
 

NORTHWEST NEW MEXICO COUNCIL OF GOVERNMENTS 

BOARD OF DIRECTORS  

SPRING QUARTERLY MEETING 

August 20, 2025 

   Hybrid Meeting – 10 AM 

Gallup-McKinley County Schools Student Support Center  

640 Boardman Drive | Gallup, NM 87301 
Virtual Meeting Link 

AGENDA  

 

 

 

 

 

TIME TOPIC PRESENTER 

10:00 am 

I . PRELIMINARY BUSINESS  

A. Call to Order / Pledge of Allegiance  

B. Introductions: ESTABLISH QUORUM 

C. Agenda & Minutes: REVIEW & APPROVAL 

D. Election of Officers: ACTION 

Louie Bonaguidi 
Chairman 

10:15am 

I I . SPECIAL PRESENTATIONS 

A. Grid Modernization Program 
Chadette Pfaff 

Electric Grid Program Manager 
NMEMNRD 

10:45am 

I I I . EXECUTIVE/STAFF REPORTS 

A. Annual Report & Staff Summary Reports, Q4 (April - June 2025) 

B. ICIP Resolution Ratification 

C. Special Projects and Programs Report 

D. Administrative Procedures Manual: REVIEW & APPROVAL   

Brandon Howe 
Planning Director 

 
Evan Williams 

Executive Director 
 

11:15 am 

IV.  FINANCIAL REPORTS 

A. FY2025 Quarterly & Annual Financial Report: REVIEW & APPROVAL   

B. FY2026 Budget, Amendment #1: REVIEW & APPROVAL   

C. Investment Policy Resolution 2025-003:  REVIEW & APPROVAL   

D. Establish the Advisory Investment Committee: REVIEW & APPROVAL   

E. Bank Depositories Resolution 2025-002:  REVIEW & APPROVAL   

F. Certification of Annual Member Funds 

Martina Whitmore 
Office Manager 

Armando Sanchez, CPA 
SJT Group 

Paul Ludi 
CFO, Cibola County 

Christine Lowery 
Treasurer 

11:35 am  

V.  ANNOUNCEMENTS; OTHER BUSINESS  

A. Annual Meeting Preview  

B. Board Meeting Schedule 

C. Announcements & General Comments 

Louie Bonaguidi 
Chairman 

12:00 pm VI.  ADJOURNMENT –  ANNUAL LUNCHEON TO FOLLOW  

https://teams.microsoft.com/l/meetup-join/19%3ameeting_YzBmNDRlNzUtMzljNy00ZDNiLTk3MjgtNDZiYWMwNDZlOWJk%40thread.v2/0?context=%7b%22Tid%22%3a%22ac1bdbe5-02dd-45c2-b287-aea7a2fff1e2%22%2c%22Oid%22%3a%22abd70110-4134-4f1a-8761-36b264ecb43a%22%7d


 

 

 

 

 

 

I. PRELIMINARY BUSINESS 

A. CALL ORDER/INTRODUCTIONS/QUORUM.    

Board Chairman Louie Bonaguidi convened the meeting of the Board of Directors at 10:05 am.  

Roll call proceeded in the form of introductions around the table.  There was an issue with the 

virtual option as there was two different meeting links, which did get corrected. In attendance 

were 14 Board Representatives, representing a quorum 7 of the 9 voting entities of the Board 

(77.8%), along with 3 COG staff.  Chairman Louie Bonaguidi provided a welcome to the Board. 

BOARD MEMBERS IN ATTENDANCE:  
BOARD EMERITUS: 

CIBOLA COUNTY: 
Excused 
Judy Horacek; Christine Lowery; Gutierrez; Georgia Routzen 
Sanchez 

MCKINLEY COUNTY: Danielle Notah; Jodie Sowers; Anthony Dimas, Jr. 
SAN JUAN COUNTY: GloJean Todacheene, Sandra Lanier, Sam Gonzales 

CITY OF AZTEC: Dianne Lopez  
CITY OF BLOOMFIELD: Prudence Brady  

CITY OF FARMINGTON: Linda Rodgers, Warren Unsicker; Jim Cox 
CITY OF GALLUP Louie Bonaguidi, Michael Schaaf, Patricia Holland, Frank 

Chiapetti 
CITY OF GRANTS: Eric Garcia; Beverly Michael 

VILLAGE OF MILAN: James Mercer 
 

GUESTS IN ATTENDANCE: 
 

 
Denise Hanson, Mac Juarez; Armando Sanchez; Lancing 
Adams; Garry Moore; Martha Garcia, Patty Lundstrom 

STAFF IN ATTENDANCE:  

EXECUTIVE DIRECTOR: Evan Williams 
OFFICE MANAGER: Martina Whitmore 

STAFF: Brandon Howe  

B. AGENDA & MINUTES ADOPTION.     

Chairman Bonaguidi asked for a motion to approve the day’s agenda topics and the minutes from 

April 16, 2025 Board meeting.   

ACTION:   Michael Schaaf (Gallup) moved and Christine Lowery (Cibola) seconded adoption 

NORTHWEST NEW MEXICO COUNCIL OF GOVERNMENTS 

M I N U T E S 

BOARD OF DIRECTORS 

WINTER REGULAR BUSINESS MEETING 

April 16, 2025  

Continental Divide Electric Cooperative Board Room  

1821 Clif Lear Avenue | Grants, NM 
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of the agenda and minutes as presented.  Motion carried.  

II. SPECIAL PRESENTATIONS 

 The COG arranged four presentations under this section based on suggestions and informational 
needs from COG Board members. Copies of the State of Tourism and Trail of the Ancients Scenic 
Byway is posted at: https://www.nwnmcog.org/board.html  

 Mac Juarez spotlighted Continental Divide Cooperative and welcomed us to their new headquarters. 

Legislative Remarks and Reflections were provided by Representatives Patty Lundstrom and Martha 
Garcia. 

Lancing Adams, Cabinet Secretary for the NM Tourism Department, provided an in-depth analysis of 
the State of Tourism, grant programs and resources, and the Route 66 Centennial. 

Brandon Howe (COG) delivered an overview presentation of Trail of the Ancients National Scenic 
Byway and the Corridor Management Plan that was completed by the COG on behalf of the region.  

III. EXECUTIVE/STAFF REPORT 

 Director Williams and Planning Director Brandon Howe provided a summary of the past quarter’s key 
activities and issues.   

A. STAFF SUMMARY REPORT.  Brandon Howe, COG Planning Director, reviewed the Connecting 

the Dots report to the Board for their review and understanding of the previous quarterly 

activities. 

B. LEGISLATIVE RECAP.  Mr. Howe provided an re-cap of the role the COG played in this process, 

the coordination of Legislative Forums, and preparation of capital outlay requests as well as 

how it tracked progress in Santa Fe, provided members updated, and will provide a final report 

breaking down funding bills and special individual member reports. 

C. SPECIAL PROJECTS & PROGRAMS REPORT.  Mr. Williams reported on programs and projects 

for their review and understanding of the outcomes and opportunities. 

1. GRO PROGRAM.  COG Staff provided the following report as a designated grant 

management agency for the new Government Results & Opportunity program created by 

the Legislature including that over 50% of appropriations had been spent within the first 9 

months of this program. 

2. Interstate 40 Projects.  COG is currently managing five interchange planning projects 

for the City of Gallup, McKinley County, and Village of Milan.  These projects are due by now 

by April 2026 and are about 30% spent down to date.  

3. Authority Contract.  Based the PED model, the COG agreed to a contract with the 

McKinley County Electric Generating Facility District (a.k.a “Authority) to onboard and 

manage its selected and hired Executive Director Eileen Yarborough to coordinate and 

manage the work of this Authority to diversify economic initiatives and workforce 

development in the Prewitt Industrial bi-county area.   

https://www.nwnmcog.org/board.html
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IV. FINANCIAL REPORTS 

A. FY2025 Quarterly Financial Report, Quarter 2 & 3:  Amanda Sanchez, CPA reviewed two 

quarters worth of financial statements with the Board. 

 ACTION:   Michael Schaaf (Gallup) moved and Christine Lowery (Cibola) seconded, to approve 

the budget amendment as presented.  Motion carried 

B. FY2025 Budget Amendment #3.  Mr. Evan Williams provided a review of the organization’s 

budget and changes to the FY2025 budget that were needed.   

ACTION:    GloJean Todacheene (San Juan) moved and Michael Schaaf (Gallup) seconded, to 

approve the budget amendment as presented.  Motion carried 

C. FY2026 Budget Preliminary.  Mr. Evan Williams provided a review of the organization’s budget 

and previewed the preliminary FY2026 budget.   

ACTION:    GloJean Todacheene (San Juan) moved and Michael Schaaf (Gallup) seconded, to 

approve the budget amendment as presented.  Motion carried 

D. Audit Report: The COG presented the FY24 audit report with an unmodified opinion and no            

audit findings for the fourth year in a row. 

V. ANNOUNCEMENTS; OTHER BUSINESS 

A. Annual Meeting Preview and Regional Champions: Mr. Williams stated that August 20th will 

be the date for the Annual Meeting and Luncheon and they are still working on a venue.  

Regional champions can be nominated via this webpage. 

https://www.nwnmcog.org/regional-champions.html  

B. FY2025 Board Meeting & Holiday Calendar.  Mr. Williams presented the COG Board 12-month 

Master Calendar including Annual Luncheon and NADO Conferences.   

C. Announcements & General Comments:  

1. City of Grants and Denise Hanson highlighted achievements, grants, and events being 

planned in and for the City of Grants and area. 

2. City of Gallup and Frank Chiapetti heighted the Route 66 Freedom event. 

VI. ADJOURNMENT 

ACTION:   Michael Schaaf (Gallup) moved and Beverly Michael (Grants) seconded to adjourn.  

Motion carried.   Chairman Bonaguidi thanked City of Grants and CDEC for their 

hospitality for this meeting and adjourned the meeting of the Board of Directors at 

12:35PM.    

  

https://www.nwnmcog.org/regional-champions.html
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Respectfully submitted, 

 

 

 ____________________________________ ATTEST: __________________________________ 

Evan J. Williams Louie Bonaguidi 

Board Secretary and Executive Director Board Chair 



 

                 “Leading The Field to Empower Communities And Move The Region” 
 

 

 
 
 
 
 
 

M e m o r a n d u m 
DATE:  August 20, 2025 

TO:  COG Board of Directors 

FROM: Evan Williams, Executive Director 

RE:  Election of Officers

 

A. BACKGROUND: Based on our Articles of Agreement (revised February 27, 2012), as needed the Northwest 

New Mexico Council of Governments (COG) has the ability to establish a Nominating Committee by June 30 

in order to develop and recommend a slate of officers for the Board’s approval, to be presented at the 

annual meeting in even-numbered years.  The officers of the Board shall hold office for two (2) year terms, 

with said terms to begin immediately following the annual meeting in even-numbered years.  

EXECUTIVE BOARD: 

Louie Bonaguidi (City of Gallup)  Chair  

Michael Padilla Sr. (Aztec)  1st Vice-Chair  

Danielle Notah (McKinley County)  2nd Vice-Chair  

Christine Lowery (Cibola County)  Treasurer  

Rep. Martha Garcia (Cibola County)  Immediate Past Chair  

 

B. ACTIONS TO DATE: Mayor Padilla did resign his position and City of Aztec has replaced him on the COG 

Board leaving a vacancy at 1st Vice-Chair and a San Juan area vacancy on the Executive Board. 

 

C. RECOMMENDATION: COG Executive Director did email current San Juan Area Board members to see if there 

was a volunteer or nominee to fill the San Juan area seat.  Staff would recommend the Board offers the 

Vice-Chair position to long-term Board member and former Chair – GloJean Todacheene.   

If this happens during this meeting, a new slate of Officers would look like the following, if not, table and 

postpone for next meeting and COG staff will solicit a slate of nominees. 

Louie Bonaguidi (City of Gallup)  Chair  

GloJean Todacheene (San Juan County)  1st Vice-Chair  

Danielle Notah (McKinley County)  2nd Vice-Chair  

Christine Lowery (Cibola County)  Treasurer  

Rep. Martha Garcia (Cibola County)  Immediate Past Chair  

    
 

NWNMCOG|NORTHWEST NEW MEXICO COUNCIL OF GOVERNMENTS 

106 West Aztec Avenue                    US Economic Development District #1 

Gallup, NM 87301         NM State Planning District #1 

Phone: [505] 722-4327         www.nwnmcog.org 

Fax: [505] 722-9211         Executive Director | Evan Williams 

http://www.nwnmcog.org/


2025 Grid Modernization Program

Council of Governments Information Session

Chadette Pfaff, Electric Grid Program Coordinator 



Agenda: 

1) Introduce Grid Modernization Program 

2) Program Timeline

3) Workshop Overview

4) Request

1



2

Eligible Entities

• Municipal and County governments

• State agencies

• State universities

• Public schools

• Post-secondary education institutions

• Indian Nations, Tribes and Pueblos

We encourage collaborative partnerships.

Grid Modernization Program 

$70 Million award through the Community Benefits Fund Act 

during 2025 Legislative Session



Program Goals

3

Policy Goal: Grid Modernization is the solution to achieving efficiencies and 

meeting the competing objectives of creating a reliable/resilient, clean, 

affordable electricity system.

Grid Modernization Program Goal: Support projects that serve the policy 
objectives while maximizing the benefits of new funding.



• July 2025 -Notice of Funding Opportunity/Request for Applications for 

eligible projects

• September-December 2025 Regional Workshops 

• November 2025 -Begin accepting applications on rolling bases on first 

of month until June 1, 2026. ECAM will provide feedback to those 

projects that are severely lacking for future application cycles.

• July 2026 -New Round of regional workshops begins with new 

NOFO/RFA

Timeline

4



Regional Workshops
August-October 2025

5

Goals:

a. Build technical capacity of entities eligible for grid modernization 

funding and have productive conversations about community clean 

energy goals and utility infrastructure opportunities;

b. Provide a space for in-person grant program proposal development 

with real-time feedback and technical support;

c. Strengthen relationships and collaboration between local jurisdictions, 

local utility providers and other stakeholders.



Proposed Workshop Topics

6

Stacking grants Local Solar Access Fund

Economics of Grid Modernization

Customer engagement

Grid Services

Security

Resilience

What other topics might be useful to cover for your area’s unique 

needs?



Workshop Participation

7

Invitation to participate in Workshops

• Provide expertise on grid modernization topics as they relate to your 

systems and facilities

Key Outcomes:

• Help identify grid modernization needs in your region to generate 

project ideas

• Engage local utility and energy providers to host grid mod projects 

funded through public entities

Commitment to Collaboration

• Working together to enhance statewide grid modernization.



Next Steps 

8

Request for Hosting Locations

• We need venues to host the regional workshops.

• Ideal Requirements:

• Accessible for local stakeholders

• Sufficient space for discussions and activities

• Basic amenities (Wi-Fi, seating)

• If interested in hosting, please let me know!



Closing Remarks

9

Chadette Pfaff

Program Manager 

505-469-6970

chadette.pfaff@emnrd.nm.gov

Questions



 

NORTHWEST NEW MEXICO COUNCIL OF GOVERNMENTS 
STATE PLANNING DISTRICT #1 

 

STAFF SUMMARY REPORT 
FY 2025/ 4TH QUARTER 

FOR THE PERIOD: April 1, 2025 – June 30, 2025 
The State Grant-in-Aid (SGIA) work program is utilized by the State Planning Districts to develop a dynamic framework of integrated 
general services to support planning, development, and technical assistance activities as a regional service to local and state 
government.  This report reflects functions and tasks in the approved FY2025 Work Program and Budget.  The following are functions 
and tasks completed by the Northwest New Mexico Council of Governments during the fourth quarter of FY2025: 

Function 1: 

Organizational Management.  Provide for general administration and development of the Planning 
District organization, including management of the State Grant-in-Aid in conjunction with other grants 
and programs, building organizational capacity, sustainability, and networking with other Planning 
Districts and with a multi-sector variety of public and private institutions in service to the regional 
development mission. 

QUARTERLY ACTIVITY HIGHLIGHTS & RECAP 
(1) NewMARC Strategic Retreat: COG attended the NewMARC Strategic Retreat to help the statewide association develop 

a strategic plan to guide the newly hired Executive Director. 

