other related criteria, as necessary. 

3. Coverage and Exclusions 

All positions, regardless of the source of funding,. are covered by the 
classification plan. 

C. Clusificatloil of New Positfows 

I. A position must be officially classified before the Chapter Manager can 
take any personnel action with respect to employment, transfer, 
promotion, demotion or salary. 
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2. The Chapter Manager, in consultation with the Chapter Officials, shmll be 
responsible for evaluating and classifying each position to the appropriate 
class. Consideration will be given to the general duties, tasks, 
responsibilities, and qualification requirements. 

3. The approved class title, as de.~ignated by Department of Personnel 
Management should be used for all official records. 

4. The Chapter Manager and Administrative Assistant shall be responsible 
for maintaining the official class s~ifications and will provide each the 
Chapter a set of the relevant class specifications. 

VII. SALARY AND WAGE ADMINISTRATION 

A. Polig: 

B. 

It is the policy of the Chapter to pay wages and salaries that are commensurate 
with the type of work, the level of responsibility and the qualifications required 
for each job and that are comparable subject to_budgetary constraints, to rates 
being paid for similar work within the Navajo Nation and in other comparable 
organizations, and to provide for salary adjustments for Chapter employees that 
are equitable and competitive. 

Applicability 

These policies apply to all positions and employees, regardless of the funding 
source, except employees whose rates of pay are specifically set by legislation. 

C. Salary and Wage Limits 

D. 

l. Each position in the Chapter is evaluated using a classification system that 
is determined by the Chapter Manager and is assigned a pay grade that 
establishes the value of the position in relation to other positions within 
the Chapter. 

2. The Official Salary Schedule, which is produced by the Chapter Manager, 
shall provide a pay grade for all classes. Each class title shall be assigned 
a pay grade in the approved salary schedule. For every pay grade, there 
shall be a "salary range" progressing from mirnmum to & maximum. 

3. The last step of the pay grade assigned to a position provides the 
maximwn limit an employee will be paid for that job. 

Sad~r-y :lnd Wage Adminisb.iraticq 

1. Each position shall be reviewed by the Chapter Manager, classified, and 
assigned to a grade within the pay structure that reflects an equitable value 
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relative to other classifications. 

2. The Chapter Manager will annually establish an appropriate pay structure 
consistent with other pay structures to ensure internal equity based on the 
current market average. All pay is subject to availability of Chapter funds. 

3. Certain occupations may command Special Pay Ranges (premium pay) 
based on prevailing market pay levels. The Chapter Manager is 
responsible for evaluating eligibility and detennining the adjusted ranges. 

4. 

a. The special ranges shall be effective for one fiscal year. 

b. Continued eligibility for the special rate shall depend on an annual 
evaluation of market pay levels. 

c. If the special pay range is lower than the standard range. and range 
reduction results in an employee being above the maximum step, 
that employee's pay will be frozen until such time that it falls 
within the established nmge. 

The Chapter Manager will adjust the pay rates of employees at certain 
worksites to reflect the cost of labor difference using appropriate locality 
pay data. 

5. The Chapter Manager may consider additional factors such as remoteness 
of worksite and hard to fill positions in determining and adjusting pay. 

E. Appointment Rate 

The Chapter Manager is responsible for reviewing appointment rates based on the 
qualifications of the applicant compared to the established minimum 
qualifications for the position. 

1. New employees will generally be assigned to Step "A" of the pay grade 
( or the equivalent) to which the position is assigned. No employee will be 
paid below Step "A". 

2. Applicants with qualifications greater than those required at entry level 
may be hired at a rate not to exceed the midpoint of the pay range 
assigned. 

Special Recruitment Rates 

When all recruitment and selection procedures have been foHowed and an 
applicant cannot be recruited, a special rate may be authorized by the Chapter 
Manager in consultation with the Chapter Officials. Special rates are subject to 
availability of Chapter fimds. 
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G. Pay Adiustments 

Pay adjustments resulting from a promotion, transfer or reclassification of a 
position are effective the pay period fo11owing the date of approval by the Chapter 
Manager and shall not be retroactive. 

l. Transfer 

If an employee is transferred fi:om one position to another in the same 
grade 02teral) no pay adjustment will occur. If transferred to a position in 
a higher grade, see G.3 below. If transferred to a position in a lower 
grade, see G.4 below. 

2. Reclassification 

a. If an employee's position is reclassified which results in the 
assignment of a higher pay grade, the employee's pay will_be 
adjusted as outlined in G.3 below. If the reclassification results in 
the assignment of a lower pay grade, the employee's pay will be 
adjusted as outlined in G.4 below; or if the grade assignment 
remains the same, then no pay adjustment will occur. 

b. The ~ligibility date for the next step increase will be adjusted 
pursuant to G.6 below whenever a pay increase occurs. 

3. Promotion 

An employee is promoted when he/she is moved from one position to 
another that is in a higher grade. Pay adjustments can be made as follows: 

a. an employee meeting the minimum qualifications for the new 
position will be paid at Step "A" of the assigned pay grade. 

b. notwithstanding G.1 above, based on an employee~s qualifications, 
an increase of up to two steps may be granted and shall not exceed 
the maximum of the pay range assigned. The employee's eligibility 
date for the next step increase will be adjusted pursuant to G.6 
below. 

4. Demotion 

5. 

An employee is demoted when he/she is moved from one position to 
another in a lower grade. His/her rate of pay shall be reduced to the same 
step in the lower pay grade or the entry level rate of the lower pay grade. 
The salary adjustment shall not be to a rate below Step "A". 

Step Increase!l 
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A regul&r status (full-time and part-time) employee whose performance is 
rated as "Significantly Exceeds Standards" or "Ou-tst.anding" will receive & 

step increase pursuant to the following: 

a. An employoo must b&ve been in his.lb.er current position for at least 
six months during the current rating period. 

b. The step increase will be effective one year from the date of the 
last step increase or on the employee's anniversary date, if the 
employee is at Steps ~'A", "B .. , "C", "D", or "E", two years from 
the date of the last step increase or on the employee's anniversary 
date, if the employee is at Steps "F", "G", "H", or "I", or three 
years at Steps "J" and "K". If the employee is at Step "L", no step 
increase will occur. 

6. Acting Status Assignment 

a. An employee on acting status assignment must be compensated at 
the first step of the assigned grade for the duration of the 
assignment if he/she meets the requirements of the position. 

b. If an employee's current salary equals or exceeds entry level for 
the acting status position, the employee may receive a one step 
increase for the duration of the assignment. 

H. Holiday Pay 

I. 

l. Any employee who is required to work on a holiday and does work shall 
be paid at twice his/her regular rate of pay for hours worked. 

2. Holiday pay will cover only those hours worked in one day. 

3. Early release of employees is not counted as a holiday when calculating 
holiday pay. 

Merit Pay Bonus 

Merit pay bonus payments are lump sum payments, excluding applicable truces 
and deductions, awarded to employees for performance. 

1. Cash awards may be given to eligible employees based on their overall 
performance during the applicable rating period. 

a. Eligibility for Merit Pav 

l} An employee must b~ regular status (full-time and part
time) with at least one year of continuous service with the 
Chapter and six months in his/her current position. 
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2) An empl!,)yee must be recmr..mended for merit pay by the 
immediate supervisor and approved by the Chapter 
Manager. 

3) An employee must have an overall performance rating of 
"Significant!y Exceeds Standards" or ''Outstanding". 

4) An employee is deemed ineligible for merit pay if he/she 
terminates employment prior to the Chapter Manager's 
approval. 

5) An employee must not have received a step increase or 
bonus for the same rating period. 

2. Merit bonus payments will be processed in accordance with these 
procedures. 

J. Shift Differential 

K. 

Shift differential may be paid provided funds are available and a request is 
approved by the Chapter Manager. Shift differential will be consistent with local 
industry practices. 

Pay Advances 

1. An employee may request a pay advance in the following situations: 

a. When an employee is required to travel on official business. Travel 
must be in accordance with existing travel policies. 

b. Serious illness or death in the immediate family. See procedures for 
requesting "emergency" pay advances for serious illness or death 
in the immediate family issued by the Office of the Controller. 

2. All pay advances will be deducted in accordance with current payro1l 
processing. 

VIII. OVERTIME 

A. 

B. 

Policy 

It is the policy of the Chapter to authorize overtime when necessary to meet 
essential operating needs of the Chapter subject to existing funding and contract 
requirements. 

Exempt/Non-H.empt Clsssifimtion 
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All positions will be c~fied as either exempt or non-exempt to determine 
eligibility for overtime compensation. 

1. Exempt: ·. managerial, professional, and administrative positions. 
Employees assigned to exempt positions are not eligible for overtime 
compensation. 

2. Non-exempt: nonsupervisory or office staff positions. Employees 
assigned to non-exempt positions are eligible for overtime compensation. 

C. Authority to Approve Overtime 

D. 

E. 

The Chapter Manager may authorize overtime consistent with these policies. 
However, prior to working overtime, non-exempt employees must agree to the 
type of compensation prefe~ cash paymen~ compensatory time off, or a 
combination of the two. 

Employee Notification 

The Chapter Manager shall notify the employee in advance that overtime is 
necessary and the employee is expected to work. In assigning overtime, the 
Chapter Manager will talce into account employee preference for overtime 
assignments. To the extent feasible~ overtime shall be distributed equally among 
full-time employees of the same classification. 

Compensation for Overtime Work 

1. Cash Payment - Whenever an employee is approved to work overtime, 
payment for the overtime must be processed within the next pay period 
ending. 

a. Non-exempt employees shall he paid fer overtime at the rate of 
one and one-half times their regular rate for hours worked which 
exceed forty hours of actual work in a workw~k. Exception: 
Employees engaged in public safety activities will be paid the 
overtime rate for hours worked which exceed eighty hours of 
actual work in a pay period. 

b. Non-exempt employees shali be paid at their regular rate of pay 
when the actual hours worked is equal to or less than 40 hours in a 
workweek. Employees engaged in public safety activities shall be 
paid at their regular rate when the actual hours worked is equal to 
or less than 80 hours in a pay period. 

c. A non-exempt employee shall be paid for any accruoo and 
authorized overtime, i nciooing accrued compensatory time, upon 
transfer, change in funding source, or termination. 
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2. Compensatory Tlllle Off 

In lieu of cash payment, an employee may be eligible to earn 
compensatory tii:ne subject to the fol!owing: 

a. For non-exempt employees, compensatory time shall be calculated 
in the same manner as cash payment in E, above. 

b. Compensatory time off shall be arranged by the employee and the 
Chapter Manager. The Chapter Manager shall properly account 
for Compensatory time earned and taken by employees. 

c. For non-exempt employees, compensatory time off must be taken 
within 90 days of the time it was earned, otherwise the Chapter is 
required to compensate employees in cash payment 

d. An employee may not accrue more than 120 hours of 
compensatory time, unless the employee is engaged in essential 
public safety activities or emergency response activities. These 
employees may accrue up to 240 hours of compensatory time. 
Any overtime hours worked in excess of these limits must be 
compensated in cash payment until the number of accrued hours of 
compensatory time falls below the limit. 