(2) NADO Emerging Leaders: COG hosted the National Association of Development Organization’s (NADO) Emerging 
Leaders Program. The program, which is comprised of individuals from other Councils of Governments from 
throughout the country, is intended to provide leadership training and case study examples to help support economic 
development ventures. The group was introduced to the San Juan and McKinley area economic opportunities. 

TAS K TRACKING 

TASK DUE DATE STATUS 

1.1  Professional Development 

Provide ongoing professional 
development training or 
continuing education classes for 
staff, i.e., training, webinars, 
professional conferences. 

 Q1 

 Angelina Grey participated in the following: NM Rural Water Association’s 
Emergency Response Planning webinar  

 Carrie House participated in the following: Legislative Council Services 
Capital Outlay Process training, ESRI Digital Access technical sessions, 
Census Bureau’s Population Presentation and American Community 
Survey Data. 

 Aaron Hill participated in the following: Legislative Council Services Capital 
Outlay Process training, NMDOT Que Linda Grant Application Guidelines, 

 Brandon Howe participated in the following: NMORD Trails Plus Grant 
Application webinar, Legislative Council Services Capital Outlay Process 
training. 

 Jon Decker participated in the following: Brownfields webinar, Water 
Trust Board Application webinar and guidelines. 
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1.1 Professional Development  

             Provide ongoing professional 
development training or 
continuing education classes for 
staff, i.e., training, webinars, 
professional conferences.  

 Q2 

  Angelina Grey participated in the following: Legislative Council Services 
Capital Outlay Requests training. 

 Carrie House participated in the following: Legislative Council Services 
Capital Outlay Requests training, UNM BBER’s Data Users Conference, 

 Aaron Hill participated in the following: Legislative Council Services Capital 
Outlay Requests training, UNM BBER’s Data Users Conference. 

 Brandon Howe participated in the following: IRA Climate Change work 
session, Legislative Council Services Capital Outlay Requests training. 

 Q3  Angelina Grey participated in the following: Senior Center ICIP Training 

 Q4 
 Angelina Grey participated in the following: EPA Lead Service Line & 

Emerging contaminant. 

 Brandon Howe participated in the following: NewMARC’s CDBG LMI.  

1.2 Board Training & Support 

Provide workshops and training as 
needed to COG boards and 
committees, i.e., annual workshop, 
handbook for board members. 

 Q1  Board Meeting and Annual Luncheon (August 7th) was held in Milan at 
the Milan Trustee Chambers and the Milan Soccer Fields. 

 Q2  Board Meeting (October 16th) was held in Gallup at the McKinley County 
Conference Center. 

 Q3  Board Meeting (January 15th) was held in Farmington at the Farmington 
Civic Center. 

 Q4  Board Meeting (April 16th) was held in Grants at the Continental Divide 
Electric Cooperative Headquarters. 

1.3 Networking 

Facilitate & strengthen working 
relationships with local, tribal, 
state, federal, nonprofit, and 
private sector agencies, and 
partners. 

 

 Q1 

 NewMARC: COG attended the first quarter meeting on July 10th in 
Albuquerque at the Mid-Region Council of Governments. NewMARC is 
the forum for all COGs to discuss federal, state, and local activity. COG 
also participated in a district call with newly hired NewMARC Director 
Pasquel Maestas on September 13th.  

 McKinley County Multi-Agency Road Forum: COG attended and 
contributed to the meeting to assist McKinley County with multi-
jurisdictional road projects. Participants included Navajo DOT, BIA, 
FHWA, McKinley County and COG. 

 Regional Economic Development Organizations Meetings: COG staff 
participated in multiple regional EDO meetings to discuss regional 
economic development initiatives and projects. 

 Northwest New Mexico Regional Utility Authority: COG staff attended 
the meetings of the new regional utility authority which intends to 
provide operations and maintenance support to small water systems in 
McKinley County.  

 Downtown Coordinating Committee: COG staff attended the Gallup 
Downtown Coordinating Committee to reengage downtown 
redevelopment activities as part of the implementation of the downtown 
MRA Plan. 

 Housing Coordinating Committee: COG staff attended the Gallup Housing 
Coordinating Committee to reengage housing development activities. 

 Q2 

 NewMARC: COG attended the second quarter meeting on October 11th in 
virtually. NewMARC is the forum for all COGs to discuss federal, state, 
and local activity. COG also participated in a district call with newly hired 
NewMARC Director Pasquel Maestas on September 13th.  

 Regional Economic Development Organizations Meetings: COG staff 
participated in multiple regional EDO meetings to discuss regional 
economic development initiatives and projects. 

 Northwest New Mexico Regional Utility Authority: COG staff attended 
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the meetings of the new regional utility authority which intends to 
provide operations and maintenance support to small water systems in 
McKinley County.  

 Downtown Coordinating Committee: COG staff attended the Gallup 
Downtown Coordinating Committee to reengage downtown 
redevelopment activities as part of the implementation of the downtown 
MRA Plan. 

 Housing Coordinating Committee: COG staff attended the Gallup Housing 
Coordinating Committee to reengage housing development activities. 

 Housing New Mexico Workshop: COG staff attended the Housing New 
Mexico Road Shop Workshop in Gallup. 

 El Morro Valley Community Meeting: COG staff attended the community 
meeting coordinated by NMEDD for the El Morro Valley. 
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 Q3 

 NewMARC: COG attended the second quarter meeting on January 21st 
and March 17th in virtually. NewMARC is the forum for all COGs to discuss 
federal, state, and local activity. COG also participated in weekly 
NewMARC check-ins. 

 Northwest New Mexico Regional Utility Authority: COG staff attended 
the meetings of the new regional utility authority which intends to 
provide operations and maintenance support to small water systems in 
McKinley County.  

 Gallup Executive Directors Alliance: COG staff attended multiple GEDA 
meetings to discuss planning and development activities in Gallup. 

 Greater Gallup Economic Development Corporation: COG staff attended 
numerous meetings and Roundtables hosted by GGEDC to discuss 
economic development activities in the greater Gallup Area. 

 NM IDEA: COG staff attended the NM IDEA winter meeting held in Santa 
Fe during the legislative session. 

 NM Legislature: COG staff attended the NM Legislative Session in Santa 
Fe. 

 Q4 

  NewMARC: COG attended the Fourth quarter meetings on April 3rd and 
4th, This meeting served as the Strategic Retreat for NewMARC and was 
used to set goals and objectives for the organization, and a regular 
meeting on May 19th. NewMARC is the forum for all COGs to discuss 
federal, state, and local activity. COG also participated in weekly 
NewMARC check-ins. 

 Northwest New Mexico Regional Utility Authority: COG staff attended 
the meetings of the new regional utility authority which intends to 
provide operations and maintenance support to small water systems in 
McKinley County.  

 Water Commons: COG staff facilitated numerous water commons 
meetings which is a forum comprised of small water systems. The forum 
is set up to discuss challenges and opportunities and to provide 
resources and bring in technical assistance providers. 

 Greater Gallup Economic Development Corporation: COG staff attended 
and supported economic development week which was held on May 12th 
– May 16th. 

 NADO Emerging Leaders: COG staff hosted the NADO Emerging Leaders 
Group in Gallup during the week of June 16th – June 20th.  

 Soil & Water Conservation Districts: COG attended meetings of the 
McKinley Soil & Water and Lava Soil & Water Conservation Districts. 

 

1.4 SGIA Administration 
Submit Annual Work Program/Certification, audit, reports, and invoices to the Local Government Division. 

1.4.1 AWP & Certification 
Submit annual work program 
packet including certification by 
the end of each State fiscal year in 
compliance with DFA 
requirements. 

Annual FY2025 Annual work program and certification was submitted for approval 
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1.4.2 Audit 
Submit audit report to Local 
Government Division upon release 
by State Auditor. 

Q1 - Q2 
COG worked with Pattillo Brown & Hill Public Accountants to complete the 
annual audit.  Audit was submitted to NM State Auditor on 11/29/2024 and 
was released on 03/26/2025 with an unmodified opinion. 

1.4.3 Reporting & Invoicing 
 

Quarterly 

 FY2024 Q4: Completed 

 FY2025 Q1: Completed 

 FY2025 Q2: Completed 

 FY2025 Q3: Completed 
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Function 2: 
Local Government Support.  Provide a range of technical assistance services and guidance to local 
governments and to other public entities in the region, focused on identifying, cultivating, financing, 
and implementing investable community development projects. 

QUARTERLY ACTIVITY HIGHLIGHTS & RECAP 
(1) ICIP: COG staff conducted its annual ICIP technical assistance efforts and supported the submission of over 20 ICIPs 

from the region including those from local governments, special districts and tribal entities.  

(2) Planning: COG staff guided consultants to completion of the McKinley County Transportation Master Plan, significant 
completion of various I-40 planning projects in McKinley and Milan and the McKinley County Affordable Housing Plan 
and has helped initiate the start of the CEDS Update and the Gallup Safety Action Plan.  

TASK TRACKING 

TASK DUE DATE STATUS 

2.1  General Technical Assistance 

2.1.1 Policy Assistance 
Identify and develop policy needs and 
issues that are viable legislative initiatives 
and assist in promoting and tracking these 
initiatives throughout the legislative 
process. 

Ongoing 

Q1 

COG staff monitored and reviewed special programs 
funded through the legislature and began to monitor 
upcoming legislative policy recommendations. COG 
reviewed priorities identified by member governments 
and statewide associations such as NewMARC, NMAC, 
and NMML. COG has supported the GRO program roll-
out and has helped members with the implementation 
of appropriations. 

Q2 

COG staff has worked with member governments to 
prepare for and identify policy and other legislative 
activities in preparation for the upcoming legislative 
session. COG staff has coached members on the 
upcoming legislative process and informed of key 
dates and activities to be completed. 

Q3 

COG staff has worked with member governments to 
prepare for and identify policy and other legislative 
activities during the recent legislative session. COG 
staff has coached members on the legislative process 
and informed of key dates and activities to be 
completed. COG staff also monitored a variety of bills 
that could impact NWNM. 

Q4 

COG staff have worked with member governments to 
prepare for and identify policy and other legislative 
activities approved during the recent legislative 
session. Staff has identified recurring and new 
programs that members can tap into to support their 
needs. 

2.1.2 Funding 
Provide guidance to local governments to 
help meet basic eligibility requirements for 
receiving government funding for 
community and economic development 
activities. 

Ongoing 

Q1 

COG continued to email #GrantOps, and provide a 
filter, funnel, and follow-up approach to funding 
opportunities and other annual state programs. COG 
has monitored federal and state programs to gauge 
eligibility. Programs such as BIL transportation 
programs, Land and Water Conservation Fund, USDA 
and NRCS programs, NMDOT Actives Transportation 
Programs, etc.  

Q2 

COG continued to email #GrantOps, and provide a 
filter, funnel, and follow-up approach to funding 
opportunities and other annual state programs. COG 
has monitored federal and state programs to gauge 
eligibility. COG staff has worked to expand its review of 
funding sources and has identified new sources for 
consideration including programs from EPA, USDOT 
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and State programs. COG continues to support 
capacity building efforts in Cibola County, City of Aztec 
and City of Bloomfield. 
 

Q3 

COG continued to email #GrantOps, and provide a 
filter, funnel, and follow-up approach to funding 
opportunities and other annual state programs. COG 
has monitored federal and state programs to gauge 
eligibility. COG staff has worked to expand its review of 
funding sources and has identified new sources for 
consideration including programs from EPA, USDOT 
and State programs. COG continues to support 
capacity building efforts in Cibola County, City of Aztec 
and City of Bloomfield, City of Grants, and Village of 
Milan. 

Q4 

COG continued to email #GrantOps, and provide a 
filter, funnel, and follow-up approach to funding 
opportunities and other annual state programs. COG 
has monitored federal and state programs to gauge 
eligibility. COG staff has worked to expand its review 
of funding sources and has identified new sources for 
consideration including programs from NMDA, 
NMED, and DFA and other various State programs. 
COG continues to support capacity building efforts in 
Cibola County, City of Aztec and City of Bloomfield, 
City of Grants, and Village of Milan. 

2.1.3 Fiscal Agency 
Provide fiscal agent services as mutually 
agreed upon with member governments in 
connection with Executive Order 2013-006. 
i.e., including capital outlay appropriations, 
Community Development Block Grant, and 
Water Trust Board funding. 

Ongoing 

Q4:  COG serves as fiscal agent for a few projects on behalf of 
member governments, working with local and State staff to 
produce agreements and smooth over bureaucratic issues. During 
the third quarter, COG provided fiscal agent services to Bloomfield 
and Milan. 

2.1.4 Asset Management 
Provide guidance to local governments 
upon request to improve capacity to 
manage infrastructure, such as 
development of asset management plans. 

Ongoing 

Q4: COG staff continued to coordinate technical assistance from the 
Southwest Environmental Finance Center to provide Asset 
Management Plan development to the City of Aztec. COG staff has 
also coordinated with NMED to host an Asset Management Training 
during the First Quarter of FY26. 

2.1.5 Planning & Technical Support 
Provide related technical assistance, such 
as census data, land use planning, 
comprehensive plans, and mapping, upon 
request and availability of resources. 

Q4 

 McKinley Transportation Master Plan: COG staff guided 
contractors to the completion of the plan.   

 I-40 Planning: COG staff has continued to guide and support the 
planning of I-40 interchange improvements in Gallup, Thoreau, 
Prewitt, and Milan. 

 McKinley Affordable Housing Plan: under contract with McKinley 
County, the COG has produced a complete draft of the plan and is 
now working with Housing NM to complete remaining tasks.  

 Comprehensive Economic Development Strategy: COG has 
worked continued to develop the planning process to update the 
CEDS and has recently initiated a survey and enlisted Harvard 
Intern to support this effort. 

 Gallup Transportation Safety Action Plan: COG staff was able to 
secure free technical assistance via NMDOT to support the SAP. 
The staff participated in project set-up meetings. 
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2.2  ICIP Management 

2.2.1 Trainings 
Collaborate with the Local Government 
Division to organize and host Infrastructure 
Capital Improvement Plans (ICIPs) training 
in the COG region. 

Ongoing 

Q1 
COG staff supported the update and submission of 
various local government, special districts and tribal 
entity ICIPs before the July 12th deadline.  

Q2 COG staff continued to send out and provide access to 
previously recorded ICIP training to new partners.  

Q3 COG staff continued to send out and provide access to 
previously recorded ICIP training to new partners. 

Q4 
COG staff have coordinated multiple trainings with 
State Agencies. COG staff also provided ICIP and COG 
Overview trainings to newly elected officials in Cibola 
County. 

2.2.2 Plan Development 
Provide technical assistance to local 
governments in updating, utilization and 
monitoring of local ICIPs upon request. 

Ongoing 

Q1 
COG support the submission of (8) local government 
ICIPs, (10+) Special District ICIPs, and (10+) tribal 
government ICIPs. 

Q2 
COG supported various member governments with the 
amendment of ICIPs to align with upcoming legislative 
strategies.  

Q3 

COG supported various member governments with the 
amendment of ICIPs during the legislative session to 
align with legislative priorities. COG staff also referred 
to various ICIPS as part of recent application 
development activities. 

Q4 
COG staff supported the development of 7 local 
governments ICIPS as well as numerous special district 
and tribal ICIPs. 

2.2.3 Funding Analysis 
Work with local governments and the 
legislature to prioritize, evaluate, and 
recommend projects for compatible 
funding sources. 

Ongoing 

Q1 

COG staff through our grant writing program has 
continued to help local governments identify funding 
options for prioritized projects. COG will focus efforts 
on projects included in the newly updated ICIPs. 

Q2 

COG staff has supported governments with legislative 
funding strategies in preparation for upcoming 
legislative session. COG staff has helped plan for and 
supported the submission of various applications for 
funding. COG staff continued to keep a list of funding 
source and regularly uses the list in conjunction with 
local government ICIPs. 

Q3 

COG staff continued to support governments with 
legislative funding strategies during the legislative 
session. COG staff has helped with planning for and 
supported the submission of various applications for 
funding. COG staff continued to keep a list of funding 
sources and regularly uses the list in conjunction with 
local government ICIPs. 

Q4 

COG staff has begun analysis and preparation for 
potential funding programs developed during the 
legislative session. COG staff has worked with 
members to support application to NMEDD, NMED, 
NMDOT and DFA. 

2.3  CDBG Support 



NORTHWEST NEW MEXICO COUNCIL OF GOVERNMENTS 
Staff Summary Report, 4th Quarter, April 1 - June 30, 2025  page 9 

 

 

  

2.3.1 Inform & Notify 
Provide information to staff and officials 
regarding the Community Development 
Block Grant (CDBG) programs and training 
events. 

Ongoing 

Q4: COG staff attended webinars regarding funding opportunities 
within the CDBG program. COG staff also discussed CDBG with 
entities that are eligible to apply. No eligible entities opted to apply 
for CDBG. 

2.3.2 Application Selection & 
Development 
Provide technical assistance as requested 
to local municipalities and counties to 
identify, select, and develop eligible 
applications for projects for CDBG funding. 

Ongoing Q4: No activity this quarter. 

2.3.3 Presentations 
Assist local CDBG applicants in preparation 
of presentations to   the Community 
Development Council. 

Q4 No activity this quarter. 

2.3.4 Implementation 
Provide technical assistance as requested 
to implement awarded CDBG projects. Ongoing 

Q4: COG staff continued to aid the City of Grants with their 
construction grants. Grants has submitted two applications for 
supplemental funding and has identified additional need for 
funding. COG staff supported McKinley County with the completion 
of a CDBG planning grant for the Allison PER. COG staff also 
reviewed closeout material for the Gallup CDBG project. 

2.3.5 Project Administration 
Provide project administration as mutually 
agreed upon to member governments to 
implement CDBG projects, i.e., monitoring, 
procurement, pay requests and closeout. 

Ongoing 
Q4: No activity to report. COG’s previous administration of the 
McKinley CDBG Planning Grant was completed. 
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Function 3: 
Integrated Planning & Development.  Incorporate common and core regional work programs, such as 
the Regional Transportation Planning Organization (RTPO), the Economic Development Administration 
(EDA) and the State Grant-In-Aid (SGIA), into a unified statewide model. 

 

3.3.1 Grantsmanship & Project Technical Assistance (TA):   
CLIENT GRANT/SOURCE AMOUNT STATUS 

McKinley County 

NMTD Destination Forward: to construct restroom improvements at Red 
Rock Park. $491,693 Denied 

Transportation Project Fund: CR1 Carbon Coal South Reconstruction $1,710,000 Denied 
DFA City Parks: to improve Red Rock Park facilities in Gallup. $2,000,000 Denied 
Railroad Crossing Eliminate Program: Preliminary Engineering Reports 
for multiple crossings in McKinley County.  $3,312,000 Awarded 

Tribal Bridge Investment Program: to replace 5 inadequate bridges 
throughout McKinley County $13,000,000 Pending 

QUARTERLY ACTIVITY HIGHLIGHTS & RECAP  

(1) Grant and Project Technical Assistance: COG was able to assist entities in securing grant funding. During the third 
quarter the COG was able to help secure $14,754,287 in grant funding to aid local government work. COG submitted 
approximately $37 million in additional grant requests which are pending review and decision. 

TASK TRACKING 

Task Due Date Status 

3.1 COG Partnership 
Partner with other regional Planning Districts 
to focus resources, streamline reporting, 
administrative compliance, and identify best 
practices as well as needs. 

Ongoing 

Q3: COG continues to participate in weekly EDA calls with other 
Regional Planning Districts to develop plans, programs, and projects 
to aid in economic recovery during and post pandemic. COG has 
also participated in NewMARC to discuss regional issues with other 
Council of Governments including legislative Government Results & 
Opportunity Act programming and appropriation roll-out. 

3.2 Outreach & Marketing 
Provide outreach and marketing for local 
government inclusion into the integrated 
planning process, such as FUNDIT, 
Comprehensive Economic Development 
Strategy (CEDS), etc. 

Ongoing 

Q3: COG has worked to develop an interim process to update the 
CEDS and has coordinated with EDOs to support the update while 
the COG prepares for a comprehensive rewrite of the plan. COG 
staff also informed economic development partners of FUNDIT and 
has assisted multiple entities with applications to participating in 
the program.  Lastly, COG has engaged in Regional Economic 
Development Organization meetings with 4 Corners, Greater 
Gallup, and Cibola Communities EDOs and has since supported the 
McKinley County Electric Generating Electric Generating Facility 
Economic District.  

3.3 Related Planning & Development 
Initiatives   
Include related planning initiatives into the 
integrated planning model as Planning 
District staff and financial resources permit, 
such as regional water planning, Legislative 
Jobs Council, energy initiatives, workforce, 
etc. 

Ongoing 

 Regional Plans:  COG has completed the update of the Zuni 
Mountains Trails & Conservation Plan, has begun to develop a 
planning process for the update of the Comprehensive Economic 
Development Strategy Plan, and has completed the Regional 
Drainage Master Plan in Cibola County, and has initiated the 
McKinley County Affordable Housing Plan.  

 State Planning & Research: COG, under contract with NMDOT has 
procured engineering/planning services and has progress with 
the McKinley County Transportation Master Planning process and 
has completed the Grants/Milan Comprehensive Safety Action 
Plan. COG has also completed the update of the Trail of the 
Ancients Scenic Byway Corridor Management Plan.   

 Interstate 40: Planning: COG staff continues to support McKinley 
County, City of Gallup and Village of Milan with I-40 planning 
grants. COG has guided consultants to produce alternatives for 
enhancements to each location. 
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NMORD Trails Plus: to plan for potential acquisition of Northside 
property for future outdoor recreation. $102,031 Awarded 

NM Match Fund: To provide match to RCE application. $828,000 Awarded 
Water Trust Board: to construct flood prevention enhancements along 
CR32B. $2,563,638 Awarded 

NMDOT RTP: To construct 10 miles of trail on McKenzie Ridge. $453,367 Pending 

City of Gallup 

Transportation Project Fund: W. Aztec Avenue Pavement Rehabilitation $1,045,000 Awarded 
DFA City Parks: Playground of Dreams Playground Equipment. $400,000 Denied 
Congressionally Directed Spending: Wastewater Treatment Plant $2,000,000 Pending 
Railroad Crossing Eliminate Program: To construct the next phase of the 
Allison Corridor project which includes elimination of at-grade crossing at 
the BNSF intersection. 

$44,890,094 Awarded 

NM Match Fund: To support match for the RCE application. $6,222,524 Awarded 
BNSF Match: To support match for the RCE application. $5,000,000 Awarded 
Reconnecting Communities Program: To support infrastructure and 
safety improvements at the 2nd & 3rd rail crossings in Gallup. $2,000,000 Awarded 

NM Match Fund: To support the match for the RCP application. $500,000 Awarded 
Water Trust Board: To construct Reach 27.12 of the Navajo Gallup Water 
Supply Project. $9,712,602 Awarded 

Cibola County 

Transportation Project Fund: CR1 – Marquez Road and Bridge $2,610,000 Awarded 
Congressionally Directed Spending: Emergency communications 
Equipment $780,000 Pending 

Water Trust Board: To design flood prevention improvements to CR7 & 
CR8 in Cubero. $450,000 Awarded 

City of Grants 

Transportation Project Fund: Gunderson Avenue Construction (to 
support Mesa View Elementary School Reconstruction) $4,691,190 Denied 

NMTD Route 66 Marketing: for content creation, website redesign, and 
promotional items. $7,000 Awarded 

DFA City Parks: for Candelaria Sports Complex Lighting $327,956 Denied 

Village of Milan 

Transportation Project Fund: Willow & Pinon Phase 1 $760,200 Awarded 
Transportation Project Fund: Stanley Road & Bridge Phase 2 $4,556,582 Denied 
NMDOT MAP: To construct Willow & Pinon Streets. $3,322,292 Pending 
NMDOT COOP: To construct Willow & Pinon Streets. $3,322,292 Pending 

San Juan County 

Community Development Block Grant Supplemental: to complete ADA 
improvements to public facilities in San Juan County. $262,000 Awarded 

NMFA Local Government Planning Fund: to update the Comprehensive 
Plan. $50,000 Denied 

City of Aztec 

Transportation Project Fund: To design improvements to North Oliver $600,000 Denied 
DFA Emergency Funding: to support clear-well expansion at the water 
treatment plant. $620,000 Pending 

Water Trust Board: To design the South Aztec Water Transmission Line. $1,741,470 Awarded 

City of Bloomfield Water Trust Board: To design the Second Source water supply project. $277,577 Awarded 
USDOT RAISE/BUILD: To construct Bergin Lane. $8,733,509 Pending 

NWNM Regional  
Solid Waste Authority 

NMDOT Que Linda: to establish a beautification program for SWA. $200,000 Denied 
EPA Solid Waste Infrastructure for Recycling: to purchase equipment to 
enhance recycling throughout NWNM. $4,043,640 Pending 

EPA Composting: To plan and design a composting system in NWNM. $249,430 Denied 

NWNMCOG 

DFA Capacity Building: Grant writing support for NWNM Communities. $148,000 Awarded 

NMORD Trails Plus: To develop an OR & Conservation Master Plan and 
hire a regional Outdoor Recreation Coordinator. $150,000 

 
Pending 

 

Other 

NMDA: To develop an action plan for the McKinley Soil & Water 
Conservation District. $19,200 Pending 

NMDA: To support education and outreach efforts for the McKinley Soil 
& Water Conservation District. $13,117 Pending 

 

3.3.2 Healthy Communities: COG staff has remained in contact with the UNM Prevention and Research Center on the VIVA 
Connects program in eastern Navajo Nation. COG monitors the program via the quarterly newsletters and is ready to assist 
as needed. Staff has also researched NRCS programs to support local farmers in the community and is starting to research 
the possibility of sustainable food system activities.  
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3.3.3 Water:  The NWNMCOG received a $350,000 contract from the New Mexico Environmental Department (NMED) to build a 

framework and model for water regionalization and small system support.  The contract will support the Water & 
Environmental Planning and Development Office at the COG and specific annual work program activities including Water 
Commons roundtable, annual Water Summit, system support, and working with the Northwest New Mexico Utility 
Authority.  

Long Range Planning  

• Local Plan Updates: Coordinating with the Southwest Environmental Finance Center to develop asset management 
plans for the Northwest New Mexico Utility Authority, Bluewater Acres Domestic Water Users Association, and Thoreau 
Water & Sanitation District.  

• Roundtables & Special Meetings: Continued coordination with standing partners (New Mexico Environment 
Department, Rural Communities Assistance Corporation, Southwest Environment Finance Center) to discuss re-
organizing the Northwest New Mexico Utility Authority under Senate Bill 1 – Regional Water Resiliency Act. 

Data & Mapping 

• Water System Data Management: The New Mexico Department of Finance & Administration’s Local Government 
Division reached out to COGs to share important census data and information and where to access; this information is 
useful when applying to state grant funding programs. 

• Mapping: The Southwest Environmental Finance Center to develop digital maps for the Northwest NM Utility Authority 
member systems; timeline to be determined. 
 

Project Development & Monitoring 

• Infrastructure Capital Improvement Plans: Assisted 11 small water systems with development and submission of ICIPs. 
• Identify Emergency Projects: White Cliffs MDWUA shut off local water sources due to equipment failures; buying water 

from NTUA; requested assistance with securing additional emergency funding. 
• Application Assistance: Assisted the NWNMUA with submitting NMFA Technical Assistance Program application to 

request for services for accounting, legal, facilitation and engineering 
• Legislative Support: Followed up with small systems that have recently secured capital outlay appropriation funding for 

local projects; inform and ensure bond questionnaires are completed 
 

Small System Support 

• Organizational Support: Coordinating with standing partners to assist several systems on compliance issues and asset 
management plans. 

• State Programs Coordination: Continued coordination with standing partners (RCAC, NMED, SWEFC) to provide in-
depth technical assistance and support to small water systems; currently working with three systems. 

• Water Regionalization: Providing continued support for the Northwest NM Utility Authority, including minor 
administrative tasks with board meetings, agenda posting and dictating meeting minutes; continued work production 
under the NMED Regionalization Contract. 

• New Systems Formation: Coordinating with RCAC to determine scheduling to assist Allison community with getting 
reestablished as a system; alternative option includes inquiring if the City of Gallup is willing to undertake Allison as 
residents and customers while focusing on building out water and wastewater infrastructure; determine compliance. 

• Small Systems Training: Coordinated with RCAC to schedule two training sessions for small systems; coordinated with 
DFA to secure venue for the “Capacity Building” Training (July 12), UNM-Gallup Auditorium (Gallup, NM); coordinating 
with the New Mexico Water & Wastewater Association to secure venue to hold a two-day training for water and 
wastewater operators; coordinated with SWEFC to secure venue for the “Asset Management Plan” Training (July 30). 
 

General RWPO Water Commons Support 

• Water Commons Meetings: Held three Water Commons meetings this quarter, covering multiple topics, including 
projecteering and funding programs. 

• Rural Water Summit: Continued focus on developing agenda and theme; requesting to secure venue space at the 
McGee Park, San Juan County Fairgrounds 
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• RWPO Website: Continued updates in progress; posted upcoming training opportunities for small systems.  

RWPO Administration 

• Quarterly & Annual Reports: Drafted quarterly reports and staff summary reports for COG board meeting packet.  
• Reimbursement Packets: (NMED Regionalization Contract) Drafted drawdowns for quarter three (January – March 

2024); submitted to NMED. 
• Professional Development: Updated professional development plan for FY2026. 
 

3.3.4 Workforce: The NWNMCOG has partnered with NM Workforce Solutions and Greater Gallup Economic Development 
Corporation (GGEDC) to develop an industry-driven workforce development program for various cohorts and job skills that 
currently are in high demand for local, high-paying jobs. COG has continued partnership with the industrial workforce 
program which is now managed by the Southwest Indian Foundation. COG staff was notified of a $750,000 award from the 
New Mexico federal delegation for continuation of the industrial workforce development program.  COG has been working 
on pre-award and conditions in order to implement the program with SWIF. 

3.3.5 Economic & Tourism Development: The COG team continued to administer the multi-year contract with the US Economic 
Development Administration.  Project highlights for this quarter include: 

Long Range Planning: 

• Comprehensive Economic Development Strategy (CEDS): Worked on re-thinking and devising a CEDS process to 
simplifying and strengthening the intended 5-year update. Last quarter, we created a survey to gauge and collect 
information on implementation and performance from the previous CEDS and determination what strategies need to 
be carried forward or added. This quarter, we reviewed the survey data, hired a Harvard GRO lab intern, requested 
an extension, and begun to implement our CEDS planning process including videos, website, partner recruitment, and 
data analysis. 
 

Technical Support & Data Management: 

• CEDS: COG working to review and produce data in partnership with NM State University, Purdue University, and 
StatsAmerica; as well as produce our own internal data. 

 
Project Development & Monitoring: 

• Coal Avenue Commons: NADO released case study: https://www.nado.org/coalavecommons/  
• Tradeport Application: COG tapped by local partners in Gallup-McKinley County to assist in an application to 

designation Tradeport America. 
 

Other Activities & Projects 

• McKinley County Electric Generating Facility Economic District: The COG supported the staffing and management of 
the McKinley County Electric Generating Facility Economic District including hiring and onboarding Eileen Yarborough, 
producing a Strategic Action Plan, attending trade shows and conducting site visits to advance economic transition in 
the Prewitt area. 
 

General EDD Support 

• Staffing Support: This quarter, the COG continued to recruit, interview, and try to replace the Program Manager 
position. 

 

EDA Administration 

• No highlights to report 
 

3.3.6 Transportation: Report for January - March for the Northwest Regional Transportation Planning Organization; Quarterly 
highlights as follows: 

https://www.nado.org/coalavecommons/
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FOR MORE INFORMATION, TAP RESOURCES AND FOLLOW THE COG VIA: 
Website:   www.nwnmcog.org 

Facebook:  https://www.facebook.com/NWNMCOG 

Twitter:  https://twitter.com/NWNMCOG  

YouTube: NWNMCOG 

Long Range Planning: 

• McKinley County Transportation Master Plan: Completed the Transportation Master Plan. 
• Gallup Safety Action Plan: Participated in project planning meetings with consultants and the city. 