F. Reporting of Overtime 

All authorized and earned overtime and compensatory time must be recorded on 
the official time sheet Only hours reported on the time sheet will be accepted and 
approved for cash payment or compensatory time off. 

IX. EMPLOYEE BENEFITS 

A. The Chapter offers severaJ benefit programs for employees. Eligibility may be 
based on length of service, employment status or salary. Specific descriptions of 
the benefits shall be made available at the Chapter by the Chapter Manager. 

B. faid Holidays 

i. The following days sha]l be recognized as paid holidays: 

New Year's Day January 1 

Martin Luther King Day Third Monday in 
January 

President's Day Third Monday in 
February 
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2. 

3. 

4. 

5. 

6. 

7. 

Navajo Nation Sovereignty Day 

Memorial Day 

Navajo Nation Memorial Day 

Independence Day 

Navajo Code Talker Day 

Labor Day 

Veteran's Day 

Thanksgiving Day 

Navajo Nation Family Day 

Christmas Day 

Fourth Monday in April 

Last Monday in May 

June l 

July 4 

August 14 

First Monday in 
September 

November 11 

Fourth Thursday in 
November 

Friday following 
Thanksgiving Day 

December25 

Additional holidays include any day designated as a holiday by federal 
statute, Executive Order of the President of the United States, or action of 
the Navajo Nation Council, the President of the Navajo Nation, or the 
Speaker, Navajo Nation Council. 

All employees except temporary employees are eligible for paid holidays. 

Holidays falling on a Saturday will be observed on the preceding Friday. 
Holidays falling on a Sunday will be observed on the following 
Monday. 

If a holiday occurs when an eligible employee is on approved leave, 
the absence will not be charged against his/her accrued leave. 

An eligible employee who is on a scheduled day off when a holiday is 
observed will be paid at his/her regular rate of pay. 

An eligible employee required to work on a designated holiday who does 
not report to work and is not excused will forfeit the holiday pay. 

Any employee who is required to work on a holiday and does work shall 
be paid at twice his/her regular rate of pay. (See Section VII. F). 
Employees working on a holiday will not be given equivalent time off 
before or after the holiday. 
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C. Leaves cf Absen~ 

D. 

Employee benefits include leaves of absence. See Section X for discussion on the 
types of leave. 

Staff Development and Training 

Employees are encouraged to participate in job related training to enhance job 
perfonnance, develop and strengthen skills, and to keep current on specific 
developments and trends. The Chapter Manager in conjunction with the Chapter 
President and Vice-President are responsible for monitoring and administering 
training activities. 

X. LEA VE ADMINISTRATION 

A~ General Leave Policies 

1. Use of Leave 

Employees will earn annual and sick leave, however, when and how these 
leave benefits are used is subject to supervisory approval. Employees 
should keep in mind that the use of leave is granted as a privilege rather 
than a right. It should also be clearly understood that leave is granted to 
employees at such times as they can be conveniently spared from work. 
Use ofleave may be subject to verification and improper use of leave may 
be denied. Leave may be denied due to the requirements of the workload, 
except as provided herein. 

2. Application for Leave 

Except in emergency circumstances or as provided below, application for 
leave of any kind or duration must be initiated by the employee in writing 
and presented to the Chapter Manager for approval prior to taking leave. 
If the Manager is not availaMe, employee shall submit her/his request for 
leave on the day they return to work. If an employee is incapacitated, the 
Chapter Manager may place the employee on appropriate leave. 

3. Leave Year 

4. 

The leave year shall consist olf 26 pay periods and shall begin wit.~ the first 
complete pay pericd in any given calendar year and end with the 26th pay 
period. 

Years of Service for Leave Benefits 

Years of service shall include all periods of continuous employment with 
the Navajo Nation government and Chapter government. Years of service 
shall not include employment with entities, enterprises, or chapters of the 
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5. 

Navajo Nation. In addition, service prior to a break in service will not be 
included unless the break in service was the result of a reduction in force 
and the employee was reinstated within six months of the lay off. 

All leave benefits, such as accrued annual leave and other paid 
time, shall be subject to the availability of Chapter funds. 

leave 

B. Paid Leave 

1. Annual Leave 

Annual leave is authorized absence for rest, recreation or other purposes 
when approved by the supervisor. 

a Eligibility 

b. 

1) Regular status employees are eligible to accrue annual 
leave hours. 

2) Temporary employees are not eligible. 

3) Employees on any type of leave without pay are not 
eligible. 

Limitations 

1) Employees serving a new employee· introductory period 
can accrue annual leave but cannot use accrued annual 
leave until after they have been converted to regular status. 

2) Tennination within the new employee period voids all 
accrued annwtl leave hou..,. 

c. Accrual Rate 

l) Eligible employees will accrue annual leave at the 
following rates: 

Nonexempt 
Employees 

Yrs of Per Pay 
ServicePeriod Period 

Less than 
3 years 

3 years to 

4 hours 

6 hours 

Exempt 
Employees 

Per Pay 
Period 

6 hours 

8 hours 

Page 25 Personnel Manual - NNDOJ FINAL. 



2) 

lLYCSl'S 

More than 
12 years 

lSHOurs 

8 Hours 

1u ttours 

10 Hours 

Eligible regular part-time and seasonal part-time 
employees accrue annual leave on a pro rata basis. 

d. Extension of Sick Leave 

e. 

Annual leave may be approved as an extension of sick leave upon 
exhaustion of accrued sick leave. 

Carryover 

At the end of each leave year, all hours in excess of 320 hours 
shall be forfeited. Forfeited hours shall not be paid. 

f. Change of Employment Status 

g. 

1) An employee transferred to a position in which annual 
leave does not accrue will be paid for all accrued annual 
leave hours earned in his/her prior position. 

2) An employee who transfers to another regular status 
position shall have all accrued annual leave hours 
transferred. 

Liquidation of Annual Leave 

Upon separation from employment, an employee shall be paid for 
all accrued annual leave hours. Payment will be included in the 
final paycheck subject to deductions for any indebtedness owed to 
the Chapter. This is subject to availability of Chapter funds. 

2. Sick Leave 

Sick leave is authorized time off from work granted an eligible employee 
due to: his/her own illness, injury, or disability or that of a spouse, 
children, or parents. This includes but is not limited to incapacitating, 
contagious, or chronic illness, disability caused by pregnancy, childbirth 
or related medical circumstances, illness or injury that requires 
examination, treatment or visits to a licensed practitioner, medicine man 
or health-related counselor. Employees referred by EAP for treatment, 
counseling or to other resources may also be eligible for sick leave. 

a. Eligibility 
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i) Regular status employees are eligible to accrue sick leave 
hours. 

2) Temporary employees are not eligible. 

3) Employees on any type of leave without pay are not 
eligible. 

b. Limitations 

c. 

d. 

e. 

1) Employees serving a new employee introductory period 
can accrue sick leave but cannot use accrued sick leave 
until after they have been converted to regular status. 

2) Illness or other medical conditions which exhaust an 
employee's sick leave may require that annual leave and 
leave without pay be used. 

Accrual Rate 

Eligible employees will accrue sick leave from the date of 
employment at the foUowing rates: 

Accrual Rate 
Employee Status Per Pay Period 

Regular/Seasonal Full-Time 4 Hours 

Regular/Seasonal Part-Time 2 Hours 

Physician's Statement 

An employee is required to submit written proof of illness or 
disability ftom a physician for absences of three or more 
consecutive work days. If an employee's sick leave record 
warrants, a statement may be required for less than three days. 

Traditional Healing Ceremonies 

An employee must request and obtain prior approval for the 
absence. The employee may be required to submit a written 
statement from the medicine man performing the ceremony if the 
employee's absence due to traditional healing ceremonies wsrrants 
verification or if the ceremony is three or more consecutive work 
days. 

f. Canyover 

Eligible employees may carry over an unlimited number of unused 
sick leave hours from leave year to )eave year. However, no 
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employee shall be paid for unused sick lesve hours upon 
tennination. 

Change in Employment Status 

1) An employee who transfers to a position in which sick 
leave does not accrue shall forfeit all sick leave hours. 

2) An employee who transfers to another regular status 
position shall have all accrued sick )eave hours transferred. 

h. Reinstatement of Sick Leave 

Sick leave hours shall only be restored when a former employee 
with reemployment preference is rehired within six months of 
separation from employment. 

i. Forfeiture of Sick Leave 

Termination within the new employee introductory period voids all 
accrued sick leave hours. Forfeited sick leave may not be restored. 

3. Administrative Leave 

Administrative leave is leave· with· pay and may be granted by the Chapter 
Manager in the following situations: 

a. Early release 

1) Early release of employees due to: extreme weather 
conditions, or any other reason determined by the Chapter 
President or his or her designee to be appropriate. Advance 
notice of early release shall be in writing and signed by the 
relevant authority or their designee. 

2) Early release shall not apply to employees on leave, travel 
or whose tour of duty does not cover the period of the early 
release. 

b. Temporary closure of employee work sites or facilities due to 
environmental health haz.ards or other safety or health reasons. 
Administrative leave shall not be granted when affected employees 
can reasonably be assigned to alternative work sites. 

c. Investigations 

The Chapter Manager--or when the Chapter Manager is the 
subject of the investigation or when otherwise appropriate, the 
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elected Chapter officials--may place m employee on 
administrative leave to investigate alleged miscondact sufficiently 
serious to bar an employee from the premises to protect persons or 
Chapter resources. Such leave may not exceed 20 total 
consecutive working days. 

1) Immediate written notice shall be given to the employee of 
the leave, its purpose and duration, and specific reasons 
therefore. The employee shall be required to leave the 
premises immediately. 

2) Upon conclusion of the investigation or the end of the 
administrative leave, whichever occurs first, if no 
disciplinary action is taken, the employee shall be allowed 
to return to work. However, this does not prevent 
disciplinary action after an employee returns to work. 

3) When disciplinary action is deemed necessary, it shall be 
taken in conformance with the appropriate provisions of 
Sections XIII and XV herein. 

d. Witness Summons 

1) An employee summoned or subpoenaed by any party or 
tribunal, including the grievance hearing officer, to be a 
witness in an official capacity, shall not be required to take 
leave since the employee will be representing the Chapter. 
However, the employee must immediately inform the 
Chapter Manager of the proposed absence. 

2) If an employee is summoned to he a witness as a private 
citizen, or as a witness for the aggrieved party in a 
grievance hearing. the employee will be authorized annual 
leave. If annual leave is exhausted, leave without pay will 
be used. 

e. Jury Duty 

Employees are required to notify their supervisor promptly upon 
receipt of a jury swnmons and subsequent notice to serve as a 
juror. Employees swnmoned for jury duty, including military jury 
duty, will receive their regular rate of pay for normal work hours, 
provided the employee submits evidence of the summons and 
selection notice. Employees will be allowed to retain any 
reimbursements for transportation, lodging, meals etc. paid by the 
respective court jurisdiction. 
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f. Time Off for Voting 

1) Registered voters may receive authoriution for up to two 
hours paid absence from work to vote in a Navajo Nation, 
local, state or federal election. The length of absence will 
be granted at the discretion of the Chapter Manager. 

2) Employees required to vote at a po]l remote from their 
workstations may request an extension of the two-hour 
limit. The extension, if granted, will be charged to the 
employee's annual leave. This extension includes travel 
time to the poll but may not exceed eight hours. 

g. Professional Licensure and Certification 

1) An employee may be authorized administrative leave to 
obtain appropriate job related professional licensure or 
certification or to satisfy continuing education requirements 
to retain such licensure or certification. 

2) An employee will be given two opportunities to obtain 
the same licensure or certification. Thereafter, he/she 
will be required to take annual leave or leave without pay 
to obtain that same licensure or certification. 

3) Any special conditions regarding the .length of 1eave, 
payment of expenses, reimbursement, grades, employment 
status, service to the Navajo Nation, etc. will be arranged 
between the Chapter Manager and the employee. 

pnpaid Leave 

1. Approved Leave Without Pay 

2. 

Leave without pay not to exceed 15 working days may be granted by the 
Chapter Manager. Except for family and medical leave, annual or sick 
leave, if applicable, must be exhausted before entering approved leave 
with~ut pay status. Consideration shall be given to the merits and 
circumstances together with the Chapter operations. 

Unauthorized Absence 

When an employee is absent without authorization, the employee will be 
charged with absence without approved leave end may be subject to 
disciplinai-y action. If the absence is later approved, the charge to absence 
without approved leave may be changed to the appropriate leave. 

Page 30 Personnel Manual - NNDOJ FINAL. 



I 

3. Disciplinary Actions 

An employee placed on suspension is considered to be on leave without 
pay status. AnnuaJ and sick leave do not have to be exhausted. 

4. Educational Leave 

Educational leave may be granted when an employee enrolls as a full-time 
student in an accredited educational institution. 

a. The purpose of educational leave is to enhance an employee's job 
perfonnance and therefore must be job related. All requests shall 
be approved by the Chapter Manager. 

b. Educational leave shall be without pay unless the Chapter Manager 
and employee agree that annual leave may be used. 

c. Regular full-time employees are eligible for educational leave up 
to one -semester ( or equivalent) per academic year provided they 
have three years of continuous employment with the Chapter. 

d. An employee on approved educational leave shall maintain regular 
full-time status. 

e. Upon completion of educational leave, an employee shall return to 
his/her position. 

D. Family and Medical Leave 

Family and medical leave of absence is approved unpaid leave available to 
eligible employees for up to six months per year under particular circumstances 
that are critical to the life of a family. 

l. Family and medical leave may be taken only in the following situations: 

a. upon the birth of the employee's child; 

b. upon the placement of a child with the employee for adoption or 
foster care; 

c. when the employee is needed to care for his/her child, spouse, or 
parent who has a serious health condition; or 

d. when the employee is unable to perfoilil the functions of his/her 
position ~ause of a serious health condition. 
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2. Limitations 

a. The first three months of leave are nondiscretionary; if the leave is 
requested consistent with these policies, the Chapter Manager must 
approve the leave. 

b. The second three month period is discretionary. The Chapter 
Manager has the authority to approve/disapprove the leave. 
Reason(s) for the additional leave requested must meet the criteria 
herein and be based on 1 a-d above. 

3. Eligibility 

Regular status employees who have been employed for one year are 
eligible for family and medical leave. The Chapter Manager may approve 
family and medical leave in extraordinary situations. 

4. Basic Regulations and Conditions 

a. Employees are required to submit medical certification to support a 
claim for leave for an employee's own serious health condition or 
to care for a seriously ill child, spouse, or parent. 

b. Spouses who are both employed by the Chapter may take a total of 
six months of leave (rather than six months each) for the birth or 
adoption of a child or the care of a sick parent, subject to the 
limitations in 0.2 above. 

d. When the need for leave is foreseeable, such as the birth or 
adoption of a child, or planned medical treatment, the employee 
must provide notice as far in advance as practicable, and make 
efforts to schedule leave so as not to disrupt Chapter operations. 

e. In cases of illness, the employee will be required to report 
periodically to the immediate supervisor on his/her leave status and 
intention to return to work. A medical certification is required to 
resume work. 

f. Upon return from family and medical leave, an employee shall 
return to the same position. 

g. During the employee's absence, his/her position may be filled on a 
temporary basis. 

g. An employee's failur~ to return to work after the duration of 
approved family and medical leave and any other authorized leave 
shall be deemed a resignation. 
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5. Status of Employee Benefits During Leave of Absence 

a. Any employee who is granted an approved leave of absence under 
this policy shall provide for the retention of group insurance 
coverage by ananging to pay his/her premium contributions during 
the period of unpaid absence. 

b. An employee will not lose service credit with the Navajo 
Nation/Chapter as a result of the family and medical leave, but 
he/she will not accrue annual or sick leave and is not eligible for 
paid holidays. 

E. Furlough 

Furlough is the placement of a Seasonal employee into temporary non-duty non
pay (leave without pay) status due to lack of work. closure of facilities for a 
specific period of time, or closure due to circumstances beyond the control of the 
program. 

1. Seasonal employees may be eligible for furlough sta.tus upon verification 
of continued funding for the next season or intermittent employment 

2. Employees will be provided written notice from the Chapter Manager of 
the furlough 15 calendar days prior to the beginning of the furlough 
period. The notice will include the effective date of the furlough. the date 
to return to duty (if known at that time) and pay status. 

3. Each employee shall be provided a record of his/her accrued annual and 
sick leave hours before going on furlough status. This accrued leave will 
be maintained until die employee returns to active duty and pay status or is 
separated from employment. 

4. To retain his/her regular status, a Seasonal employee on furlough may 
only obtain temporary employment with the Navajo Nation during the 
furlough period. If the employ~ does not wish to return to the Chapter 
placing hlm/her on furlough, a resignation must be submitted and 
processed to clear the employee to obtain other employment. 

5. Employees provided written notification to return to work and who fail to 
report by the established return to duty and pay status date, may be subject 
to tennination. 

6. Insurance premiums must be paid for tlle furlough period. Upon 
notification of furlough, the Chapter and affected employees can make 
arrangements for payment of premiums with the Chapter Manager. 
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7. These policies do not apply to other categories of employees. 

8. The period of furlough cannot exceed nine months from the date of 
furlough. 

ID. EMPLOYEE PERFORMANCE APPRAJSAL 

A. t,olicy 

The policy of the Chapter is to encourage and promote optim2.1 employee 
performance using Chapter objectives. Every employee must receive a 
performance appraisal at least once a year. 

B. Purpose 

c. 

The purpose of the Employee Appraisal is to evaluate past job performance and 
set standards for future performance. 

Duties and Responsibilities 

1. Supervisors shall be responsible for evaluating past performance. 

2. At the beginning of each review period, supervisors will be responsible 
for establishing specific objectives and performance standards consistent 
with Chapter objectives and current job descriptions. 

3. Chapter Manager shall monitor the completion of employee perfonnance 
appraisals. 

4. Supervisors are responsible for ensuring that performance appraisals are 
submitted for all employees by the established deadline date. Failure to 
submit appraisals by established deadline date will result in disapproval of 
step increase and/or disciplinary action. 

D. Un~atisfaetory Performance 

An employee whose job performance is unsatisfactory is subject to disciplinary 
action as set forth in the Table of Penalties. 

E, MeritPsy 

Performance evaluations serve as the ~is for awa.i-ding merit pay. Merit pay 
provisions are set forth at Section VII. G. 1-2 herein. 
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XII. CHANGES IN ASSIGi~NT 

A. Policy 

The Chapter may, at its discretio~ initiate- or approve changes in assignment of 
employees from one position to another. 

B. Transfers 

All transfer decisions will be made in accordance with applicable laws and 
Navajo Nation policies, procedures, rules, and regulations. To the extent possible, 
Chapter Managers will make transfers that are voluntary. The Chapter Manager, 
upon written request by a regular status employee may transfer the employee to a 
position in the same pay grade. The Chapter Manager may transfer a regular 
status employee to a position in the sa.-ne pay grade without a request by the 
employee. 

1. 

2. 

Qualifications 

An employee shall possess the knowledge, skills, and abilities required for 
the position as identified in the class specification for the position to which 
transferred. 

An employee shall not be transferred during an introductory period. 

3. These policies do not apply to Temporary employees. 

C. Promotions 

1. Job vacancies may be filled by promotion when practicable and in the best 
interest of the Chapter. 

2. It is the employee's responsibility to pursue promotion by: 

a. attaining the necessary skill~ training, education, and professional 
certification; and 

b. submitting a letter of interest to the supervisor of that position. 

3. The supervisor is responsible for submitting a written justification for 
promotion to the Chapter Manager ( or if the Chapter Manager, the elected 
officials). 

4. The Chapter Manager or electoo officials, upon determination that the 
employee meets the requ~re.ments of the position, will approve the 
promotion and the salary. 
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Promotions do not become effective until final approval is obtained. 

These policies do not apply to Temporary employees. 

D. Demotions 

E. 

I. Involuntary - An employee may be demoted for cause or as a result of 
disciplinary action based on work performance pumumt to Section XIII.B 
herein. Notwithstanding Section XJV.A involuntary demotions are 
grievable actions. 

2. Voluntary Grade Decrease - An employee may request a change in 
assignment to a position with a lower pay grade. The employee shall 
possess the knowledge, skills, and abilities· required of the new position. 
An employee is not eligible to grieve or appeal an approved voluntary 
demotion. 

3. Demotions are permanent personnel actions unless stated otherwise. 

4. These policies do not apply to Temporary employees. 

Acting Status Assignment 

An acting status assignment usually involves assigning a regular status employee 
to a supervisory position during the extended absence of an incwnbent or a 
position vacancy. An acting status assignment shall not be less than 15 calendar 
days and shall not exceed 120 calendar days. 

1. An acting status assignment must be voluntary. The employee must meet 
the requirements of the position to which he/she is being assigned. 

2. The request for acting status assignment must be in writing and submitted 
to the Chapter Manager for approval. The request shall include the 
following: 

a. the nature, time period. and expected results of the assignment; 

b. assigned duties and responsibilities; 

c. reporting relationships, sign&tures of the appropria\e supervisors 
and the employee; 

d. the appropriate salary adjustment for the period of assignment; and 

e. an updated spplication and resume of the employee being 
considered for the acting status assignment. 
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3. The Chapter Manager upo1t determination that the employee meets the 
requirements of the position will approve the assignment and the effective 
date. 

4. An employee who completes an acting status assignment will return to 
his/her previous position and resume regular duties at the previous 
grade/step. 

5. Additional compensation for acting status assignments is covered under 
Section VII(E) herein. 

6. These policies do not apply to Temporary employees. 

Change in Worksite 

1. A change in worksite is strictly limited to moving an employee from one 
location to another within the Chapter. There shall be no changes to the 
employment status, title, or salary. 

2. A change in worksite may be voluntary or initiated by the supervisor to 

3. 

4. 

5. 

ensure effective and efficient operations. 