 
Technical Support & Data Management: 

• McKinley Transportation Master Plan Data: Staff completed file share activities related to the development of the 
plan. Data was distributed to McKinley County. 

• McKinley County Roads: Staff continued to encourage digitizing ROW mapping utilizing the steps in the TMP. 
 

Project Development & Monitoring: 

• Transportation Project Fund: Staff completed the TPF process and submitted 14 applications. 
• Recreation Trails Project: Staff was able to help secure funding for the McKinley County McKenzie Ridge Trail project 

through the NMDOT Recreational Trails Program. 
• Federal Grant Applications: Staff Supported the submission of numerous federal grant applications for transportation 

projects including NM FLAP for NM547 Lobo Canyon Multi-use Path, Safe Streets for All for Grants’ Santa Fe Avenue, 
and Gallup’s NM118 Safety Improvements Project. 
 

Other Activities and Projects: 

• McKinley Railroad Crossing Elimination: Staff served as evaluator for the RFP to hire contractor to support the 
preliminary engineering of solutions. 

 
General RTPO Support: 

• RTPO Meetings: Coordinated and held 1 RTPO meeting to conduct regular RTPO business. 
• Website: Updated and maintained RTPO portion of COG website. 

 
RTPO Administration: 

• File Management: Staff started digital file management update. 
 
Respectfully submitted on behalf of the COG staff, 

 
 

__________________________________ 
Evan J. Williams, Executive Director 
 

http://www.nwnmcog.org/
https://www.facebook.com/NWNMCOG
https://twitter.com/NWNMCOG
















































Tourism - Scenic Byway
During FY2025, the COG supported the successful 
completion of the updated Corridor Management 
Plan (CMP) for the Trail of the Ancients (TOTA) 
Scenic Byway. This document outlines the byway’s 
vision, goals, and strategies to protect, promote, 
and enhance its intrinsic qualities. The Trail of the 
Ancients is recognized for the following intrinsic 
values: 

•   Primary Intrinsic Quality: Archaeological 
•   Secondary Intrinsic Qualities: Natural, 

Recreational, and Scenic 

With the CMP complete, the COG has taken a 
major step toward revitalizing the byway. However, 
several immediate follow-up activities are required 
to maintain momentum, build long-term capacity, 
and foster local stewardship. 

1. Hiring a Scenic Byway Coordinator: 
The most urgent and essential next step is 
the recruitment of a dedicated Scenic Byway 
Coordinator. During the development of the CMP, 
it became clear that sustained, focused leadership 
is necessary to reestablish the Byway Association 
and implement the plan’s recommendations. 
While the COG has provided interim support, a 
Coordinator is vital to lead planning, coordination, 
outreach, and implementation efforts. The 
Coordinator would serve as the primary liaison 
between stakeholders, partner organizations, and 
local communities. 

2. Reestablishment of the Byway Association: 
An effective byway requires a functioning 
association of community and stakeholder 
representatives to support and guide 
implementation. Reestablishing the Byway 
Association will ensure consistent oversight, 

provide governance, and support the Coordinator’s 
work. The Association will be responsible for 
adopting bylaws, establishing an organizational 
framework, and helping prioritize project activities 
within their respective communities. 

3. Implementation of the CMP: 
Once the Coordinator is hired and the Byway 
Association is reestablished, efforts will shift 
toward implementing key components of the CMP. 
Priority actions will include: 

•   Developing and executing a strategic 
marketing and business plan; 

•   Creating and deploying a comprehensive 
byway signage plan; 

•   Identifying and advancing tourism, 
preservation, and infrastructure projects 
that align with the by	way’s core values. 

Next Steps: 
As the COG moves into the current fiscal year, 
securing funding to support these activities will 
be a top priority. Staff will actively pursue grant 
opportunities and other financial resources to fund 
the Byway Coordinator position and support early-
stage implementation of the CMP. The COG is 
committed to ensuring the long-term sustainability 
and cultural integrity of the Trail of the Ancients 
Scenic Byway.
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Affordable Housing
In recent fiscal years, the Northwest New Mexico 
Council of Governments has observed a growing 
awareness among regional communities regarding 
the pressing need for housing, particularly 
affordable housing. Fortunately, the State of New 
Mexico recognized this challenge early on and, in 
response, passed the Affordable Housing Act of 
2004. This legislation provides a critical exception 
to the state’s constitutional anti-donation clause, 
enabling local governments and other political 
subdivisions to contribute public resources to 
affordable housing initiatives. These resources can 
support the acquisition, development, financing, 
maintenance, and operation of affordable housing 
projects. The Act also permits public-private 
partnerships, with the goal of stimulating housing 
development in communities across New Mexico. 
This flexible framework provides local entities 
with a valuable tool to directly address housing 
shortages and affordability challenges.

McKinley County Affordable Housing Plan:
In the fall of FY2025, the COG entered into a 
contract with McKinley County to develop its 
first Affordable Housing Plan. This effort aims to 
support local initiatives that expand affordable 
housing opportunities, particularly for the county’s 
working-class population. The need for this 
initiative was underscored in 2022 when both the 
McKinley County Board of Commissioners and 
the City of Gallup Council passed resolutions 
declaring a Housing Emergency. These 
declarations initiated the formal planning process. 
While the City of Gallup already has an Affordable 
Housing Plan in place, its jurisdiction is limited to 
land within city boundaries. Recognizing the need 
to support development in unincorporated areas 
and communities adjacent to the city, McKinley 

County made the strategic decision to create its 
own Affordable Housing Plan.

The COG has produced a complete draft of the 
McKinley Housing Plan, which outlines key housing 
challenges, opportunities, and implementation 
strategies. The next step is for the county to adopt 
an Affordable Housing Ordinance, which will   
formally establish the legal authority needed to 
engage in public-private partnerships and allocate 
resources for affordable housing development. 
This ordinance will be instrumental in unlocking 
future funding, attracting developer interest, and 
advancing housing projects throughout the county. 

As the ordinance is developed, the COG will 
continue to assist McKinley County in navigating 
implementation and pursuing additional funding 
opportunities, ensuring long-term success in 
addressing the region’s housing needs.
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Planning is a year-round endeavor, 365-days 
dedicated to identifying, prioritizing, preparing, 
funding, and managing projects. In Fiscal Year 
2025, our approach to project planning remained 
focused on developing actionable implementation 
plans that clearly define timelines, roles, 
responsibilities, and support structures. This 
process transforms initial ideas into investment-
grade projects, ready for execution and impact.

The environment for securing project funding 
remained both limited and highly competitive. 
To successfully advance community priorities, 
we recognize that fully funded projects must 
be supported by a well-rounded, 360-degree 
investment strategy. This means leveraging a 

FY2025 Return on

Investment
One of the Council of Governments’ most refined and strategic competencies is ‘projecteeting’, a 
planning philosophy developed by former Executive Director Jeff Kiely. This approach emphasizes that 
successful project development requires two key commitments: 1. Year-round planning over a full 365-
day cycle, and 2. The creation of a comprehensive project prospectus and budget. To fully fund a project, 
this method encourages seeking investments from a diverse array of sources, what we refer to as ‘around 
the wheel’, ensuring a holistic and sustainable funding strategy.

Full Circle Planning

Full Circle Funding

diverse mix of funding sources, federal, state, tribal, 
philanthropic, and private sector, and coordinating 
efforts across multiple programs. Collaboration 
and persistence are essential, as communities 
must often submit multiple applications to bring a 
single project to fruition.

Executive Director, Mr. Williams has implemented 
a results-driven approach to accountability by 
establishing annual Return on Investment (ROI) 
reports for member governments that provide 
financial support to the Council of Governments 
(COG). These reports outline key deliverables, 
quantify fiscal returns, and reinforce the 
measurable value of public investment in regional 
planning and development initiatives.

Full Circle Planning
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Introduced by COG Board Member, current 
Gallup-McKinley County School Board Member 
and City of Gallup Councilor, Michael Shaaf, the 
COG officially enrolled in the Gallup-McKinley 
County School District’s career pathway internship 
program and has supported students interested 
in business and engineering pathways. Since 
enrollment in early FY2025, the COG has hosted 
a number of local students to provide real world 
experience related to planning and development of 
communities. The COG has hosted the following 
students through its partnership with GMCS:

•   Kimaya Edaakie, Miyamura High School
•   Leander Yazzie, Tohatchi High School
•   Keona Ortiz, McKinley Academy

As the COG works its way though the new fiscal 
year, management has conducted interviews to 
host additional students to support continued 
growth of our youth in McKinley County. The COG 
is appreciative of the opportunity to give back to 
the community.

A longstanding partnership with one of our local 
Navajo Chapter communities has continued to 
support local area youth through internship and 
summer employment opportunities at the COG. 
The community of Baahaali or Breadsprings has 

Baahaali Chapter Summer Intern

Adding Capacity

Internships Program
Gallup-McKinley County School District 
Internship Program

Baahaali Chapter Summer Internship COG Summer Internship
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Cayleen Hurley

continued to reach out to the COG to host summer 
internship and employment opportunities. During 
FY2025, the COG hosted Cayleen Hurley. Cayleen 
is a student at Fort Lewis College studying nursing. 
Cayleen has been a tremendous supporter of the 
COG and has assisted staff with a variety of tasks 
such as supporting the administrative team with 
filing and document management, supporting the 
planning and coordinating of the COG’s annual 
luncheon, and has supported the planning team 
with the development of the McKinley County 
Affordable Housing Plan and developing an 
outdoor recreation & conservation project listing 
utilizing state and local Infrastructure Capital 
Improvement Plans.

Seeing the benefit and impact  of internship 
programs on area youth, the COG opted to host 
another intern for the summer. Kaylee Becenti 
joined the team and supported the administrative 
functions of the COG. Kaylee is a student at 
Arizona State University studying kenesiology. 
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Infrastructure Capital Improvement Plan FY 2027-2031

Northwest Council of Governments

Project Summary

Total Amount

Funded Project Not Yet

ID Year Rank Project Title Category to date 2027 2028 2029 2030 2031 Cost Funded Phases?

35575 2027 001 Building Improvements Facilities - Administrative Facilities 501,250 299,880 109,200 670,360 0 0 1,580,690 1,079,440 Yes

35987 2027 002 Company Vehicle Vehicles - Other 0 75,000 0 0 0 0 75,000 75,000 No

Number of projects: 2

Funded to date: Year 1: Year 2: Year 3: Year 4: Year 5: Total Project Cost: Total Not Yet Funded:

Grand Totals 501,250 374,880 109,200 670,360 0 0 1,655,690 1,154,440
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Section 1  

GENERAL STATEMENT 
 
 

The purpose of the Administrative Procedures is to provide guidelines and work rules to govern 
the implementation of the Personnel Policies of the Northwest New Mexico Council of Governments.  
Where applicable, the numbering system here corresponds with that of the Personnel Policies. 

 
Administrative Procedures are promulgated by the Executive Director and may be revised at any 

time at the discretion of the Executive Director without requiring approval of the governing body.  The 
Executive Director may designate a “human resources officer” (HRO) to oversee and coordinate the 
implementation of these procedures.  In the absence of such designation, the Executive Director will serve 
in that capacity and may further delegate implementation tasks and responsibilities to administrative and 
supervisory staff as appropriate. * 

 
Administrative Procedures spell out how the Personnel Policies are to be implemented and must 

be consistent with the policies.  Where a conflict may be found to exist, the policy will take precedence 
over the procedure, and the procedure will be adjusted accordingly. 

 
Any future additions or changes to the administrative policies or procedures will be furnished 

immediately to all COG employees in the form of a staff memo.  This Administrative Procedures Manual 
will then be amended to include the clarification as stated in the memo.  The most recent version will be 
posted to our Sharepoint, server, and will be included in new employee packets along with the current 
Personnel Policies. 
 
 

 General note:  Here and throughout these procedures, the term “as appropriate” refers to the 
professional discretion of the Executive Director and delegated staff to determine specific 
requirements and processes best suited to the procedure in question.  While the procedures provide 
structure and guidelines for administering the Personnel Policies, it is not possible to anticipate or 
provide for every instance and nuance of employee activity, and where possible COG management is 
accorded the opportunity to be flexible and discretionary as needed in any given situation, under the 
overall purview and within the intent of the Personnel Policies. 

 
 

Section 2  
PERSONNEL RECORDS 

 

COG maintains a confidential personnel file for each employee at its Administrative Office. These 
records include employment applications, job descriptions, evaluations, and other employment-related 
documents. Access is restricted to authorized personnel, and employees may review their own file upon 
written request. 
 

Sensitive documents such as medical records, background checks, and EEO data are stored 
separately. Information may only be released with employee consent or as required by law. Records are 
retained and disposed of in accordance with federal and state regulations. 
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Section 3  
RECRUITMENT, HIRING & ADVANCEMENT 

 
1. Equal Employment Opportunity:  The Northwest New Mexico Council of Governments is dedicated 

to equal employment and advancement opportunities. It is the policy of the COG to hire and 
promote individuals on the basis of their qualifications, interest and aptitude, and without regard 
to race, color, religion, sex (including pregnancy, sexual orientation, and gender identity), national 
origin, age (40 and over), physical or mental disability, serious medical condition, genetic 
information, veteran status, spousal affiliation, or any other status protected by law.  This policy 
applies to all terms, conditions, and privileges of employment and job actions, including but not 
limited to recruiting, hiring, training, transfers, promotions and benefits.  

2. Position Description and Assessment Requirements:  The Executive Director will coordinate with 
the HRO and supervisory staff as appropriate to: 

a. ensure that an accurate, updated and approved position description is prepared and on file 
for each position; 

b. identify special documents, information and/or assessment processes that may be needed 
for any position in question, as defined by the Executive Director. 

3. Notice of Job Vacancy:  Pursuant to an approved position description on file and the need for filling 
the vacancy, the HRO will advertise the Notice of Job Vacancy utilizing media and venues 
appropriate to the recruitment needs of the position. 

4. Application Packets:  Upon inquiry by an interested candidate for any open position with the COG, 
the HRO will provide to the inquiring party: 

a. A brief description of the COG organization, with organizational chart; 

b. An Application form; 

c. A Conditions & Rules of the Application form; 

d. A copy of the approved Position Description for the position being applied for; and 

e. A listing or description of any other required documents, information and/or assessment 
processes, including résumés, writing samples, and/or letters of recommendation, that may 
be needed for the position in question. 

5. Selection Process: The HRO, in consultation with the Executive Director, the position supervisor 
and/or other staff as appropriate will implement the following steps, resulting in final selection of 
the candidate to be offered employment.   In the absence of the HRO or when hiring for that 
person’s position, the Executive Director will ensure implementation of these steps, either directly 
or by delegation to other staff.  This process can also be done through online job recruitment 
technology. 

a. Round 1 Selection of Applicants 

(1) Upon receipt of a completed Application from an applicant, screen the application 
utilizing the Application/Résumé Screening form. 

(2) Upon completion of this preliminary screening process, provide a list of the candidates 
to be recommended for continued assessment and consideration, along with copies of 
the completed Screening forms. 
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(3) The Executive Director will review the HRO report and provide direction on those 
applicants to be considered for proceeding with the assessment process. 

(4) The HRO will prepare and transmit a letter of non-selection to applicants not selected 
for continuation in the review process for the position in question. 

b. Round 2 Selection of Applicants: 

(1) Arrange for and ensure completion of any pre-interview testing and assessment that 
may be required for the position. 

(2) Based on the results of the pre-interview testing, provide a report of recommendations 
on candidates for continuation in the assessment process. 

(3) The Executive Director will review the HRO report and provide decision and direction 
on those applicants to be considered for proceeding with the assessment process. 

(4) The HRO will prepare and transmit a letter of non-selection to applicants not selected 
in Round 2 for continuation in the review process for the position in question. 

c. Round 3 Selection of Applicants: 

(1) Interview and Assessment:   

(a) Pursuant to the Executive Director’s selection of candidates, arrange and 
schedule interviews and/or other assessment processes as defined for the 
position (per subsection 2b above). 

(b) Assemble the persons, venues and processes appropriate to the assessment of 
candidates as defined for the position and ensure the effective and timely 
completion of the process. 