A change in worksite shall not be used for disciplinary reasons. 

A change in worksite may be temporary or permanent. 

A request for change in worksite of an employee must be submitted to the 
Chapter Manager outlining the following: 

a. the reason(s) for the change in worksite, the time period, and 
expected results of the assignment; and 

b. reporting relationships; and 

c. signatures of the supervisor. 

6. These policies do not &p?ly to Temporary employees. 

Xiii. DISCIPLINE OF EMPLOYEES 

A. Policy 

The policy of the Chapter is to establish and maintain standards of employee 
conduct and supervisory pr&etices that will support and promote effective 
operations. Such practices include the admiraistrati~n of consistent and 
constructive employee discipline. 
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C. 

Guide for Disciplinary Action 

Supervisors at ali levels are expected to assume responsibiJity for reporting and 
initiating proper action regarding employee misconduct. unsatisfactory work 
perfonnance, or violation of personnel policies or regulations. 

1. Employees, including supervisors, whose job performance or conduct are 
unsatisfactory, or who violate the law, Nation policies, practices, rules, or 
regulations are subject to disciplinary action consistent with the Table of 
Penalties. 

2. Supervisors should refer to the Table of Penalties or the Department of 
Justice ( or private legal counsel if retained) for assistance in initiating 
disciplinary action. 

Authority to Administer Disciplinary Action 

1. The Chapter Manager shall have the authority and responsibility to 
administer appropriate disciplinary action for violations of law, Nation 
policies, practices, rules, and regulations. 

D. Documentation 

l . All disciplinary actions shall be documented in writing by the supervisor 
or Chapter Manager. A copy of this documentation shall be turned over 
to the Chapter's legal counsel or the Department of Justice after adverse 
action has been taken. 

2. Documentation of disciplinary actions will become part of the employee's 
personnel record subject to G.2 below. 

E. Notice 

Notice of disciplinary actions should be hand delivered whenever practicable or 
sent by certified mail. Notice by certified mail shall be effective upon delivery of 
notice by the U.S. Postal Service. 

F" Contents of Disciplinary Notice 

The disciplinary notice shall be in writing, directed to the emplcyee, and shall 
contain: 

I. an appropriate identification of the party. including position title; and 

2. the date(s) on which the violation(s) occlll1'ed, or where such acts ai'e of a 
continuing nature and are the basis for the disciplinary action, the period 
of time when the acts occurred; and 
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3. a reference to the Table of Penalties regarding the offense(s) committed 
and the penalty imposed; and 

4. a clear and concise statement of the facts constituting the alleged 
violation(s); and 

5. an explanation of the employee's right to appeal the disciplinary action 
pursuant to Section XIV Employee Grievance; and 

6. if hand delivered, the employee's acknowledgment of receipt of the notice, 
or if employee refuses to acknowledge, the notation that employee refused 
to sign and the date. 

G. Table of Penalties 

Those responsible for the administration of discipline must be finn, impersonal, 
and free from prejudice. In the interest of administering justice as uniformly as 
possible in accordance with the policies stated, a Table of Penalties is 
incorporated herein. 

1. 

2. 

In cases of less serious performance and/or conduct issues, supervisors are 
encouraged to discuss such deficiencies with their employees before 
initiating any fonnal disciplinary action under the Table of Penalties. 

A reprimand may also be appropriate for less serious offenses prior to 
taking fonnal action. Such action may not be grieved under this section of 
the Manual, nor will it be included in the employee's personnel file. 
However, a written reprimand may be maintained by the Chapter. 

3. Supervisors shall be specific in describing the time period constituting an 
employee's suspension, and shall include both the dates and hours when 
the suspension begins and ends. Holidays shall be counted in computing 
the suspension period. 

4. Suspensions imposed under the Table of Penalties are generally without 
pay, and require the employee to remain away from the workplace during 
the period of suspension. At the discretion of the supervisor, an employee 
may be placed on a working paid suspension. During the period of 
suspension, the employee shall continue to carry out his/her regular duties 
at the workplace. A paid suspension is grievable. 

5. Jc addition to the penalties listed, employees are reminded that depending 
upon the offense(s) committed, they may be subject to prosecution under 
Navajo Nation or other appfticable laws and/or be deemed ineligible for 
future employment with the Chapter and the Navajo Nation. 
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7. 

Employees who vio;ate Navajo Nation or other applicable laws may also 
be subject to penalties provided for in those laws. Such violations m&y o. 
may not lead to disciplinary action by the supervisor. 

For those employees paid by a contract or grant, where the funding source 
requires greater disciplinary measures than those outlined in the Table of 
Penalties, or penalties other than those listed, such disciplinary action may 
be imposed consistent with the funding source reGuirement. 

8. Where one set of circumstances warranting disciplinary action violates 
more than one offense listed in the Table of Penalties. supervisors must 
allocate the total penalty among each separate offense charged. 

For example, if an employee is charged with three separate offenses, and 
the penalty for all three offenses totals ten working days suspension, the 
supervisor must allocate the ten days among all three offenses. 

9. Employees shall not be penali7.ed for multiple offenses arising from the 
same conduct or event. 

Page 40 Personnel Manual - NNDOJ FINAL. 



TABLE OF PENAL TIES 
FIRST SECOND THIJlD 

OFFENSE PENALTY PENALTY PENALTY 

1. Theft of .. -~••, Removal 

2. Misuse of Nation funds Removal 

3. Solicitation or acceptance ofbnl,es 
or kickbacks Removal 

4. Falsification or unautboriz.ed 
alteration of anv Nation record Removal 

5. False statement(s) of material fact in 
employment applicatioo or related Removal 
documentation 

6. Maintaining second or outside 
employment without proper ,ig,proval 
including. but not limited to, holding a Removal 
salaried elected office. self-
emplovment. etc. 

7. Contracting or recommending a 
contract with a party where the Removal 
employee bas an equity or other 
beneficial interest, limited ooly to 

' 
. employees who have influence over the 

con process 

8. Fraud and/or conspiracy to commit Removal 
fraud 

9. Perjury in court or before an official 
Navaio Nation bodv or tribunal Removal 

10. Concealing. removing. mutilating. 
obliterating. or destroying Navajo 
Nation records or documents without Removal 
authom.ation 
11. Abuse of office or oositioo Removal 
12. Failure to directly call or report to 
the immediate supervisor for three (3) Removal 
consecutive workine days 
13. Planning, initiating participating in 
or otherwise aiding or assisting in the 

Removal conduct of any riot or unlawful 
demonstration. 
14. Egregious misconduct which calls 

Suspension (up to 30 into question one's fitness for continued 
employment in that position with the working days). Removal 

Chapter. Demotion, or Removal 

15. Sexual hanwment 
Suspension (up to 30 
working days) or Removal 
Removal 
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TAB!L.!:i OF PENALTIES 

OIFl?ENSE lFIRST SECOND THIRD 
tl'ENALT't' PENALTY PENALTY 

16. a. Operating a Navajo Nation/Chapter 
vehicle under the influence of alcohol. Remonl 

16. b. Operating a vehicle under the SuspeMion (up to 30 
influence of alcohol or other controlled working days) or Removal 
substance (except when controlled 

Removal substance is used as prescnl>ed). 

17. Malicious damage to Nation property Suspension 
including, but not limited to. graffiti, (IS - 30 working days) or Remowl 
vandalism. etc. Removal 

18. Violation of any provision contained Referral to EAP and/or 
in Section XVI.E. Drugs and Alcohol in Suspension ( l S - 30 Removal 
the Worlmlace workin" days) or Removal 

19. Failure to abide by policies and Su.,pension (up to 15 Suspetwon (up to 30 Removal 
standards adopted in accoroance with working days) or Removal working days) or Removal 
Section J.C 

20. Endangering the physical well- being Suspension Smperwon 
of any individual including. but not ( up to l S working days) or (up to 30 working days) or Removal 
limited to, threats of. or actuaJ violence. Removal Removal 

' 
21. Disclosing confidential Chapter Suspension Suspension 
information to unauthomed person(s) (up to ] s working days) (II' {up to 30 working days) or Removal 

Removal Removal 

22. Misuse of Navajo Nation/Chapter Suspension Suspension Removal 
property or services (unto JS working; days) {uo to 30 workina days) 

23. (nsubordination. includes violation of Suspension Suspension Removal 
any oolicy contained in this manual ( UD to ] S workin2 davs) lun to 30 workin2 ~) 

24. Neglect of duty Suspension Suspension Removal 
(uo to IS working days) (up to 30 worlc.ing davs) 

25. Unauthorized absence Suspension Smpension Removal 
(up to 10 workinJ?. davs) (uo to 30 working days) 

26. Excessive absenteeism, including Suspemion Suspension Removal 
tardiness (up to 10 workin2 days) (up to 30 worlc:ing days) 

27. Unsatisfactory woric perfonnance Suspension Suspension Demotion 
(upto IO~ng days) {up to 30 working days) or or 

Demotion Removal 

28. Failure to complete performance Suspension Sus~nscon Removal 
evaluations as required (up to 10 working days) (up to 30 working days) 

(
•::-· .. . . '. .,. 
X 

I: 
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OFF~SE FJRST SECOND THIRD 
PENALTY PENALTY PENALTY 

29. Performing activities for personal Smpemion Suspemion 
gain when on the job including, but not (up to IO working days) (up to 30 wor!ting Removal 
limited to, campaigning for political days) 
office while on official tow of dutv 

30. Mistreanneot of any individual(s) Smpemion Smpension Removal 
whichjeopard.iz.es health or safety (up to 10 working days) (up to 30 working 

days) 

31. False witness against employee(s) Suspension ~ion Removal 
(up to 10 working days) (up to 30 working 

davs) 

32. Offer of employment by Suspemioo Suspension Removal 
unauthorized personnel (up to 10 working days) (up to 30 working 

dayS) 

33. Violation of safety regulations Suspension Suspension Removal 
which endangers oneself or others (up to l O working days) (up to 30 working 

davs) 

34. Pos.,ession of unauthorized Suspension Suspension Removal 

/ 
I 

weapon(s) in the workplace (up to 10 working days) (up to 30 working 
days) 

JS. Failure to cmnply with motor Suspension Suspension Removal 
vehicle regutatiom including, but not (up to 10 worlcing days) (up to 30 working 
limited to, use of a 1n1'al/Chapter days) 
vehicle for • reasons 

36. Creating discord among fellow Suspension Smpen.sion Removal 
employees leading to decreased (up to JO working days) (up to 30 working 
productivity or a hostile working days) 
environment 

37. Failure to treat the public or fellow Sllspension Suspemioo Removal 
employees with oourtesy (up to JO wotking days) (up to 30 woning 

days) 

38. Use of abusive or vulpr language Suspemion Suspension Removal 
and/or gestla-es (up to 10 working days) (up to 30 wcrking 

davs) 

39. Display of intoxication on the job Mandatory evaluation by Suspension 
(including use of restricted drugs not in Employee Assistance llad (30 working days) re Removal 
confonnance with a medical Suspension (up to 30 Removal 
prescription) working days) or 

Removal 

40. Habitual~ ofintoxiants to 
Manda!ory ~aluation by 

Suspension Employee Assista!'M:e ::me! 
excess which affects job performance Suspension (up to 30 (30 working days) or Removal 

i working day.;) or Removal 
I Resr.oval 
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Xi--V. EMPLOYEE GRIEVANCE 

An eligible employee who feels aggrieved as a result of an application of 
disciplinary action such as discharge, suspension, loss of pay or benefits, has a 
right to utilize the procedmes available, except that layoffs in compliance with 
Section XV .D are not grievable. 

B. Eligibility 

All regular status employees are eligible. Temporary. new, and At-will 
employees are not eligible. 

C. Grievance Process 

1. 

2. 

3. 

Step One: 

An employee must file a written request for reconsideration with the 
supervisor who initiated the action within five ( 5) working days of receipt 
of the disciplinary action, with a copy to legal counsel ( or the Department 
of Justice). The supervisor must attempt to resolve the problem with the 
employee within five (5) working days after receipt of the request. 

Step Two: 

If the supervisor fails to address the reconsideration request or if ilie 
employee disagrees with the reconsideration decision. the employee must 
file a written appeal with the Department of Personnel Management within 
five (5) working days of the completion of Step One above for immediate 
transmittal to the Hearing Officer. A filing fee of $25.00 must accompany 
this appeal. At this point both parties may be represented by legal 
counsel. The appeal shall include: 

a the name and position of the Aggrieved Party, 

b. the name and position of the supervisor initia,ing the action, 

c. a statement of the uncP.erlying facts~ including the <Imes and alleged 
events or conditions which form the basis of the ap~al. 

d. the relief sought by the Aggrieved Party. 

Step Three: 

A Navajo Nation Hearing Officer will conduct the grievance hearing. The 
Hearing Officer wil!, whenever possible, hear the grievance within 30 
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D. 

4. 

working days and must render a decision within ten working days 
thereafter. 

The decision of the Hearing Officer is the final administrative decision 
with the Chapter's resolution structure. 

Refund of Filing Fee 

If the grievance is withdrawn or resolved prior to commencement of the grievance 
hearing, the filing fee shaU be refunded. 

E. Grounds for Termination of Grie'1ance 

Abandonment of a case or noncompliance with required grievance deadlines and 
policies by the Aggrieved Party will be grounds for termination of the grievance. 
Department of Personnel Management will make such determination and inform 
all parties. 

F. Withdrawal of Grievance 

G. 

H. 

At any point in the grievance process, an employee may withdraw the grievance. 

Status of Position Pending Grievance Outcome 

Any changes regarding a position affected by a grievance will be placed on hold 
by the Chapter until such time the grievance is resolved or a final decision is 
rendered. 

Status of Employee Pending Grievance Outcome 

l. Notwithstanding the foregoing subsection G, disciplinary actions shall be 
effective immediately upon notice to the employee. 

2. Notwithstanding an employee's involvement in a current grievance, 
subsequent violation(s) of the personnel policies by the employee may 
result in separate disciplinary action(s). 

3. An emp{oyee that has filed a grievance shall be al!owed reasonable use of 
available annual leave hours for the purpose of participating in the 
grievance process. 

Grievance Hearing Officer 

The Hearing Officer shall have the authority to uphold or reverse the disciplinary 
action of the supervisor, award back pay to the grievant, and when required, order 
that the employee's record be expunged. The Hearing Officer may also consider 
the appropriateness of the penalty imposed and if circumstances warrant, reduce 
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: } the penalty. However, in no case sh&ll the hearing officer increase the penalty 
, -- imposed by the supervisor. 

%'/. TERMINATION OF EMPLOYMENT 

A. Respo111sibHity 

The Chapter Manager is responsible for establishing detailed procedmes to 
address issues arising under this section. 

B. Res!gnation 

I . An employee may volm1tarily terminate employment with the Chapter by 
submitting a letter of resignation. 

2. The employee resigning shall give at )east ten working days notice, unless 
the supervisor consents to the employee leaving sooner. 

3. An employee who submits a written resignation may, with the supervisor's 
approval, withdraw the resignation and be restored to the vacated position 
provided the written request for withdrawal is submitted to the supervisor 
prior to the effective date of the resignation. 

C. Discharge of Employees 

D. 

l. A supervisor shall notify the employee, in writing, of the discharge and the 
specific reasons for the discharge. The notice shall include all 
requirements of Section Xill.F Contents of Disciplinary Notice. 

2. These policies do not apply to At-will employees. 

Layoff 

An employee who is to be laid off shall be given 15-calendar days written notice. 
Notice of layoff may be less than the 15-calendar day requirement if stoppage of 
work results from circumstances beyond the control of the Chapter, e.g. funding 
is terminated, positions are not refunded, or funds are not available to continue 
operations. In all cases. however, the employee must be given as much notice as 
possible. 

Subject to applicable law, a regular status employee who is laid off shall be 
entitled to reemployment preference. These policies do not apply to temporary 
employees or At-will employees. 

L 

2. 

Organizational restructuring. 

A supervisor may lay off a regul& status employee whenever it becomes 
necessary due to lack of work or funds or elimination of position. 
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3. Whenever layoffs are necessary, the Chapter Managu shall immediately 
notify the Chapter's elected officials. 

4. No reguJar status employee shall be laid off while there are temporary. 
seasonal, or new employees employed in the same, equal. or lower level 
positions for which the ~gular status employee is qualified. 

5. In determining the order of layoff of regular status employees, the 
supervisor shall consider such factors as seniority, perfonnance appraisals, 
qualifications. work reco~ and conduct and whether employee is a 
veteran as set forth in Section III.C. The supervisor shall, if possible, 
retain the veteran. 

6. If an employee's position is eliminated while he/she is on family medical 
leave, the employee shall be placed on layoff status immediately. 

7. Physical Change and Incapacity 

8. 

An employee may be terminated when, due to physical ailment or injury, 
the employee is no longer capable of perfonning the duties of the position. 
Before lay off: 

a. the employee must have seen a medical practitioner who has found 
the employee to be partially or totally disabled, or to be otherwise 
mentally or physically limited in work performance. 

b. The Chapter Manager must determine that evm with reasonable 
accommodation(s) for the employee's physical condition, the 
employee is incapable of perfonning the duties required of the 
position. 

c. If a Chapter Manager believes that an employee is physically or 
mentally incapacitated but will not seek medical attention, the 
supervisor may require the employee to see a medical practitioner 
for an evaluation at the expense ofthe Chapter. 

d. An employet terminated under this section must receive written 
notice explaining the reason for layoff and is eatitled to 
consideration for a transfer and reemployment preference 
consistent with the policies herein. 

Subsequent Disqualification 

If an employee, who was qualified for his/her position, subsequently 
becomes disqualified for the position due to a loss of license, certification. 
or reclassification of the position due to a reorganization of the program or 
material changes in duties, or for any other reason, the employee shall be 
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E. 

F. 

given a reasonable period to re-qualify. If a,.-'ler the period for re
qualification, the employee remains unqualified, he/she will be laid off. 

Termination ofVoluntHn or Temporary Employees 

1. A suJreTVisor may terminate a volunteer or temporary employee at any 
time. The termination must be in writing and include an explanation for 
the tennination, consistent with Navajo Jaw. 

2. A volunteer or temporary employee who is terminated is not entitled to 
reemployment, layoff, or grievance rights. 

3. A volunteer or temporary employee may resign without prior notice. The 
resignation must be in writing. 

Termination ofNffl' Employ~ 

1. A supervisor may terminate a new employee for just cause at any time 
during the introductocy period. The termination must be in writing and 
include an explanation for the termination, consistent with all Navajo 
Nation Jaws, rules and regulations. 

2. A new employee who is terminated is not entitled to reemployment, 
layoff, or grievance rights. 

3. A new employee may resign without prior notice. The resignation must 
be in writing. 

G. Retirement 

An employee who leaves Chapter employment in accordance with the Navajo 
Nation Retirement Plan is considered to have retired. 

H. Death 

1. Unless leave without pay was previously approv~ an employee shall be 
compensated through the date of death. 

2. The effective date of the separation shail be the date of death. 

3. The supervisor shall take reasonable steps to assure that arrangements are 
made to provide payment to the employee's estate of any salary, overtime, 
or accrued annual leave p2yments due. 
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I. Final Pay 

1. Upon receipt of all required documents, a final paycheck shall be issued to 
the tennmated employee. The final check will include payment for hours 
worked, accrued annual leave, and any overtime as of the termination date. 

! 

2. All or part of the final .pay check and/or annual leave payment may be 
withheld to satisfy any indebtedness to the Chapter. 

3. The Chapter shall issue a final pay check within five (5) calendar days 
(including weekends). The Chapter shall pay the terminated employee 
twenty dollars per day for every day after the five days that a check is not 
issued. This amowit may not to exceed two-hundred dollars. 

XVI. CONDUCT OF EMPLOYEES 

A. Business Ethics and Conduct 

Employees are expected to comply with all applicable laws and policies of the 
Navajo Nation with respect to their conduct. In general, the use of good judgment 
wilJ guide employees with respect to lines of acceptable conduct. If a situation 
arises where it is difficult to detennine the proper course of action, the matter 
should be discussed with the appropriate supervisor and, if neceswy, with the 
Office of Ethics and Rules for advice and consultation. 

Each employee of the Chapter shall, among other things: 

1. Uphold, with integrity, the trust and confidence placed in the employee 
pursuant to his/her employment. 

2. Comply with and respond to the directions and instructions of the 
supervisor. 

3. Show courtesy, respect, cooperativeness, diligence and tact in dealings 
with supervisors, fellow workers, elected officials and the general pub!ic 
at all times. 

4. Provide full, efficient, and industrious service to promote the goals and 
objectives of the Chapter. 

5. Maintain confidential information acquired in the performance of his/her 
duties and refrain from disclosing any portion thereof, except in the 
manner and to the extent authoriz.ed. 

6. Refrain from using his/her official postttOil to influence transactions 
involving purchases, contracts, leases, or other business dealings which 
advance personal interests or those of his/her friends or relatives. The 
existence of any actual or potential conflict of interest must be disclosed to 
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the Chapter Manager, who must then disclose thls to the elected officials 
or the Chapter ::nembership so that safegusrds can be established to 
protect a11 parties. 

B. Limitations on Employee Activitjg 

1. While t?mployed, an employee's private life is his/her own, however, an 
employee's activities cannot disrupt the work or the workplace. Each is 
expected to comply with all applicable laws. 

2. If an employee is indebted directly to the Chapter or the Navajo Nation, 
he/she wiU be required to make payment (including payroll deductions) 
subject to the specific terms of the indebtedness and/or the Navajo 
Business and Procurement Act. 

3. Employees shall be held accowitable for loss of Chapter funds or property 
for which they are responsible where the loss is due to negligence, 
carelessness, or an ultra vires act. Employees with custodial 
responsibilities for Chapter property will safeguard assigned property. 

4. 

5. 