(c) Conduct background checks for criminal history and reference checks with former 
employers, as the Executive Director deems appropriate. 

(d) Based on the results of the Interview and Assessment process, provide a report 
of recommendations on the top candidate or candidates for final selection. 

(2) The Executive Director will review the HRO report and provide decision and direction 
on the top candidate or candidates for final selection. 

(3) The HRO will prepare and transmit a letter of non-selection to applicants not selected 
in Round 3 for continuation in the review process for the position in question. 

d. Final Selection of Candidate:   

(1) Pursuant to the Executive Director’s selection of top candidate or candidates for final 
selection, the HRO will proceed with the concluding steps in the selection process.  As 
appropriate to the requirements of the position, the HRO will: 

(a) conduct any further reference checks and/or background checks as needed to 
verify final eligibility; and  

(b) provide instructions to the final candidate or candidates and ensure the timely 
completion and documentation of pre-employment alcohol and drug testing, as 
required in the Personnel Policies and as detailed in the Employee Alcohol & Drug 
Testing Procedure notice.  

(2) Based on the results from the pre-employment background checks and alcohol and 
drug testing, the HRO will provide a report to the Executive Director. 
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(3) The Executive Director, in consultation with supervisory staff as appropriate, will: 

(a) provide direction, if needed, on any final review and/or interview process prior 
to final selection; and 

(b) make the final candidate selection and direct the completion of the employment 
process with the selected candidate. 

(4) The HRO will prepare and transmit: 

(a) a letter of non-selection to any remaining applicants not selected for the position 
in question; and 

(b) a letter from the Executive Director offering employment to the final candidate 
selected for the position. 

(5) If the selected candidate accepts the offer of employment, the HRO will proceed with 
the hiring process, including any negotiation of terms as feasible and appropriate.  If 
the selected candidate does not accept the offer, then the Executive Director will decide 
on next steps, i.e., whether to consider other top candidates already interviewed or to 
re-commence any or all steps of the recruitment process. 

6. Hiring Process:  Upon the candidate’s acceptance of the offer of employment, the HRO will 
coordinate with the Executive Director, and/or with delegated supervisory staff as appropriate and 
delegated,to activate the candidate’s employment per the following procedures: 

a. Establish the candidate’s start date. 

b. Determine whether a relocation allowance is to be provided.  If the Executive Director decides 
that the relocation provision is applicable, the HRO will prepare, with Executive Director 
approval, an offer to the candidate of an appropriate relocation package, including amount 
of allowance and any repayment provisions per Section 3.3 of the personnel policies. 

c. Upon the candidate’s acceptance of start date and relocation package, if applicable, arrange 
and conduct the employee’s orientation to the COG organization, including: 

(1) providing and consulting with the employee on the orientation package, including 
organizational information, position description and other facts and expectations of the 
employee’s employment, benefit and tax forms and instructions, payroll and holiday 
schedules, personnel policies and administrative procedures, and any other 
information deemed pertinent to the position; 

(2) a walk-through of the COG’s facilities, including setup of the employee in his or her 
workspace, overview of computers, printers and other electronic equipment and 
utilities, introductions to staff, provision of keys and security codes, review of the 
vehicles and pertinent policies and procedures, and other facility and logistical 
requirements of the employee’s work venue; and  

(3) entry interview and consultation with the Executive Director and supervisory staff as 
appropriate. 

d. Set up the new employee’s information in the COG human resources and payroll accounting 
systems, and file employment-related forms with the appropriate government agencies and 
benefit firms. 
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7. Advancement and Promotion.  Employees will be given career advancement opportunities as 
appropriate to their qualifications and the needs of the COG according to the following procedures: 

a. Internal Preference.  When a position vacancy arises at the COG, the Executive Director may 
first give preference to current employees by notifying employees through memo or email of 
the open position.  Temporary, seasonal and probationary employees are not eligible for this 
in-house preference.  The Executive Director may also direct the HRO to concurrently 
advertise the vacancy in local newspapers or other media. 

b. Promotion by Transfer.  When an employee transfers from one position to another within the 
COG, and there are differences in classification and pay level compared to the employee’s old 
position, the HRO will adjust the employee’s salary and fringe benefits to the level advertised 
for the new position.  If the employee’s transfer is to a position at a higher classification and 
pay level, the change in position will be considered a promotion and noted as such by the 
HRO in the employee’s personnel file. The HRO, in coordination with the Executive Director, 
will advise the employee in writing of the changes in salary and benefits. 

c. Promotion by Upgrade.  The Executive Director may choose to upgrade a position currently 
held by an existing employee, as deemed appropriate to the work and expertise required and 
the capabilities of the incumbent employee to meet those requirements.   If this upgrade 
results in a higher classification and pay level, the change in position will be considered a 
promotion and noted as such by the HRO in the employee’s personnel file. The HRO, in 
coordination with the Executive Director, will advise the employee in writing of the changes 
in salary and benefits. 

8. Employee Probation.  All new employees of the COG are subject to a probationary period of one 
(1) year.  The employee’s status and benefits during the probationary period will be determined 
according to the following procedures: 

a. Performance Reviews.  The Executive Director, in coordination with an employee’s supervisor, 
will evaluate the suitability of the employee’s continuing employment with the COG by 
completing one or more performance reviews with the employee prior to the end of the one-
year probationary period.  The review will consist of evaluation of the employee’s work effort, 
quality and timeliness of work, general conduct, attitude, appearance, and other factors as 
determined by the Executive Director.  The Executive Director and the employee’s supervisor 
will meet with the employee to discuss the evaluation and give the employee the opportunity 
to respond.   

b. Status Based on Results of Review.   

(1) Upon completion of each review, the Executive Director and/or the employee’s 
supervisor will formally advise the employee of the results of the review by completing 
the Employee Probation Status Notice form and giving a copy to the employee.  The 
HRO will place the original of the form and other review documents in the employee’s 
personnel file. 

(2) The  Employee Probation Status Notice form will advise the employee whether the 
review was satisfactory or unsatisfactory, and whether the employee continues to be 
on probation.  If the review is unsatisfactory, which may be due in part to violation of 
the standards of conduct as set forth in Section 7 of the Personnel Policies, the 
Executive Director will complete the Notice of Disciplinary Action form.  A copy of the 
form will be given to the employee and the original  placed in the employee’s personnel 
file.  If the Executive Director deems the employee’s performance as highly 
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unsatisfactory or otherwise falling short of the job requirements, the Executive Director 
may elect to dismiss the employee from his/her employment with the COG. 

c. Employer Benefits.  An employee who is on probation and is classified as Regular Full-time or 
Regular Part-time, as defined in Section 4 of the Personnel Policies, is eligible for benefits as 
of the employee’s date of employment.  The HRO will ensure that an employee who is so 
classified completes the benefit forms during the employee’s orientation process. 

d. Grievance and Appeal.  Probationary employees are not eligible for the grievance and appeal 
process set forth in Section 8 of the Personnel Policies.  If a probationary employee takes 
actions to file a grievance or appeal, the HRO will inform the employee in writing that they is 
not eligible for such due process. 

e. Effect on Internal Hiring.  If an employee is selected internally from among existing COG 
employees for a position which is of a different job class or level from the employee’s former 
position, the Executive Director will set a probationary period for the employee of not less 
than three (3) months and not more than one (1) year.  The Executive Director will inform the 
employee in writing of the probationary period and give a copy of the written notice to the 
HRO.  If the Executive Director later decides to discontinue the probation, the Executive 
Director will inform the employee in writing of the date that the employee will be reinstated 
as a Regular/non-probationary employee. 

9. Nepotism.  In order to prevent nepotism (as described in Section 3.9 of the Personnel Policies) in 
the areas of hiring, promotion, demotion, or transfer of position, the Executive Director and HRO 
will adhere to the following procedures: 

a. In the case of hiring, the HRO will require the job applicant to divulge any kinship or family-
type relationship to any employee in COG supervision or management.  If the HRO learns of 
any such relationship, the HRO will discuss the situation with the Executive Director.  The 
Executive Director will weigh the facts and circumstances of the situation and advise the HRO 
whether the applicant may continue in the selection process.  If the decision is made to stop 
further processing of the applicant on the basis of nepotism, the HRO will prepare and 
transmit a letter of non-selection to the applicant. 

b. In the case of an employee’s promotion, demotion or transfer of position, the HRO will review 
the employee’s personnel file to determine if any kinship or family-type relationship may exist 
between the employee and any other employee who may be supervised by, or be supervisor 
for, the position in question. If the HRO is uncertain whether a relationship may exist, the HRO 
will require the employee to divulge any relationship. If the HRO learns of any such 
relationship, the HRO will discuss the situation with the Executive Director. The Executive 
Director will weigh the facts and circumstances of the situation and decide whether the 
employee should be placed in the new position.  If the decision is made that nepotism exists, 
the Executive Director will advise the employee in writing that the promotion, demotion or 
transfer cannot occur due to the restrictions on nepotism set forth in Section 3.9 of the 
Personnel Policies.  The HRO will place a copy of such written notice in the employee’s 
personnel file.  
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Section 4 
POSITION CLASSIFICATION 

 
1. Position Classifications:  The position classification of a newly hired employee and any change in 

position classification of a current employee will be determined by the Executive Director.  The COG 
utilizes the following classifications of employees and contractors: 

a. Executive Director.  This class applies only to the chief executive officer position hired directly 
by the Board of Directors. 

b. Regular Full-Time Employee.  An employee who normally works a minimum of forty (40) hours 
per week and who may be either salaried or hourly as determined by the Executive Director 
and in conformance with labor law.  A regular full-time employee is entitled to all employer 
benefits and privileges upon commencement of employment. 

c. Regular Part-Time Employee.  An employee who is regularly assigned to work fewer than forty 
(40) hours in a seven-day period. 

(1) An employee who works more than twenty (20) hours but less than forty hours (40) per 
week is entitled to pro-rated employer benefits, including retirement program 
participation, health and life insurance, vacation leave, sick leave, bereavement leave 
and holiday pay, as well as court leave, special leave and military leave. 

(2) If the employee works fewer than twenty (20) hours per week, the employee will not 
be entitled to employer benefits of any kind. 

d. Temporary Employee.  An employee hired for a defined period of time, not to exceed nine (9) 
months, to temporarily supplement the work force and/or to assist in the completion of 
specific projects. Such employee may be either salaried or hourly, and may be either full-time 
or part-time, as determined by the Executive Director.  Such employee will not be entitled to 
employer benefits of any kind. 

2. Exempt and Non-Exempt Employees:  The Executive Director, in coordination with the HRO, will 
determine the exempt or non-exempt status of each position in accordance with the Fair Labor 
Standards Act (FLSA), based on the job description of each position, Department of Labor guidelines 
and the following definitions:   

a. Exempt.  An employee who is not subject to the minimum wage and overtime-pay provisions 
of the FLSA, generally salaried, and not eligible for overtime pay. 

b. Non-Exempt.  An employee subject to the minimum wage and overtime-pay provisions of the 
FLSA, generally paid on an hourly basis, and eligible for overtime pay for all hours worked in 
excess of 40 hours per week.  

3. Purchase of Service Contractors: “Purchase of Service Contractors” are firms or individuals 
contracted by the COG to perform certain services, as stated in a specific contract.  Such persons or 
firms will not be considered employees of the COG for any purpose. The Executive Director and/or 
designee will be the only COG administrative staff authorized to enter into a contract with a 
Purchase of Service Contractor. 

4. Job Descriptions:  The COG will compile job descriptions for each position within the organization.  
Job descriptions will be written by the supervisor for the position in question and approved by the 
Executive Director.  The HRO will provide to each employee a copy of the job description pertinent 
to the employee’s position. 



NORTHWEST NEW MEXICO COUNCIL OF GOVERNMENTS   DRAFT 1 

Administrative Procedures Manual, v. 2026  page 8  

  
 

Section 5 
PAY, COMPENSATION AND REIMBURSEMENT 

 
1. Staff Compensation:  The salary or stated compensation for COG staff will be determined by the 

Executive Director, except that the salary and compensation for the Executive Director will be set 
by the COG Executive Committee and ratified by the Board of Directors.  In setting compensation 
for an employee, the Executive Director will refer to the COG’s Wage and Salary Classification Plan 
and also consider the potential impact of the employees’ compensation on the annual budget.  
Upon setting an employee’s compensation, the Executive Director will inform the employee in 
writing of the amount of compensation and the effective date.  The Executive Director will provide 
a copy of such notice to the HRO and Finance Manager or equivalent and designated position such 
as Office Manager. This reference carries throughout this document. 

2. Pay Periods and Pay Dates: COG’s Finance Manager will be responsible for establishing the pay 
periods and pay dates for each fiscal year, subject to the review and approval of the Executive 
Director, and for disseminating this information on or before the first workday of the fiscal year. 

3. Payroll Deductions:  The COG’s Finance Manager, who has responsibility for processing COG payroll, 
will deduct from employees’ pay all applicable and required deductions as noted in Section 5.1.3 of 
the Personnel Policies.   An employee who desires additional deductions from his/her paycheck 
must make the request in writing to the Executive Director and provide a copy of the request to the 
Finance Manager.  The request must state the reason for the deduction, the amount per paycheck, 
and the desired effective date.  In deciding whether to approve the request, the Executive Director 
may consult with the Finance Manager as to the reasonableness and appropriateness of the 
request.  The Executive Director will give written notice to the employee and the Finance Manager 
of the decision to approve or deny the request. 

4. Timeframe for Distributing Paychecks:  The Finance Manager will generally distribute paychecks to 
employees on the last work day of the week following each of the COG’s designated two-week pay 
periods, but in no event later than seven (7) days following such pay date.   

a. Direct Deposit.  Upon hiring and as part of employee onboarding, the Finance Manager shall 
require employees to provide documentation in order to establish direct deposit of paychecks 
in the employee’s bank accounts.  In the interest of efficient, timely and equitable provision 
of such paychecks, all employees are encouraged to elect the direct deposit method.  If there 
are circumstances where an employee cannot access Direct Deposit, this must be discussed 
and approved by the Executive Director in writing. 

b. Off-site Employees.  For employees residing and/or assigned outside of the Gallup COG office 
commuting area, the Finance Manager will implement procedures to ensure the employee’s 
receipt of the paycheck, via direct deposit on the same pay date as applicable to the other 
employees, as reasonably feasible.   Automatic paycheck deposits in the employee’s bank 
account will be required in these cases. 

5. Final Paychecks for Terminated Employees:  The Finance Manager will issue the final paycheck to 
a terminated employee according to the following procedures: 

a. Involuntary Termination.  The final paycheck for an involuntarily dismissed employee will be 
issued as soon as administratively possible, and in any case within five (5) work days of the 
termination date, provided the employee has returned all COG property and satisfied any 
other obligations or debts to the COG.  If property has not been returned or other obligations 
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and debts not satisfied, the Finance Manager will hold the final paycheck until such time as 
these obligations are met, or until otherwise directed by the Executive Director. 

b. Voluntary Termination.  The final paycheck for an employee who voluntarily resigns will be 
issued on the next regular payday following the effective date of termination, provided the 
employee has completed the exit interview process, returned all COG property, and satisfied 
any other obligations or debts to the COG.  If property has not been returned or other 
obligations and debts not satisfied, the Finance Manager will hold the final paycheck until 
such time as these obligations are met, or until otherwise directed by the Executive Director. 

6. Overtime.  The Finance Manager, in coordination with the Executive Director, will monitor overtime 
and calculate overtime pay according to the following procedures: 

a. Eligible Employees.  Pursuant to the federal Fair Labor Standards Act (FLSA), overtime pay is 
authorized only for hourly employees (regular and temporary/seasonal). 

b. Executive Director Approval.  All overtime must be approved by the Executive Director, as 
requested by an employee and/or the employee’s supervisor.   Although such approval may 
be given verbally in the interest of timeliness, all overtime approvals for each pay period must 
be documented through use of the “Request for Overtime” form, bearing the signature of the 
employee’s supervisor, if applicable, and the Executive Director.   

c. Calculating Overtime.  Overtime is defined as time worked above and beyond 40 hours per 7-
day week.  In accordance with the Fair Labor Standards Act (FLSA), nonexempt employees will 
be compensated at one and one-half times their regular rate of pay for all hours actually 
worked beyond 40 hours in a workweek.  Paid or unpaid leave (e.g., vacation, sick leave, 
holidays) is not considered hours worked and will not count toward the 40-hour threshold for 
overtime eligibility.  While employees are required to obtain prior approval for overtime 
work, all overtime hours worked must be reported and will be compensated in compliance 
with federal law. Failure to obtain prior approval may result in disciplinary action but will not 
affect the employee’s right to be paid for overtime hours worked. 

d. Overtime Pay.  All overtime will be paid at the rate of one-and-one-half (1½) times the 
employee’s regular rate, or such other multiple of the regular rate as may be required by the 
federal Fair Labor Standards Act as amended. 

7. Reimbursement of Travel and Other Expenses.  The Finance Manager, in consultation with and as 
approved by the Executive Director, will reimburse employees for travel-related costs and other 
expenses according to the following procedures.   

a. Policy & Principles.  All COG officials, employees, and volunteers shall receive reimbursement 
for authorized and applicable travel-related costs in accordance with the Per Diem and 
Mileage Act, Sections 10-8-1 to 10-8-8, NMSA 1978 as amended and Department of Finance 
and Administration Rule 2.42.2, Regulations Governing the Per Diem and Mileage Act, as 
amended and, this policy.  If this policy is more stringent than the Act or DFA Regulations, 
then this policy will apply.  

b. Principles. To be reimbursable, travel expenses must be associated with conducting COG 
business and basic requirements include: 

• Obtain approval to travel prior to the event and make arrangement with and through the 
Finance Manager. 
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• Traveler should not incur any more cost than necessary and should use the most 
economical manner possible while traveling for state business. 

• Remember the four criteria for determining propriety of expenditure.  

o Supports Mission and is Mission Critical 

o Public benefit and purpose  

o Necessity, is there a more cost-effective alternative? Example Video Conference.  

o Available budgetary resources 

• Travel expenses can only be reimbursed once and should be collected from one entity.   

• Reimbursement is intended to defray travel costs incurred in the performance of public 
business rather than serve as a salary for services performed or as a supplemental source 
of income.  

• Travelers should not incur or use rewards or points when traveling on COG business.  
Reimbursement requests using points as payment will be denied 

c. Travel Advances.  For extraordinary costs anticipated well in advance of the need, the 
Executive Director has the discretion to advance payments to the employee and/or to a 
lodging establishment. 

(1) Travel Advance requests must be approved by the Executive Director before processing 
and should be submitted to the Finance Office as soon as the need is known, preferably 
at least twenty-eight (28) days ahead of the need, and in any case no later than two (2) 
weeks prior to the payday preceding the dates of travel. 

(2) As a general rule, travel advances will be processed and disbursed only as part of a 
regular COG pay cycle, with exceptions requiring the approval of the Executive Director. 

(3) For all travel advance requests received and approved at least two (2) weeks prior to 
the payday preceding dates of travel, the Finance Office will disburse the approved 
amount on the payday preceding the dates of travel, or with sufficient advance notice, 
on any prior payday as appropriate and as approved by the Executive Director.     

 

 

 

 

 

 

(4) When a travel advance is made for any trip, COG official or employee shall within ten 
days of return from the trip, submit a Expense Reimbursement form via Clicktime.  If 
the Expense Reimbursement form is not submitted within the allotted time, future 
travel advances may be denied. 

(a) Any overpayment of a travel advance must be refunded within 10 business days. 

EXAMPLES:  

• A travel advance request approved on or before January 7, or in any case no later than 
January 21, 20XX, will be scheduled for disbursement on February 4, 20XX. 

• For a travel advance request submitted and approved on or before December 24, 20XX, 
for a trip on February 28, 20XX, and at the discretion of the Executive Director, advance 
payments may be disbursed as appropriate on any payday between January 7 and 
February 18, 20XX. 
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(b) Travel advances may be for per diem costs or actual costs (with COG Management 
approval), pursuant to the provisions of this policy.  Loding expenses should be 
paid in advance using COG credit card if using the actual method of travel. 

(c) The Finance Office along with COG Management shall be responsible for 
updating, providing, and providing periodic and as requested training on forms 
and procedures for travel advances consistent with this policy. 

d. Travel Reimbursement. Travel Reimbursement requests must be approved by the Executive 
Director or designee before processing and should be submitted to the Finance Office for 
processing within thirty (30) days of the travel return date.  Exceptions to the 30-day rule may 
be considered by the Executive Director on a case-by-case basis.  

(1) To qualify for travel reimbursement, the employee or official must be on official 
business at least 50 miles away from home and at least 50 miles from designated post 
of duty and the event must involve overnight lodging or be long enough to qualify for 
partial day per diem.   

(2) As a general rule, travel reimbursements will be processed and disbursed only as part 
of a regular COG pay cycle. 

(3) For all travel reimbursement requests received and approved within a given payroll 
period, the Finance Office will make reimbursement of the approved amount no later 
than the payday of the next succeeding pay period.    

 

 

 

e. Vehicle Use.   

o Each employee will be expected to have access to and utilize a personal vehicle as 
needed for business travel in case a COG vehicle is not available.  The general rule will 
be that those traveling the furthest will have access to a COG vehicle first.  
Reimbursement for personal vehicle mileage will be made in accordance with the rules 
set forth in these procedures. 

o If an employee desires to combine business travel with personal or family travel, they 
may request permission to use a personal vehicle and to be reimbursed for mileage 
expenses, on condition that the reimbursable mileage will only be for the standard 
point-to-point mileage between the COG office and the destination for the business 
activity. 

In the case of such combined travel, on-business time reportable on payroll timesheets 
may only be for business-related activity and may not include personal and family time 
during the trip. 

f. Receipts. With regard to receipts for travel-related charges and expenses incurred by the 
employee, the original of the itemized receipt must be attached to the Travel Report 
associated with the receipt and/or must be provided to the Finance Office as follows:  

(1) For charges directly paid by the employee for which reimbursement is requested, the 
original of the itemized receipt should be attached to the Travel Report form for the 
trip in question. 

EXAMPLE:  A travel reimbursement request approved during pay period ending May 20, 
20XX (i.e., the period of May 7 - 20, 20XX) will be scheduled for reimbursement no later 
than June 10, 20XX (i.e., the payday of the “next succeeding pay period”). 
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(2) For charges not directly paid nor reimbursable to the employee, but payable by the COG 
as a legitimate business-related expense, the original of each itemized receipt should 
be properly identified and provided to the Finance Office. (e.g. lodging folio, plane 
tickets, etc.) 

(3) In the absence of original receipts, copies of such receipts may be accepted, or when 
no receipts are available, an affidavit of expenditure may be submitted in lieu of receipt, 
as further provided for in these procedures. 

8. Methods for Calculating Reimbursement.  Employees, with review, verification and/or modification 
by the Finance Office, will calculate employee reimbursement amounts based on the following 
methods: 

• Per diem rates for meals, lodging, and incidental expenses. 

• Actual cost reimbursement (with itemized receipts). 

• A combination of actual and per diem methods (e.g., lodging and/or airfare prepaid by 

employer, meals reimbursed at per diem rates, and/or actual costs based on itemized receipt). 

NOTE: this method is not eligible for travel advance. 

 According to the following procedures: 

a. Per Diem Rate.  Per Diem rates will be paid to COG employees only in accordance with the 
provisions of this section.  The application of per diem will be subject to the following points: 

o “Per Diem” (literally “each day”) reimbursements refer to payments of lump-sum 
amounts based on a fixed formula to cover a reasonable level of expenditure on a given 
day. 

o Per Diem rates are paid regardless of whether expenses are actually incurred.  

o Where lodging and/or meals are provided or paid for by the COG or another entity, the 
employee is entitled to reimbursement only for actual expenses incurred by the 
employee, i.e., above and beyond any payment made by the COG or other entity, in 
accordance with the “Reimbursement of Actual Expenses…” section [below]. 

o Per Diem Rate Computation. Per Diem rates for travel by employees will be computed 
as follows: 

(a) Overnight Travel.  Regardless of the number of hours traveled, travel costs for 
employees where overnight lodging is required may be reimbursed by the Per 
Diem method, as follows: 

• Per Diem Method: 

Type: ^Loaded Rate Lodging Meals 

In-State areas [other 
than Santa Fé] 

$250 $180 $70 

Santa Fé $319 $249 $70 

Out-of-state areas $250 $180 $70 

 

The ^Loaded Per Diem rates include both lodging and meal costs incurred by 
the employee in a given day, and within these rates, no receipts are required. 
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• Return from Overnight Travel.  On the last day of travel when overnight 
lodging is no longer required, partial day reimbursement will be made.  To 
calculate the number of hours in the partial day, begin with the time the 
traveler initially departed.  Divide the number of hours traveled by 24.  The 
hours remaining constitute the partial day which will be reimbursed the same 
as partial day per diem below. 

• Partial Day Per Diem Rate.  Employees will be reimbursed for travel which 
does not require overnight lodging, but extends beyond a normal work day* 
as follows: 

[NOTE: this chart simplifies the State Rule language but maintains the intent of 
the Rule]: 

o to < 2 hours beyond normal workday ............................$0.00 
o 2 to < 6 hours beyond normal workday........................$25.00 
o 6 to < 12 hours beyond normal workday......................$50.00 
o 12 hours or more beyond normal workday ..................$70.00 

To qualify for partial day per diem (i.e., travel without overnight lodging), the 
employee must: 

• Travel at least 50 miles from both home and duty station, and 

• Be away longer than a normal workday. 

“Normal workday” means 8 hours in a 9-hour period, regardless of employee’s 
regular work schedule. 

b. Reimbursement of Actual Expenses (in lieu of Per Diem Rate).  Upon documented request of 
the employee, the COG Management may grant approval for the employee to be reimbursed 
for actual expenses in lieu of the per diem rate where overnight travel is required via 
Clicktime.   

o Overnight Travel.  For overnight travel for employees where overnight lodging is 
required, the employee will be reimbursed as follows: 

(a) Actual Reimbursement for Lodging.   

• An employee may elect to be reimbursed actual expenses for lodging not 
exceeding the single occupancy room charge (including tax) in lieu of the per 
diem rate stated above.  Whenever possible, employees should stay in hotels 
which offer government rates.   

• Any cost above the per diem rate for lodging is required to be arranged by 
the Finance Manager. Failure to do so may result in denial of reimbursement 
or disciplinary action. 

• Employees who incur lodging expenses in excess of $350 per night must 
obtain the approval of the Executive Director prior to encumbering the 
expenditure and requesting reimbursement. 

(b) Actual Reimbursement for Meals & Incidentals (M&IE).  Actual daily expenses for 
meals are limited to a per-day maximum of $70.00 for in-state and out-of-state 
travel for a 24-hour period including tips not to exceed 20% of the non-taxed 
total. Detailed itemized receipt(s) are required.  NOTE: $70 is the set or base rate 
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for FY2026 and subsequently will match new rates published by Department of 
Finance & Administration (DFA) and effective July 1st each year of publication. 

(c) Receipts Required.  The employee must submit receipts for the actual meal and 
lodging expenses incurred.   

• Employees are required to obtain separate, itemized receipts for ineligible 
purchases (such as for alcohol), which would not be submitted as part of the 
Travel Reimbursement Request. 

• The COG administration may deny reimbursement requests for meals when 
not accompanied by an itemized receipt of the purchase. 

• Under circumstances when the employee is unable to obtain an itemized 
receipt or when the loss of receipts would create a hardship, an affidavit from 
the employee attesting to the expenses may be substituted for actual 
receipts.  The affidavit must accompany the travel form and include the 
signature of the Executive Director, at which time such expenses may be 
reimbursed. 

o Airfare.  Airfare should be the lowest fare available. Payment may exceed the lowest 
fare only if seats are unavailable at the lowest fare and travel is imperative. A copy of 
the detailed flight itinerary must be attached to all claims when air travel has occurred 
to verify departure/arrival times and meals provided in-flight. No upgrades or other 
incidental, other than checked backage fees will be deemed appropriate and thus 
reimbursable. COG recommends the purchase of airfare on behalf of the employee 
using COG credit card. 

o Mileage Reimbursement—Personal Vehicle and Private Conveyance.   

(a) Employees of COG shall not be reimbursed for commuting in a private 
conveyance or personnel vehicle.  For purpose of this policy, commuting is 
defined as traveling to and from home for any type of work scheduled at a duty 
station, COG office, or meeting location. 

(b) Employees of COG shall be reimbursed for travel by private conveyance which is 
not commuting in the discharge of official duties as follows: 

• Privately owned vehicles at the prevailing State rate per mile, as established 
by the State guidelines for over 50 miles one-way.   

• If a privately-owned aircraft is used, the COG will refer to the State’s Travel 
and Per Diem Mileage Act and Regulations – 2.42.2 NMAC, section 11(2). 

(c) Employees who use their personal vehicle in the course of COG business and 
travel will be reimbursed at 100% of the Internal Revenue Service standard 
mileage rate set on January 1st  of the year previous to that in which the travel 
occurred.  COG staff will inform and update Clicktime based on any new mileage 
rates. 

(d) Total mileage reimbursement for out-of-state travel will not exceed the total 
coach class commercial airfare that would have been reimbursed if the employee 
traveled by common carrier. 

o Reimbursement for Other Expenses. 

https://www.nmdfa.state.nm.us/financial-control/resource-information/memos-and-notices/
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(a) Employees may be reimbursed for certain actual expenses, other than lodging 
and meals in addition to per diem rates.  Employees may be reimbursed with 
itemized receipts for the following expenses: 

• for taxi, rideshare, airline, or other transportation fares,  

• car rental with COG Management prior approval, and  

• parking fees.   

(b) Please note that receipts are always required for reimbursement of costs for 
travel by common carrier, rental cars, registration fees, and professional fees or 
dues that are beneficial to the COG’s operations or mission.   

(c) If the loss of receipts would prevent reimbursement and create a hardship, an 
affidavit attesting to the expenses may be substituted for actual receipts.  The 
affidavit must be signed by the employee and Executive Director. 

o Early Return/Change of Travel Plans: 

(a) Employees are required to notify Finance Manager if travel needs to be changed 
or cancellation, especially to re-coup costs within cancellation windows. 

(b) Whenever a traveler changes the duration of the stay and/or the flight 
arrangements, the COG shall require the traveler to pay any extra charges 
incurred, including any penalty or cost associated with the change in travel. This 
requirement shall not be necessary if a change in travel plans is required by COG 
or other COG related business.  NOTE: This provision may be waived by COG 
Management in case of severe illness or death of an immediate family member, 
including spouse, child, mother, father, brother, or sister. 

o Penalty. 

(a) Any officer or employee covered by this policy and the per diem and mileage act, 
who knowingly authorizes or who knowingly accepts payment more than the 
amount allowed by this policy or the per diem and mileage act is liable to the COG 
in an amount that is twice the excess payment and shall be subject to disciplinary 
action. 

(b) The COG will not make travel arrangements for nor reimburse any costs of a 
spouse, family member, or traveling companion with COG monies.   

(c) If an employee fails to attend training in which registration and/or hotel has been 
pre-paid, the employee will reimburse the amount paid by the COG within 10 
business days from the date of the charge. 
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  EXAMPLES:   

• If lodging cost in Albuquerque is paid by the employee and approved at $200.00, and 
the employee incurs $30.00 in meal costs on a given day for which they have receipts, 
then the employee may request reimbursement for $230.00.  This amount is greater 
than the standard Per Diem rate of $180.00, so the employee’s costs are more 
accurately (or more fully) reimbursed using the “Actual Expenses” method. 

• If lodging cost in Santa Fé is approved at $200.00, and the employee incurs $27.00 in 
meal costs on a given day for which they have receipts, then the employee may request 
reimbursement for actual costs at $227.00.  However, this amount is less than the “in-
state special area” Per Diem rate of $249.00, so the employee may decide to request 
reimbursement using the Per Diem method. 

• If airfare and lodging in Washington, DC is paid in advance by the COG, then the 
employee may request reimbursement of meal expenses using the Per Diem meals limit 
and submit any other eligible travel costs based on the Actual Expense method with 
itemized receipts.   