Solicitation or receipt of gifts, favors, and/or gratuities is prohibited when 
such gifts constitute a conflict of interest or is in violation of the Ethics in 
Government Law. 

Correspondence, papers, drawings, sketches, docwnentation, computer 
programs, instructions, procedures, forms and all such items produced by 
an employee in the course of his/her work are considered property of the 
Chapter or the Navajo Nation. Unauthorized removal, reproduction, 
and/or disclosure are strictly prohibited. 

6. While employees may be au1horized .from time to time to speak on behalf 
of the Chapter or the Nation, no employee may declare, ss policy, any 
statement that is contrary to the policies of the Navajo Nation. 

7. Tribal vehicles are for official use only and employees are required to use 
them within the scope of their employment. Any accident involving a 
tribal vehicle must be reported by the employee involved in the incident as 
required by the Motor Vehicle Operator's Handbook. 

8. Use of the internet in any way which would violate poiides and/or 
procedures established by the Division of General Services or other 
appropriate authority is prohibited. 

C. Employees Punuing Public Offift 

1. An employee pursuing any public office m&y, upon approval of the 
Chapter Manager, be granted a leave of absence not to exceed 60 calendar 
days. 
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2. Annual leave will be used until exhausted, then leave without pay will be 
used. However, funding sowce restrictions may require that an employee 
take only leave without pay. 

3. Employees are prohibited from campaigning during work how-s. The 
Chapter Manager shall monitor and enforce this policy. 

4. Employees elected to the Navajo Nation Council or the office of the 
President or Vice President of the Navajo Nation must resign from 
Chapter employment before talcing the oath of office. 

D. Employees Appointed or Elected to Public Office 

1. Employees who are elected to any public office other than those listed in 
C.4 above may be allowed to retain Chapter employment, unJess the 
position is a full-time position. 

2. If the employee's duties as a public servant interfere with his/her work 
perfonnance or responsibilities. or otherwise create a conflict of interest in 
the workplace, the Chapter Manager may initiate appropriate disciplinary 
action. Public officials shall not perfonn public servant responsibilities 
while on their regular tour of duty as a Chapter employee. 

a. Employees retaining tribal employment are expected to abide by 
all applicable policies including, but not limited to, these personnel 
policies, travel policies, and standards of conduct. 

b. Decisions issued by the Ethics and Rules Committee must be 
complied with by all parties. 

3. An employee who has been appointed or elected to sen-e on a board, 
commission, or committee which pays a stipend, or who has been elected 
to a public office, shall be required to take annual leave to attend to 
appointed or elected duties. The Chapter Manager will grant these leave 
requests whenever possible. If the employee has exhausted annual leave, 
then leave without pay will be used. 

E. Drugs and Alcohol in the Workph!ce 

1. The use of intoxicants during working hours or the lunch period 1s 
prohibited. 

2. An employee unable to perf onn job duties as a result of alcohoi or illegal 
drug intoxication will be excused from the worksite and charged leave 
without pay. In addition, th«: employee is subject to disciplinary action 
consistent with the Table of Penalties, offense #39. 
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3. Employees are prohibited from selling, pUk'Chasing, transferring, 
possessing, or using alcohol at the Chapte. or during work. 

4. Employees are prohibited from unlawfully manufacturing, selling, 
pw-chasing, transferring, possessing, or using controlled Sl~bstances at the 
Chapter or during work. 

5. Any employee violating· the above policies will be disciplined, up to and 
including termination for the first offense. 

6. Any employee convicted of vio)ating a criminal drug or alcohol statute at 
the Chapter or during work must inform his/her supervisor and the 
Chapter Manager of such conviction, including pleas of guilty or no 
contest, within five working days of the conviction. Failure to do so will 
result in disciplinary action, up to and including termination for the first 
offense. 

7. An employee convicted of violating a criminal drug or alcohol statute at 
the Chapter or during work may participate in a rehabilitation or treatment 
program. If such a program is made as a condition of employment, the 
employee must satisfactorily participate in and comp)ete the program. 

8. All employees are required to acknowledge that they have been informed 
of the above policy and agree to it in all respects. Acknowledgment and 
agreement are required as a condition of continued employment with the 
Chapter. Acknowledgment will be in writing and made a part of the 
employeets personnel file. 

9. Employees may be subject to drug and alcohol testing consistent with 
Navajo law. 

F. Sexual Harassment 

1. It is the policy of the Navajo Nation generaUy and the Chapter specifically 
to protect all employees, male or female, against W1welcome and 
unsolicited behavior of a sexual nature. Such behavior is unacceptable in 
the workplace and other work-related settings such as business trips and 
business-related social events. 

2. Definition 

Sexual harassment is defined as unwelcome or unwanted conduct of a 
sexual nature, whether verbal or physical, when: 

a. submission to or rejection of this conduct by an individual is used 
as a factor in decisions &ffecting hiring, evaluation, promotion. or 
other aspects of employment; 
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b. this conduct substantially interferes with an individud's 
employment, perfonnance on the job, or creates an 
intimidating, hostile, or offensive working environment. 

c. Examples of sexueJ harassment may include, but are not 
limited to: 

1) nonverbal actions; leering; gesturing of a sexual 
nature; 

2) unwanted sexual advances; 

3) demands for sexual favors in exchange for favorable 
treatment or continued employment; 

4) repeated sexual jokes, flirtations, adv&nces, or propositions; 

5) verbal abuse of a sexual nature; 

6) verbal commentary about an individual's body; 

7) touching, rubbing, pinching, whistling, assaulting, 
suggestive insulting, coerced sexual acts, or rape; 

8) environmental harassment; display in the workplace of 
sexually suggestive objects or pictures. 

3. Reporting a Complaint 

Sexual harassment complaints should be addressed to the immediate 
supervisor or the Chapter Manager. If insufficient, sexual harassment 
complaints should be made ao the elected officials or the Navajo Nation 
Department of Justice. Reports of sexual harassment must be in writing. 

4. Retaliation 

5. 

The Chapter will not in any way retaliate against an individual or witness 
who makes a report of sexual! harassment, nor will it permit any employee 
or elected official to do so. A person found to have retaliated against 
another individual for reporting sexual harassment shall be subject to 
disciplinary action provided for sexual harassment offenders. 

Investigation 

Any allegation of sexl.!81 harassment brought to the attention of the 
Chapter wil1 be investigated in & manner that protects the privacy of al! 
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persons involved and such privacy will be mainwned throughout tile 
investigatory process to the extent practical and appropria¢e. 

a. Individuals found to heve engaged in misconduct constituting 
sexual harassment will be disciplined, up to and including 
discharge from employment. 

b. If an investigation results in a finding that an employee has falsely 
accused another of sexual harassment knowingly or in a malicious 
manner, the complainant will be subject to appropriate sanctions, 
including the possibility of termination. 

6. Further information concerning this policy is contained in the procedures 
governing complaints on sexual harassment. 

G. Workplace Violence Prevention 

The policy of the Navajo Nation generally and the Chapter specifically is to 
prevent workplace violence and to maintain a safe work environment. 

1. Conduct that threatens, intimidates or coerces another employee, a client. 
or a member of the public, will not be tolerated. 

2. Employees are to refrain from fighting or other conduct that may be 
dangerous to others. 

3. Unauthorized firearms and weapons are prohibited on the premises of any 
Chapter property or site where Chapter or Navajo Nation business is 
conducted. 

4. All threats of, or actual violence should be reported to the immediate 
supervisor. All suspicious individuals or activities should also be reported 
as soon as possible. 

5. The Chapter Manager, in consultation with legal counsel (private or t.'le 
Department of Justice), shall document and be responsible for ensuring the 
prompt and thorough investigation of reports concerning threats of, or 
actual violence and of suspicious individuals or activities. 

6. In order to maintain workplac1e safety and to nurintain the integrity of the 
investigation, employees may be placed on leave consistent with the 
provisions of Section X.B.3, Administrative Leave. 

7. Anyone detennined to ~ responsible for threats of, or actual violence or 
other conduct that is a violation of these guidelines will be subject to 
disciplinary action up to and including tennination of employmeP.t. 
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8. Employees are encouraged to bring their disputes or differences with other 
employees to the attention of their supervisor or the Chapter Manager 
before the situation escalates anto potential violence. 

H. Unlawful Acts 

1. Any unlawful act committed by an employee of the Chapter while on or 
off the job or Chapter premises, can affect an employee's status. 

2. Notwithstanding any criminal prosecution initiated in a court of law, an 
employee may be disciplined, up to and including removal, if the conduct 
constitutes a violation of the FMS. 

3. An employee convicted of a misdemeanor involving moral turpitude or a 
felony cannot be reemployed by the Chapter for a period of at least three 
years. The number of years may be determined by other standards if the, 
employee's position is funded pursuant to a grant or contract 

XVII. OFFICE AND WORKSTATION REGULATIONS 

A. It is the policy of the Navajo Nation generally and the Chapter specifically to 
establish and maintain a safe working environment for all employees. Therefore, 
an employee's workstation or any other site where official business is conducted 
is declared to be a drug, alcohol, tobacco, and smoke-free environment. 

B. Safety 

Supervisors and employees have a responsibility to maintain a safe work 
environment by preventing conditions leading to injuries, accidents, and losses. 
This includes but is not limited to the posting of emergency evacuation plans at 
designated areas. 

C. Workstation 

I. Supervisors are responsible for establishing standards for: 

a. food and drinks at workstations; 

b. radios, tape players, and other devices; and 

c. appearance of the work area. 

2. Use of Chapter property or services, including but not limited to, 
telephones, computers, vehicles, machinery. credit cards, desks, office 
equipment, and supplies, are for official use only. 

a. Supervisors have the rig.lit to inspect and/or access Chapter 
property; 
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b. at the supervisor's discretion, personal items srored by ilie 
employee in Chapter property are subject to removal; 

c. the Chapter is not responsible or accoW1table for loss or theft of 
personal property of employees. 

D. J!!!D Code and Penonal AJ)peannce 

Dress, grooming, and personal hygiene contribute to the morale of all employees 
and affect the business image of the Chapter (and the Navajo Nation generally) to 
clients and the public. Therefore, during business hours or when representing the 
Chapter and the Nation, employees' dress, grooming and personal hygiene should 
be appropriate for the work they do. 

1. Employees who have regular contact with the public are expected to dress 
in a manner that is normally acceptable in similar organiutions and 
present a cle~ neat, business-like appearance. 

2. Dress and personal appearance of employees who do not regularly meet 
the public may be governed by the requirements of safety or comfort, but 
should still be as neat and business-like as working conditions permit. 

3. Certain employees may be required t{) meet special dress, grooming, 
and/or hygiene standards depending on their job. In these situations, the 
Chapter Manager is responsible for establishing and issuing standards for 
appropriate dress and appearance. 

4. The Chapter Manager ~y also designate a "casw,u day" for employees to 
dress in a more casual fashion than is normally required. On such 
occasions, employees are stiJJ expected to present a neat appearance. 

5. Ripped, disheveled clothing, unkempt appearance, or other inappropriate 
clothing or appearance is not permitted. An employee may be asked to 
leave the workplace W1til properly dressed or groomed. Under such 
circumstances, the employee wiJl not be compensated for the time away 
from work. 