 



NORTHWEST NEW MEXICO COUNCIL OF GOVERNMENTS   DRAFT 1 

Administrative Procedures Manual, v. 2026  page 17  

  
 

Section 6 
EMPLOYEE BENEFITS 

 

1. Applicability: The benefits described in this section are applicable to probationary and non-
probationary employees in positions classified as Regular Full-Time and Regular Part-Time as 
defined in Article 3, and to the Executive Director, except as otherwise determined by the Board of 

Directors. 

2. Compensatory or Flex Time: COG does not provide for or allow compensatory or flexible time.  
Due to the nature of their positions, exempt employees are generally not entitled to compensatory 
time and shall be expected to work as long as it is necessary to complete the work.  

3. Holiday Pay:  The Board of Directors, in consultation with the Executive Director, will establish the 

COG’s official holiday schedule for each calendar year.  The Executive Director will ensure that the 
holiday schedule is disseminated to employees as soon as practical prior to the first day of a new 
calendar year.  The Finance Office will ensure that all eligible employees receive holiday pay for 

those days established as official holidays, effective from the date of employment. 

4. Sick Leave:  Sick leave represents paid leave time granted to eligible employees during periods of 
illness, sickness or medical treatment that prevents employees from performing their assigned 
duties in accordance with the New Mexico Healthy Workplaces Act (HWA). Sick leave will be 

administered according to the following procedures: 

a. Employee Responsibilities.  Employees will have the following responsibilities regarding sick 
leave: 

(1) When calling in sick, employees must speak either to their supervisor (if applicable) or 
the Finance Manager or the Executive Director (in that order) to notify the COG of 
absence due to illness.  If such administrative staff are not available, the employee must 
make appropriate efforts to ensure that the supervisor is notified. 

(2) Whenever making advance sick leave requests of more than 4 hours duration, the 
employee must attach medical appointment documentation to the Leave Request 
form, which is then given to the Finance Office.  If such documentation is not available 
at the time of the request, or would create unnecessary hardship, the employee may 
provide an affidavit in lieu of an appointment slip at the time of request and upon return 
to work provide proof of appointment to the Finance Office.   

(3) When on Sick Leave for more than three (3) days, the employee should provide 
appropriate documentation from a doctor, traditional practitioner, or medical 
counselor excusing the employee from work for medical reasons and should attach such 
documentation to the appropriate Leave Request form via Clicktime. 

b. Approval of Sick Leave.  Employees will submit Leave Request via Clicktime, which will be 
reviewed based on the employees’ available sick leave hours.  The supervisor or Executive 
Director has sole discretion to approve or deny the request and may require the employee to 
obtain a statement from their medical provider justifying the absence from work. 

c. Sick Leave Formula.  Eligible full-time employees accrue four (4) hours of sick leave time per 
pay period for the duration of employment with the COG, with part-time employees who 

https://www.dws.state.nm.us/NMPaidSickLeave
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work 20 or more hours per week accruing sick leave at a rate proportional to the weekly hours 
worked.    

d. Reporting and Accounting.  The Finance Office will provide for up-to-date accounting and 
calculation of sick leave time accrued and/or used per pay period.  If an employee has unused 
sick leave at the end of a fiscal year, the unused hours will be carried over to the next fiscal 
year.  However, no more than 480 hours of sick leave may be carried over from a previous 
fiscal year. 

e. Forfeiture of Sick Leave.   An employee who has less than five (5) years of employment with 
the COG who retires, or terminates for any reason, will forfeit any unused accrued sick leave. 

f. Cash-out of Sick Leave.  Employees may cash-out unused sick leave upon retirement or 
termination of employment as provided for in Section 6.3.6 of the Personnel Policies. The 
Finance Office will calculate the value of such unused hours based on a rate equal to thirty-
three percent (33%) of the employee’s most recent hourly rate of pay, such hourly rate to be 
determined for all employees by dividing the employee’s base annual salary by 2,080 hours.  
The Finance Office will submit the cash-out calculation to the Executive Director for approval 
prior to processing the payment.  In the case of payment to the Executive Director, the 
Finance Office will submit the cash-out calculation to the Executive Committee of the Board 
of Directors for approval. 

5. Annual Leave: The Finance Office, in coordination with the Executive Director, will administer 

annual leave according to the following procedures: 

a. Approval of Annual Leave.  To go on paid leave from work utilizing available annual leave 
hours, an employee must request and obtain in advance the approval of the supervisor prior 
to going on leave.  In general, requests should be made at least two (2) weeks prior to the 
date(s) proposed.  Although initial approval may be provided verbally or submitted to 
Clicktime, such a submission for approval is not official until documented and approved 
utilizing the Leave Request form via Clicktime, per the following process: 

(1) The employee completes the Leave Request form via Clicktime and it is sent to 
supervisor. 

(2) The Supervisor will review availability hours and if needed visit with the Finance Office 
to certify the calculated Annual Leave hours available to the employee, per payroll 
records. 

(3) The Supervisor has sole discretion to approve or deny the request and may limit the 
requested hours based on the COG’s staffing needs and work priorities. 

(4) Upon approval, Clicktime will notify employees, and Supervisor will add to the COG 
Master Calendar. 

b. Annual Leave Formula.  Employees will accrue hours of annual leave time per pay period 
based on the formula in Section 6.4.2 of the Personnel Policies (provided below for quick 
reference).  The formula may be changed on recommendation of the Executive Director and 
approval by the Board of Directors. 

 
 
 
 

5.1.1 Annual leave shall begin to accrue from the date of employment, at the following rates: 

• For 0 to less than 5 years of employment: ................................. 4 hours/pay period 

• For 5 to less than 10 years of employment: ............................... 6 hours/pay period 

• For 10 or more years of employment:  ....................................... 8 hours/pay period 
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c. Reporting and Accounting.  The Finance Office will provide for up-to-date accounting and 
calculation of annual leave time accrued and/or used per pay period.  If an employee has 
unused annual leave at the end of a fiscal year, the unused hours will be carried over to the 
next fiscal year.  However, no more than 240 hours of annual leave may be carried over from 
a previous fiscal year. 

d. Cash-out of Annual Leave.  Employees may cash out unused annual leave upon termination 
of employment as provided for in Sections 6.4.3 of the Personnel Policies.  The Finance Office 
will calculate the value of such unused hours based on a rate equal to the employee’s most 
recent hourly rate of pay, such hourly rate to be determined for all employees by dividing the 
employee’s base annual salary by 2,080 hours. The Finance Office will submit all cash-out 
calculations to the Executive Director for approval prior to processing the payment.  In the 
case of payment to the Executive Director, the Finance Office will submit the cash-out 
calculation to the Executive Committee of the Board of Directors for approval. 

6. Family and Medical Leave:  The COG will administer the leave provisions of the Family and 

Medical Leave Act of 1993 (FMLA) according to the following provisions:  

a. Approval of FMLA Leave.  To request use of FMLA leave, an employee must submit a request 
to the Finance Office.  The employee must attach to the form appropriate documentation 
from a doctor, traditional practitioner, medical counselor, adoption agency, or court 
substantiating the reason for FMLA leave. The Finance Office will provide the employees’ 
request to the Executive Director, who has sole discretion to approve or deny the request, 
and who may require the employee to provide additional documentation as deemed 
appropriate. 

b. Effect on Employee Benefits.  The Finance Office will advise an employee who is requesting 
FMLA leave of the requirement to first use all accrued paid leave before utilizing unpaid FMLA 
leave.  During the period of leave, the Finance Office will continue to pay all statutory 
insurance premiums and the COG’s portion of employee benefit insurance premiums for the 
employee.  The employee must also pay their portion of employee benefit insurance 
premiums during the period of leave in order to keep insurance coverages in force. The 
employee will not accrue sick leave or annual leave hours during the period of FMLA leave. 

7. Court Leave:  Employees who have received a court directive to serve on jury duty must obtain 
pre-approved administrative leave from the Executive Director.  In the absence of a court waiver of 
the jury duty summons, it is incumbent on the Executive Director to approve paid administrative 
leave.  It is the employee’s responsibility to provide a copy of the directive to the Executive Director.  
Employees will be entitled to leave with regular pay for serving during regularly scheduled work 
hours, such hourly rate to be determined by dividing the employee’s base annual salary by 2,080 
hours.  For jury time served under this paid Court Leave policy, the employee will remit to the 
Finance Office all fees received as a juror, excluding reimbursements for travel and actual out-of-

pocket expenses. 

8. Leave of Absence:  Regular employees may request a leave of absence without pay, and, if 
approved, will not lose regular employee status upon return, dependent upon the availability of the 
position and of adequate funding for it.  Requests for leave of absence must be submitted in writing 
to the Executive Director for consideration and approval or disapproval.  The Finance Office, in 
coordination with the Executive Director, will administer leaves of absence according to the 

following procedures: 
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a. Approval of Leave of Absence.  To request a leave of absence, the employee must complete 
a request and submit it to the Finance Office.  The Finance Office will provide the employees’ 
requests to the Executive Director who has sole discretion to approve or deny the request 
and may limit the requested leave based on the COG’s staffing needs and work priorities.  For 
an employee already on paid leave who has used up all of their sick and annual leave, the 
Executive Director may grant leave of absence time as provided for in Section 6.6.2 of the 
Personnel Policies, i.e., as an unpaid leave period. 

b. Effect on Employee Benefits.  During the leave of absence, the Finance Office will continue to 
pay all statutory insurance premiums and the COG’s portion of employee benefit insurance 
premiums for the employee.  The employee must also pay their portion of employee benefit 
insurance premiums during the period of leave in order to keep insurance coverages in force. 
The employee will not accrue sick leave or annual leave hours during the Leave of Absence. 

9. Workers’ Compensation.  The Finance Office will have responsibility for ensuring that the COG is 
in compliance with the New Mexico Workers’ Compensation Act.  The Finance Office will administer 

Workers’ Compensation according to the following procedures: 

a. Claim Reporting and Filing.  An employee who sustains an injury by accident arising from and 
in the course of employment with the COG will report the injury to the Finance Office and 
their supervisor.  The Finance Office will submit a claim form to the appropriate State agency 
and inform the Executive Director of the claim.  The Finance Office will encourage, but may 
not require, employees to use sick or annual leave hours for the first seven (7) days of an 
injury, i.e., as “Injury Leave.”  

b. Effect on Employee Benefits.  During Injury Leave, the Finance Office will continue to pay all 
statutory insurance premiums and the COG’s portion of employee benefit insurance 
premiums for the employee.  The employee must also pay his/her portion of employee 
benefit insurance premiums during the period of leave in order to keep insurance coverages 
in force.  The employee will not accrue sick leave, annual leave, or PERA credits during any 
time period in which the employee is absent from work due to a Workers’ Compensation 
claim. 

10. Health and Life Insurance.  The Finance Office, in coordination with the Executive Director, will 
have responsibility for administering the COG’s group health and life insurance plans.  The plan will 

be administered according to the following procedures: 

a. Enrollment and Information.  The Finance Office will determine the eligibility of regular 
employees for the plans based on the eligibility requirements for each plan.  For each eligible 
employee, the Finance Office will provide the employee with enrollment forms, summary plan 
descriptions, and information regarding the employee’s cost to participate in the plans.  Upon 
any changes or updates to the summary plan descriptions or premium costs, the HRO will 
provide written notice of such changes to employees as soon as practical. 

b. Determining Employee Costs.  In consultation with the Finance Office and such other 
professionals as may be deemed appropriate, the Executive Director will determine the 
employee’s portion of the premium cost of the plans, utilizing whatever formula is deemed 
the most fair and appropriate in light of the total premiums for the plans,  the COG’s annual 
budget, and the perceived ability of the employees to pay their portion. 

c. Termination of Coverage.  An employee may terminate their health and life insurance 
coverage as of any pay date provided written notice is given to the Finance Office at least two 
(2) weeks prior to the pay date.  The Executive Director, in his sole discretion and with the 
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approval of the Executive Committee of the Board, may elect to terminate the group health 
and life insurance plans.  If the decision is approved to terminate the plans, the Executive 
Director will give written notice to the employees at least forty-five (45) days prior to the 
effective date of termination of coverage. 

11. Public Employees Retirement Association (PERA).  The Finance Office will have responsibility 
for administering PERA benefits and transactions on behalf of the employees.  The COG is a 
participating employer in PERA of New Mexico, and as such, according to the PERA Member 
Handbook, “PERA membership is a mandatory condition of employment, required for employees 
of state and of affiliated public employers.”  At the same time, certain employee categories are 
excluded from membership.  All provisions of the Member Handbook are applicable; however, of 
particular relevance to the COG and its administrative procedures, the following employee 

classifications are excluded from PERA membership: 

• Seasonal or Temporary Employee – An employee who works in a position designated as 
“seasonal” or “temporary” by the affiliated public employer and created to last no more than 9 
consecutive months.  An employee “Exclusion from Membership” form must be filed with PERA 
within 30 days of the date of employment. 

• Student Employee – An employee who, during at least 8 months in any calendar year, or during 
the period of employment, is enrolled at an educational institution with academic credits that 
would be accepted by a state educational institution or a public school district and is carrying 
at least 12 credit hours.  Any person who is a regular, full-time employee is not a “student” for 
purposes of exclusion from PERA membership. 

• Part-Time Employees – Employees who regularly work less than 20 hours in a 40-hour 
scheduled workweek are excluded from membership. 

Therefore, new employees hired to work twenty (20) or more hours in a 40-hour week and/or for a 
period that is not specified or is at least nine (9) consecutive months duration are automatically 
enrolled in the retirement program upon hire.   

The COG is enrolled in PERA’s “Municipal Plan 2,” under which covered employees are assessed 
12.65% of their gross salary per pay period, deducted before withholding taxes are calculated.  As 
the employer, COG matches this contribution at 11.80% rate, i.e., dollar-for-dollar.  Both the 
employee and the COG make the required contributions, but only the employee portion is credited 
to the employee’s account on a monthly basis. 

Each year, interest on the employee’s contributions at the rate set by the PERA Board is credited to 
the employee’s account balance as of June 30.  Employees become vested after five (5) years of 
service credit, i.e., they are eligible to receive a deferred pension upon attaining age and service 
requirements for normal retirement.  PERA benefits in the form of monthly pension payments and 
disability and survivor benefits as specified in the Plan are available only upon attainment of age 
and service requirements for retirement. 

An employee who terminates employment with the COG prior to meeting retirement qualifications 
may contact the Finance Office to apply for a refund of his or her member contributions and interest 
(if the employee does not become re-employed by another PERA-affiliated public employer within 
30 days).  However, in doing so the employee forfeits service credit and any rights to a deferred 
pension, as well as to disability and survivor benefits.  Such a refund is also subject to all applicable 
state and federal tax laws.  
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12. Optional Insurance Plans. The COG offers various optional insurance plans for regular employees 

including but not limited to dental, vision, group term life, etc.  The Finance Office will have 
responsibility for administering these plans.  Enrollment, determination of employee cost, and plan 
availability will be administered in the same manner as defined in Sections 10.a through 10.c above.  
Employees who are interested in enrolling in these plans should contact the Finance Office for 

specific benefit and cost information. 

13. Deferred Compensation.  As an additional benefit for COG employees, the Board of Directors has 
authorized the COG’s participation in the “457” Deferred Compensation Plan administered by the 
PERA, in which employees may voluntarily participate by designating biweekly payroll deductions 

into this additional savings program.  