E. Child Care 

1. Employees are responsible for making &ppropriate child care 
arrangements. Except when specifically permitted, employees are not to 
bring children to work or have their children loitering on the Chapter's 
premises after school hours. 

2. The Chapter recognizes the importance of allowing mothers who choose 
to breast-feed their children the opportunity to continue after returning to 
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work. The employee and her supervisor shall make the necessary 
arrangements to accommodaoo this. 

XVIII. PERSONNEL RECORDS 

The Chapter Manager and Office Assistant shall maintain official personnel reconls for 
Chapter employees. 

Ao Location of Records 

Employee records shall ~ located at the Chapter under restricted access. 
Employee files shall not be removed from the Chapter .. 

B. Contents 

C. 

D. 

E. 

Employee records shall include information such as, employment applications; 
background investigations; letters of reference; pay and benefits; training and 
education; performance evaluations; corrective or termination actions; and other 
necessary information. 

Updating 

Employees are encouraged to keep their personnel files current by submitting to 
the Chapter Manager or Administrative Assistant updated information on their 
experience, education, and training. 

Confidentiality 

Infonnation in an employee's personnel file is considered confidential. However, 
the information may be disclosed in compliance with a lawful investigation or 
subpoena. Access to and release of information contained in the personnel 
records shall be limited to only those persons who have a legally recognized need 
to know. 

Examination of File by Employee 

Employees may ex.amine their pe.rso1U1el file upon written request to his/her 
supervisor or the Chapter Manager. The employee must provide eVidence of 
his/her identity. Examination of records shall be in the presence of the supervisor 
or the Chapter Manager. 

F. Releue of lnformstion 

1. Upon submission of a notarized Authorization for Release of Information. 
the employee infonnation from thet emp)oyee1s personnel record may be 
released to a third party. 
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2. Certain information contained in the employee file is considered public 
information and therefore may be released without employee 
authorization. This includes, out is not limited to, title, departmen4 and 
work site. 

G. R~ onl Retention 

Upon termination, an employee's personnel record shall be considered inactive, 
but will be maintained for a period of three years beyond date of termination. 
After three years, the record will be returned to the employee or destroyed. 

XIX. VETERANS PREFERENCE 

A. Policy 

The policy of the Navajo Nation generally and this Chapter specifically is to 
comply with all applicable laws that govern the employment relationship between 
the Nation and its employees. Consistent with the provisions of applicable laws 
and policies, the Chapter gives preference in employment to Veterans of the 
United States (U.S.) Armed Forces. Recognizing their sacrifice, Navajo 
Veterans' Preference recognizes the economic loss suffered by citizens who have 
served their country in uniform, restores Veterans to a favorable competitive 
position for Chapter employment and acknowledges the larger obligation owed to 
disabled Veterans. 

Eligible Veterans receive preference for initial employment and a higher retention 
standing in the event of layoffs. However, the Veterans' preference does not 
guarantee the Veteran a job, nor does it give Veterans preference in internal 
personnel actions such as promotion, transfer, reassignment and reinstatement. 

B. A Veteran discharged from th~ U.S. Anne<l Forces or !he National Guard or 
Reserve under honorable conditions following more than 180 calendar days of 
active duty shall be given preference in employment. 

1. Preference in employment on the initial hire and zetention for those 
Veterans who were honorably discharged or the spouses of Veterans shall 
be provided in the following order: 

a. A Veteran who has an existing compensable service-connectec! 
disability who is able to work. 

b. A Veteran of any war or peacetime who has served on active duty 
for 181 calendar days or more or who has served 180 cslendar days 
or more, other than for training, since Janumy 31, 1955 ecd who 
was discharged or separated un<!er honorable conditions from the 
U.S. Anned Forces. 

c. A Veteran who sustained a service-connected disability prior to 
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completing the 180 calendar days of ective duty. 

d. The spouse of a Veteran who cannot qualify for employment 
because of a total and pennanent disability or the spouse of a 
Veteran killed in the line of duty or missing in action, captured by 
a hostile force(s); forcibly detained or interned by a foreign 
government/power. 

e. The un-remarried surviving spouse of a Veteran who died of a 
service-connected disabiJity. 

2. An individual applying for Veterans Preference must complete an 
Application for Veterans' Employment Preference when submitting an 
Application for Employment along with a copy of DD Form 214 or DD 
Fonn 215 to receive preference. 

C. Recruitment 

1. Advertising of Vacant Positions 

AH vacancy announcements must be advertised for a minimum of t 0 
working days and include llie phrase, .. Veterans• Preference Applies" in 
the posting. 

2. Application for Employment 

a. Each employment application will contain a general information 
document regarding Veterans' Preference and an Application for 
Veterans' Employment Preference. 

b. Toe Chapter's emplo:,ment application shall require the applicant 
to indicate whether or not they are claiming Veterans' Preference. 
In those cases, the applicant will be asked to complete the 
Application for Veterans' Employment Preference requiring them 
to identify which of tine eligibility criteria applies to them. 

c. The applicant will be required to furnish the documentation 
necessary to prove Veterans' Preference eligibility on or before the 
closing date of the position to be considered for preference. Proof 
3fVeterans• Preference eligibility includes: 

1) 

2) 

Veterans and spouses of disabled Veterans must furnish a 
copy of the DD Form 214 and/or 215, military discharge 
papers, and/or other verification from the Department of 
Defense (DOD) or Military Branches. 

Spouses of disabled Veterans and un-remai--ried surviving 
spouse of a deceased Veteran must provide: 
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i. Certification from DOD or Military Branches that 
the Ve~ran is totally and permanently disabled or 
documentation certifying the service-connected 
death of the Veteran. 

ii. Evideng;e of marriage to the Veteran. 

iii. A statement that the spouse is still married to the 
Veteran or that the spouse is not re-married at the 
time of the application for employment. 

d. Absence of required documentation invalidates the claim and the 
applicant is not eligible for Veterans' Preference. However, the 
Chapter Manager may-in his/her discretion-waive the above 
requirements in lieu of alternative evidence that is convincing. 

D. Interview and Selection 

1. Applicants who meet the qualification requirements shall be considered in 
the following order or priority: 

a. 

b. 

Enrolled Navajos with reemployment preference 

Enrolled Navajo Veterans 

c. Other enrolled Navajo applicants 

d. Non-Navajo spouses of enrolled Navajos 

e. Non-Navajos 

2. Preference is given at each step of the employment consideration process 
to preference eligible applicants, provided such individual possesses the 
minimum qualifications necessary to perfonn the duties of the position. 
Qualified Veterans receive the same level of preference despite disability 
status. 

3. AJI qualified eligible Veterans must be granted an interview. 

4. if the best qualified applicant, including a preference eligible Veteran are 
equal.ly qualified, and no further evaluation occurs, the Veteran must be 
given selection preference. If there is a non-Veteran who is the best 
qualified for a position. the non-Veteran could be employed if an eligible 
Veteran does not possess the same level of qualifir.ations. le such cases, 
reasons why a.'id approvw by ihe Chapter Manager is required prior to miy 
offer of employment. Documentation of the hiring decision is paramount. 
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5. 

In cases where the Veteran is not selected, the Chapter Mansger must be 
able to justify why the Veteran was not selected. 

It is the Chapter Manager and Administrative Assistant's responsibility to 
ensure that a letter of non-selection is sent to all applicants, including 
Veterans, who were interviewed but not selected for a position. The letter 
of non-selection must be issued within three (3) working aays from the 
time that the selected candidate signs the conditional offer of employment. 

XX MILITARY LEA VE 

A. Policy 

It is the policy of the Nation generally and the Chapter as well to grant leave as 
necessary for members of Unifonned Service or Armed Forces in compliance 
with applicable laws. 

t . Activation for Military Service 

a. A regular status employee who is an active member of the Anny 
National Guard or Air National Guard, and/or member of the 
Anny, Marine Corps, Navy, Air Force and Coast Guard Reserve, 
including retired and inactive reserve members shall be granted 
military leave upon request. 

b. When a member is ordered to active duty status, he/she shall 
provide a copy of activation orders from their unit being activated 
when requesting military leave. 

c. When a member is deactivated and discharged, hdshe shall request 
for reemployment within time allowed in B. l. below, submit a 
copy of orders, and shali return to the same position he/she was 
assigned to before going on leave with the same employer. At no 
time shall the Veteran be displaced in accordance with epplicable 
laws regarding returning Veterans. 

d. If his/her position was eliminated or transferred to another 
worksite location, he/she shall be offered an equivalent position 
within the same worksite location with tlle sam~ seniority. status 
and pay as before he/she went on military leave. 

2. State Activation and/or Ordered for Training for National Guard and 
Reserve, or as an intermittent disaster response appointment. 

a. A regular status employee who is an active member of d1e Army 
National Guard or Air National Guard, and/or member of the 
Anny, Marine Corps, Navy, Air Force and Coast Guard Reserve 
shall be granted military leave upon request. 
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B. 

b. When the Governor of the State activates a National Guard unit 
where member is serving for State emergency, an intermittent 
disastel' response appointment, and/or unit commander orders unit 
or individual training~ he/she shall provide a copy of orders when 
requesting military leave. 

c. When the Reserve Branch or unit commander orders unit or 
individual training. he/she shall provide a copy of orders when 
requesting military leave. 

d. Employees requesting military leave are entitled to 15 calendar 
days a year with pay. Military )eave shall be 15 calendar days in 
duration. All other leave requests longer than 15 calendar days for 
basic training, technical/tactical advance training or other 
specialized training in their career field shall also be granted 
without pay, and 2.a., above shall apply. 

e. An employee who is a member of the Reserves or National Guard. 
serving an active military duty which extends into a second or 
succeeding leave year may accrue and use the 15 calendar days of 
military leave which accrue at the beginning of the second leave 
year and each succeeding leave year without return to civiJian 
status. 

f. Monthly weekend training ( drill) shall not be considered military 
leave. When a member has to make up their drill during 
weekdays, he/she shall request for annual leave or other fonn of 
leave, not military leave. 

g. There are two conditions under which an employee is entitled to an 
additional 22 workdays of military leave. 

1) Reservist or National Guard members who peifonn 
military duty in support of civil authorities in the protection 
of life and property are eiigibl~ for an additional 22 
workdays of military leave. 

2) Employees who perform full-time military service as a 
result of a can or order to active duty in support of a 
contingency operation are entitled to 22 workdays of 
military leave. 

Reemployment 

I. Eligible National Guard and Reserve members shall be granted 
reemployment rights as follows: 
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a Service of less than 31 calendar days. Employee must report to 
work on the next reguJm-!y scheduled work period after discharge 
from active military duty. 

b. Service of more than 30 calendar days but less than 181 calendar 
days. Employee must make a request for reemployment· no later 
than 14 calendar days after he/she is discharged from active 
military duty. 

c. Service of more than 180 calendar days. Employee must submit a 
request for reemployment no later than 90 calendar days from date 
of discharge from active military duty or within one (l) year of 
service-related hospitalization. 

2. Failure to meet deadlines for reporting back to work. 

a. An employee who fails to report back to work or submit a written 
application for reemployment is subject to be separated from 
employment if absent without excuse for three (3) calendar days, 
except in instances where returning to work is unreasonable or 
impossible due to no fault of the employee. 

b. Upon release from active military duty, an employee with services 
as outlined in 1.b. and c. above must provide written notice to their 
immediate supervisor of their intention to return to work within 
five (5) working days. 

c. The employee must inform their immediate supervisor of extended 
active military duty within five (5) calendar days of receiving 
military orders. 

3. The employee must not have been released with a dishonorable or less 
than honorable disch&rge. 

4. The cumulative length of absence from work for active military duty and 
retain eligibility for reemployment rights is five (5) years (with some 
exceptions). 

5. The reporting deadline may be extended up to two (2) years when a 
Veteran or service member is hospitalized or is convalescing from injuries 
received during military service or training, or an existing disability 
aggravated during military senrice or training. 

6. Returning Veterans and service members shall be reemployed in the same 
job as if they had remained continuously employe~ with the same 
seniority, saatus and pay as before he/she went on military leave. 

Page 63 Personnel Manual - NNOOJ FINAL. 



' 

/f·:.-.\ 
\ . ''J 
,~~ .. 

C. Necessary Documentation 

1. When an employee has been z.bseot for more than 31 calender days, the 
employer has a right to request documentation to prove that: 

a the employee's application is timely; 

b. the employee has not exceeded the service limitation; and 

c. that the employee did not leave the service for any disqualifying 
reaso~ such as dishonorable discharge. 

2. The employer may not deny reemployment if the necessary documentation 
is not readily available. However, if reemployment documentation 
becomes available proving that the employee has not met the 
reemployment qualifications,. the employee shall be terminated. 

D. Job Protection and Reduction-In-Forq 

1. An employee performing active military duty is protected from reduction
in-force (RIF) and may not be discharged from employment, except for 
just cause. The length of protection is based on the length of military 
service. 

a. If the employee's military service was more than 180 calendar 
days, the employee cannot be discharged within one (1) year after 
the date of reemployment. 

b. If the employee's service was between 30 and 180 calendar days, 
the employee cannot be discharged within 180 calendar days after 
the date of reemployment. 

E. Employees Voluntarily Enlisting or Re-enlisting in Militan: Service 

F. 

1. A regular status employee who voluntarily enlists or re-enlists in the U.S. 
Armed Forces shall resign from Chapter employment. 

2. Enlistme.it in the U.S. Armed Forces is considered fu.ll•time emp!oyment. 
Military leave does not apply and shall not be granted. 

Military Funeral He.non Detail 

1. A Veteran who is discharged under honorable conditions will be granted 
administrative leave with pay to perform Military Funeral Honors Detail 
during the workweek. 
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XX]. DEFINITIONS 

ABUSE OF O~inCE OR POSiT~ON: to make excessive or improper use of tM 
authority associated with one's employment. 

ACTIVE Durt': active military service in the U.S. Armed Forces performed on a full
time basis with military pay and allowances. 

ADMINISTRATIVE EMPLOYEE: any employee whose primary duties consist of 
non-manual work concerning management policies or business operations and who 
exercises discretion and independent judgment in assisting managerial employees ( as 
defined herein), and in fulfilling special tasks assigned. 

APPLICANT: a person who has submitted an application for a position with the 
Chapter .. 

AT• WILL: a supervisor can discharge an employee under this employment status for 
any reason at all or no reason at all, with or without notice; and the employee can leave 
(resign) at any time for any or no reason at all, with or without notice. 

BREAK IN SERVICE: an interruption in continuous employment. 

CLASS SPECIFICATION: a written description of a class which includes a class title, 
a general statement of the level of work, a statement of the required knowledge, skills and 
abilities, some examples of work, and the qualification requirements for the class. 

CLASSIFICATION: the process of grouping positions which are similar in duties and 
responsibilities, such that the same descriptive title may be used to designate each 
position and common requirements as to education, experience, knowledge, ability and 
other qualifications exist for all positions. 

CONFLICT OF INTEREST: a real or seeming incompatibHity between one's private 
interests and one's public or fiduciary duties. 

DD FORM 214: a military discharge document issued by the Department of Defense. 

DD !FORM 215: a military discharge document issued by the Department of Defense 
utilized to correct errors on the DD Fonn 214 discovered after the original has been 
delivered and/or distributed. 

DAYS: calendar days unless otherwise stated. 

DEMOTION: a change in the assignment of an employee from a position in one class to 
a position in another class having a lower pay grade. 

DISCHARGE: the involuntary removai of an employee from emp:oyment. 
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DiSCIPLiNARY ACTION: action taken by a supervisor in response to unsatisfactory 
conduct or performance by an employee. 

DISHONORABLE DISCHARGE: dishonorable or bad conduct discharge from active 
duty in ~e U.S. Armed Forces. 

EGREGIOUS: deplorable, outrageous. flagmnt, outstandingly bad, blatant. 

:EMPLOYEE: an individual employed by the Chapter or the Navajo Nation . 

EMPLOYER: for the purpose of this manual, employer is the Chapter .. 

EXEMPT EMPLOYEE: an employee in a managerial, professional, or administrative 
position. Employees assigned to exempt positions are not eligible for overtime 
compensation. 

FELONY: a crime of a graver or more serious nature than those designated as 
misdemeanors; under federal law, and many state statutes, any offense punishable by 
death or imprisonment for a term exceeding one year. 

FOR CAUSE: reasons which law and public policy recognize as sufficient for removal, 
not merely a cause which t.Qe supervisor in the exercise of discretion may deem 
sufficient. 

FRAUD: any intentional act designed to deceive and cause financial loss. 

HIRING AUTHORITY: for purposes of these policies the hiring authority is the 
Chapter Manager or elected officials. 

HONORABLE CONDITIONS: an honorable discharge from active duty in the U.S. 
Armed Forces. 

INSUBORDINATION: willful or intentional refusal to obey any reasonable instruction 
or directive which a supervisor is entitled to give and have obeyed or which is set forth in 
established policies; to ridicule or undermine one's supervisor; condoning. encouraging, 
or engaging in conduct not within the chain of command. 

LA YOFii': the involuntary separation from employment for nondisciplinary reasons, 
including, but not limited to, lack of funds or work, abolishment of position, or 
reorganization within program, department, or division. 

LEA VE: authorized absence. with or without pay, gra.,ted to an employee to take time 
off from work. 

MALICIOUS: wrongful and done intent!onally without just cause or excuse. 

MANAGKRJAL ~WiiPLOYEE: any emp!oyee whose primary duties consist of 
managing an office; who directs the work of one or more other employees or whose 
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• recommendations in employment matters are given particular weight; ?JDd who otherwise 
exercises discretionary powers. 

MINIMUM QUALIFHCATION§: a specification of the experience, training, education 
and/or licensure or certi:ficatiol} and the minimum knowledge, skills and abilities that 
provides appropriate job related qualifications necessary to jrerfonn the duties. ' 

MISCONDUCT.: improper or wtlawful behavior by an employee in regards to his/her 
positiori. 

MISDEMEANOR: an offense lower than a felony and generally punishable by fine or 
imprisonment of one year or less. 

MORAL TURPITUDE: gravely violating accepted moral standards of the community. 

NATIONAL GUARD: a civilian reserve component of the U.S. Armed Forces 
comprised of guardsmen who serve during overseas peacekeeping missions, time of war 
and during local emergencies. 

NAVAJO NATION: for the purposes of this manual, Navajo Nation includes all 
programs, departments, and divisions within the Executive and Legislative Branches of 
the Navajo Nation Government. 

NEGLIGENT: the failure or neglect of any reasonable precaution, care, action; careless; 
failing to give proper attention. 

NON-EXEMPT EMPLOYEE: an employee in a non-supervisory or office staff 
position. Employees assigned to non-exempt positions are eligible for overtime 
compensation. 

OVERTIME: any time worked which exceeds the regularly scheduled tour of duty. 

PEACETIME: a time when the U.S. is not at war which includes the years of: 1946 -
1950; 1955 - 1964; and May 7~ 1975 - August 1, 1990. 

PENAL TY: a punishment imposed for violation of personnel policies or procedures. 

PERWORMAriCE IWAWAGEMENT PLAN: the fonnal system by which an employee 
is evaluated. 

PROFESSIONAL EMPLOYEE: any employee whose primary duties consist of work 
requiring knowledge of a specific field including, but not limited to. law, teaching. 
medicine, architecture, engineering and other fields of science; work that is origin&) and 
artistic in character, the result of which depends on the talent of the employee and whose 
work requires the exercise of discretion and judgment in its performance. 
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PROMOTION: a change in assignment of an employee from a position in one class to a 
position in ancther class having a higher pay grade. 

REPRIMAND: written notice to an employee by the supervisor that a deficiency exists 
in the employee's work perfonnance or conduct and improvement is needed. 

RESERVIST: a reserve of the U.S. Armed Forces, including retired and inactive 
members. 

SERVICE-CONNECTED Dl§ABILITY: an injury or disease that was incurred or 
aggravated during active military service. 

SOME EXCEPTIONS: with reference to Section XXI. B.4. (1) Service beyond 5 
years that is required to complete an initial period of obligated service; (2) service from 
which a person, through no fault of their own. is unable to obtain a release within the 
five-year period; (3) required training for National Guard members and reservists and 
additional training certified by the Secretary of Defense and/or Governor of the State as 
necessary for professional development; ( 4) service under an order to report for or stay on 
active duty during a domestic emergency or situations related to national security; (5) 
service under an order to report for or stay on active duty ( other than training) because of 
a war or national emergency declared by Congress or the U.S. President; (6) service 
under an order to active duty ( other than training) by volunteers supporting operational 
missions for which selected reservists have been ordered to involuntary active duty; (7) 
service under an order to active duty by volunteers supporting a critical mission or 
requirement of the armed services; (8) federal service as a member of the National Guard 
called into action by the U.S. President to suppress an insurrection, repel an invasion. or 
carry out the laws of the United States. 

SURVIVING SPOUSE: the spouse of a deceased Veteran. 

SUSPENSION: the temporary removal of an employee from service without pay, for 
disciplinary reasons and for a specified period of time. 

THEFf: any of the following acts done with intent: 1. Obtaining or exerting 
unauthorized control over property; 2. Obtaining by deception control over property; 3. 
Obtaining by threat control over property; 4. Obtaining control over stolen property 
knowing the property to have been stolen by another. 

UNIFORMED SERVICE OR AittMED FORCES: the U.S. Annoo Forces (the Anny, 
Navy, Air Force, Marine Corps, Coast Guard and Reserve wnits for each such branch); 
the Army National Guard and the Air National Guard when engaged in active duty for 
training, inactive duty training, or full-time National Guard duty; the commissioned corps 
of the Public Health Services; and any other category of persons designated by the U. S. 
President in time of war or national emergency. 

VETERAN: an individual discharged from the U.S. Armed Forces under honorable 
conditions. 
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