14. Longevity Compensation. The Finance Office, in coordination with the Executive Director, will 
have responsibility for administering the COG’s longevity compensation plan.  The plan will be 

administered according to the following procedures: 

a. Eligibility.  The Executive Director will consult with the Finance Office to confirm the eligibility 
of an employee for longevity compensation, based on the years-of-service requirement set 
forth in Section 6.15 of the Personnel Policies. 

b. Amount and Approval.  The Executive Director will coordinate with the Finance Office to 
calculate a recommended amount of longevity compensation for eligible employees. The 
amount will be determined annually by the Executive Director, or in the case of such 
compensation to the Executive Director, by the Board of Directors, and may not exceed the 
limit set forth in Section 6.15 of the Personnel Policies.  The Executive Director will submit 
their recommendation to the Board of Directors for approval or adjustment.  Upon approval, 
the Executive Director will provide a copy of the recommendation to the Finance Office for 
implementation. 

c. Implementation.  The Finance Office will implement approved longevity compensation by 
requesting each eligible employee to indicate in writing whether the compensation should be 
included in regular payroll, paid as a separate bonus, or have up to 100% committed to the 
Deferred Compensation plan.  The compensation will be paid pursuant to the effective date 
stated in the Executive Director’s recommendation. If the employee elects to have the 
compensation included in regular payroll or paid as a separate bonus, the Finance Office will 
apply all usual tax withholdings and PERA deductions. 
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Section 7 
EMPLOYEE CONDUCT AND DISCIPLINE 

 

1. Purpose:  The COG expects good conduct, work habits and performance from every COG 
employee, as well as compliance with the spirit and letter of the personnel policies.  The behaviors 
that may be subject to disciplinary action are outlined in Section 7 of the Personnel Policies.  If an 

employee’s conduct is subject to disciplinary action, the procedures set forth below will be followed. 

2. Eligible Employees:  All employees are potentially subject to disciplinary action.  However, 
probationary, temporary and part-time employees working fewer than twenty (20) hour per week 
do not have grievance/appeal rights, while Regular/Full-time and Regular/Part-time employees – 

both probationary and non-probationary – are eligible to exercise such rights. 

3. Determination of Misconduct:  The determination of whether an employee has demonstrated 
behavior(s) subject to disciplinary action will be made by the Executive Director in conjunction with 
the employee’s supervisor and/or the HRO, as the Executive Director deems appropriate.  The 
determination will be based on the employee’s conduct and the known facts and circumstances of 

the situation in which the employee was involved. 

4. Procedures for Misconduct in General:  The disciplinary procedures and measures set forth 
below apply to all misconduct except Sexual Harassment or Discrimination, Workplace Violence, 
and Alcohol and Substance Abuse, which call for special procedures as described in separate 
sections below. Upon determination that an employee has demonstrated cause for disciplinary 

action, the Executive Director and/or designee will: 

a. Meet with the employee to discuss any proposed discipline, so that the employee may give 
his/her statement regarding the misconduct.  

b. Determine the progressive discipline, probation, suspension, demotion or termination that is 
appropriate for the situation.  The disciplinary action may include one or more of these 
disciplinary measures as set forth in Section 7.9 of the Personnel Policies. 

c. Based on item a. above, complete the Notice of Disciplinary Action form, discuss the form with 
the employee, and obtain the employee’s signature on the form. 

d. Instruct the HRO to place the original of the form in the employee’s personnel file and give a 
copy to the employee. 

5. Sexual Harassment or Discrimination:  Sexual harassment or discrimination and examples of 
behaviors which constitute such harassment are defined in Section 6.4 of the Personnel Policies.  
The sub-sections below set forth the procedures to be followed when an employee, intern, 
volunteer, or visitor of the COG has been the victim of sexual harassment or discrimination, and 
secondly, when any employee, intern or volunteer has been observed harassing or discriminating 

against another employee, intern, volunteer, or visitor of the COG.  

a. Victim of Harassment-Discrimination.  An employee, intern, volunteer or visitor who has been 
the victim of sexual harassment or discrimination will report the incident as soon as practical 
to the HRO.  The HRO will provide the person with a Report of Sexual Harassment or 
Discrimination form which the person should complete as soon as possible.  The original of 
the form should be given to the Executive Director with a copy to the HRO.  In the case of an 
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employee, intern, or volunteer, a copy of the form should also be given to the person’s 
supervisor.  Upon receipt of the form, the Executive Director will meet with the harassed 
person to discuss the incident as reported on the form. 

b. Person Who Committed Harassment-Discrimination.  Following receipt of the Report of Sexual 
Harassment or Discrimination form and meeting with the person who was harassed or 
discriminated against, the Executive Director will meet with the person who allegedly 
committed the harassment-discrimination so that such person may give their statement 
regarding the misconduct. 

(1) In the case of an employee who committed the harassment-discrimination, the 
Executive Director will then follow the procedure outlined in Sections 4.b through 4.d 
above;  

(2) In the case of an intern or volunteer, the Executive Director will give the person a 
written reprimand that may include dismissal of the person from the COG. 

c. Executive Director or HRO Involvement.    

(1) In the event the HRO is either aggrieved or implicated in an alleged incident of sexual 
harassment or discrimination, the above information and documentation will be 
provided directly to the Executive Director, who in that case will be considered to be 
serving in the HRO role. 

(2) In the event the Executive Director is themself either aggrieved or implicated in an 
alleged incident of sexual harassment or discrimination, the HRO will submit the above 
information and documentation directly to the most available officer of the COG Board 
of Directors. 

6. Workplace Violence.  Workplace Violence and examples of behaviors which constitute violence 
are defined in Section 7.5 of the Personnel Policies.  The sub-sections below set forth the procedures 
to be followed when an employee, intern, or volunteer has been the victim of workplace violence, 
and secondly, when any employee, intern or volunteer has been observed or reported as 

committing violence against an employee, intern, volunteer, or visitor of the COG. 

a. Victim of Workplace Violence. An employee, intern, volunteer or visitor who has been the 
victim of workplace violence will report the incident as soon as practical to the HRO.  The HRO 
will provide the person with a Report of Violence form which the person should complete as 
soon as possible.  The original of the form should be given to the Executive Director, with a 
copy to the HRO.  In the case of an employee, intern, or volunteer, a copy of the form should 
also be given to the person’s supervisor.  Upon receipt of the form, the Executive Director will 
meet with the victimized person to discuss the incident as reported on the form. 

b. Person Who Committed Violence.  Following receipt of the Report of Violence form and 
meeting with the victimized person, the Executive Director will meet with the person who 
allegedly committed the violence so that such person may give his/her statement regarding 
the misconduct. 

(1) In the case of an employee who committed the violence, the Executive Director will 
follow the procedure outlined in Sections 4.b through 4.d above; 

(2) In the case of an intern or volunteer, the Executive Director will give the person a 
written reprimand that may include dismissal of the person from the COG. 

(3) Depending on the level and severity of the violence, the Executive Director may elect 
to file criminal charges against the person. 



NORTHWEST NEW MEXICO COUNCIL OF GOVERNMENTS   DRAFT 1 

Administrative Procedures Manual, v. 2026  page 25  

  
 

c. Removal From Premises.  If a person makes substantial threats, exhibits threatening behavior, 
or engages in violent acts on COG property, the Executive Director, Deputy Director, HRO or 
supervisor closest to the incident will contact local and/or State law enforcement agencies to 
request removal of that person from the premises as quickly as safety permits.  If such action 
is deemed necessary, the Executive Director may prohibit the person from coming onto COG 
premises pending the outcome of an investigation. 

d. Protective Orders.  Any employee who obtains a protective restraining order that lists the 
COG premises as being a protected area must provide the Executive Director with a copy of 
the order as soon as practical after the order is issued. 

e. Early Reporting.  Any employee, intern or volunteer should report concerns or potential 
incidents to their supervisor or the HRO as soon as the concern is known.  The supervisor or 
HRO will keep such information strictly confidential except to inform the Executive Director.  
The Executive Director will weigh the threat level of the concern and initiate an appropriate 
response given the facts and circumstances of the situation. 

f. Executive Director or HRO Involvement.    

(1) In the event the HRO is either aggrieved or implicated in an alleged incident of 
workplace violence, the above information and documentation will be provided directly 
to the Executive Director, who in that case will be considered to be serving in the HRO 
role 

(2) In the event the Executive Director is himself either aggrieved or implicated in an 
alleged incident of workplace violence, the HRO will submit the above information and 
documentation directly to the most available officer of the COG Board of Directors. 

7. Alcohol and Substance Abuse.  Alcohol and Substance Abuse, and examples of behaviors which 
constitute abuse, are defined in Section 6.6 of the Personnel Policies. The procedures are further 
detailed in the Employee Alcohol-Drug Testing Procedure notice, a copy of which will be given to 
each employee and candidate selected for new employment prior to employment with the COG.  
The sub-sections below set forth the procedures to be followed when an employee or intern has 

been observed or reported as abusing alcohol or other impairing substances. 

a. Testing for Suspected Abuse.  When COG management has a reasonable belief or suspicion, 
based on objective or documented factors, that an employee or intern is abusing alcohol or 
controlled substances, the Executive Director may require the person to be tested.  The 
testing will be done in accordance with the Employee Alcohol-Drug Testing Procedure.  Upon 
the COG’s receipt of the test results, the HRO will give the results to the Executive Director 
and place a copy of the test results in the employee’s personnel file.   

b. Voluntary Admission of Abuse.  An employee may voluntarily admit to having an alcohol 
and/or drug abuse problem by informing the Executive Director, his/her supervisor and/or 
the HRO of the problem. 

c. Disciplinary Action and Enforcement.  The types of employee conduct that constitute grounds 
for disciplinary action are set forth in Section 6.6.5 of the Personnel Policies.  In addition, if an 
employee or intern refuses to take a test required by subsection 7.a above or fails to show up 
for the test, the Executive Director may elect to terminate the person’s employment with the 
COG.  
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(1) In the case of an employee who was tested pursuant to subsection 7.a above, and after 
review of the test results, the Executive Director will follow the procedure outlined in 
this Section in paragraphs 4.a through 4.d above; 

(2) In the case of an employee who voluntarily admits to abusing pursuant to subsection 
7.b above, the Executive Director and supervisor will meet with the employee to discuss 
the action steps set forth in Section 6.6.4 of the Personnel Policies.  When one or more 
of the actions have been agreed upon, the Executive Director will record the actions in 
writing by completing the Notice of Disciplinary Action form.  The HRO will assist the 
employee as needed in implementing the actions and place a record of the actions in 
the employee’s personnel file. 

(3) In the case of an intern who has either been tested or voluntarily admitted to alcohol 
and/or drug abuse, the Executive Director will give the intern a written reprimand that 
may include dismissal of the intern from the COG. 

8. Computer Messaging and Information Systems.  The policies related to the COG’s information 
technology systems, and examples of activities and uses which are prohibited, are set forth in the 
Information Technology Resources Policy, Section 12 of the Personnel Policies.  The HRO will provide 
a copy of the policy and the accompanying Acknowledgement and Consent form to each person 
upon their commencement of employment or volunteer service with the COG.  If COG management 
has sufficient reason to believe that an employee or other person has violated the policy, the 
disciplinary action set forth in paragraph 12.5 of the policy, “Enforcement and Sanctions,” will be 

followed. 

9. Vehicle Operation.  All individuals using COG vehicles, as well as using a personal vehicle while on 

COG business, are expected to maintain a valid driver’s license, have a safe driving record, and 
adhere to safe driving practices while operating a COG vehicle, or while operating a personal vehicle 
while on COG business.  Actions which constitute violations of this policy are set forth in Section 
7.8.1 of the Personnel Policies.  The procedures and disciplinary action to be followed regarding 

vehicle use are as follows: 

a. Upon commencement of employment with the COG, the HRO will request a copy of the 
employee’s driver’s license.   The HRO will use the license information to conduct a check of 
the employee’s driving record. 

b. Prior to the employee’s initial use of a COG vehicle, the HRO will provide a copy of the 
employee’s driving record to the Executive Director. If upon review of the employee’s driving 
record the Executive Director determines that the person should not operate a COG vehicle, 
the Executive Director will notify the person in writing of such decision.  The HRO will place a 
copy of the written decision in the employee’s personnel file.  The Executive Director, in their 
sole discretion, may revoke the decision at any future date and permit the employee to 
operate a COG vehicle.  Action to disallow use of a COG vehicle may also, at the discretion of 
the Executive Director, be grounds for disciplinary action up to and including the employee’s 
dismissal from employment.  

c. Disciplinary Action.  An employee may be subject to disciplinary action if they engage in one 
or more of the behaviors or actions set forth in Section 7.8.1 of the Personnel Policies.  Upon 
report of an employee’s possible violation of the policy, the following steps will be followed: 

(1) The Executive Director, in coordination with the HRO, will take all reasonable steps to 
determine in a fair and objective manner whether an employee has violated the policy. 
This will include discussing the driving incident in question with the employee, 
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reviewing police reports as appropriate, and weighing the statements of persons who 
were involved in or witnessed the incident. 

(2) If the Executive Director determines that the employee violated the policy, the 
Executive Director will follow the procedure outlined in paragraphs 4.b through 4.d 
above. 
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Section 8  
REPORTING, APPEAL and GRIEVANCE 

 

1. Purpose:  The procedures set forth below will be followed whenever an employee feels that they 
haves been the victim or who observes or obtains knowledge of harassment and/or discrimination 

or wishes to file a grievance subsequent to being disciplined, demoted, dismissed or suspended. 

2. Reporting Without Fear of Retaliation:   

a. Report.  Any person working or volunteering for the COG who feels they have been retaliated 
against as a result of reporting harassment or discrimination should report the retaliation to 
their supervisor and/or to the Executive Director directly.  Upon receipt of such a report of 
alleged retaliation, the Executive Director will meet with the person to discuss the retaliation 
as reported. 

b. Person Who Committed Retaliation.  Following consultation with the person reporting alleged 
retaliation, the Executive Director will meet with the person who allegedly committed the 
retaliation so that such person may give their statement regarding the misconduct. 

(1) In the case of an employee who committed the retaliation, the Executive Director will 
then follow the procedure outlined in paragraphs of Section 7, “Employee Conduct and 
Discipline”; 

(2)  In the case of an intern or volunteer, the Executive Director will give the person a 
written reprimand that may include dismissal of the person from the COG. 

3. Grievance Procedures: Any employee who has completed his/her probationary period and has 
been disciplined, demoted, dismissed or suspended may file a grievance and seek remedy according 

to the following procedures: 

a. Good Faith Effort.  The employee will first make a good faith effort to resolve his/her 
grievance by meeting with those persons closest to the source of the issue.   

(1) In the event the HRO is the subject of the concern, the employee will request a meeting 
with the Executive Director.  If the concern is not resolved, the employee should formally 
file a grievance according to paragraph 3.b below. 

(2) In the event the Executive Director is the subject of concern, the employee should 
contact the HRO and arrange a meeting with the most available officer of the COG Board 
of Directors. 

b. Grievance Filing.  If the employee’s concern was not resolved pursuant to paragraph 3.a 
above, the employee may file a formal grievance by completing an Employee Grievance form 
within ten (10) days of the grievance incident and filing it with COG management according 
to the chain of command noted below: 

(1) The Supervisor (if applicable), unless the Supervisor is the subject of the grievance. 

(2) The HRO.  If the HRO is the subject of the grievance, the employee should file the 
grievance form directly with the Executive Director. 

(3) The Executive Director.  If the Executive Director is the subject of the grievance, the 
employee should file the grievance form with the HRO, who will submit the grievance 
to the Executive Committee of the COG’s Board of Directors, and following such 
submission, inform the Executive Director of the grievance. 
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c. Grievance Hearing.  The employee’s filing of the grievance form constitutes an automatic 
request for a hearing.  The Executive Director, or Executive Committee as appropriate, will 
schedule a hearing within twenty-one (21) days of the filing of the grievance form. The HRO 
will schedule the hearing at a mutually convenient place, date and time for the employee and 
the hearing board.  The time and place of the hearing will be confirmed in writing to the 
employee and hearing board by the HRO or Executive Director.  The hearing board will be 
selected in accordance with Section 8.2.4 of the Personnel Policies and the hearing process 
will follow the steps set forth in Section 8.2.4.2 of the Personnel Policies. 

d. Decision and Notification.  At the conclusion of the hearing, the hearing board will decide on 
the matter within seven (7) days following the hearing.  The hearing board will communicate 
the decision in writing to the affected parties within such timeframe.  The HRO will place a 
copy of the decision in the employee’s personnel file.  The decision of the hearing board will 
be final; if the employee requests an appeal of the decision, the HRO will advise the employee 
in writing that no appeal is available. 
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Section 9 
TERMINATION 

 

1. Purpose.  The procedures set forth below will be followed when the Executive Director elects to 

dismiss an employee or when the employee voluntarily terminates his/her employment. 

2. Dismissal Without Cause.  The Executive Director may dismiss an employee without cause during 
the employee’s initial one-year probationary period.  The Executive Director will communicate the 
dismissal in writing to the employee.  The HRO will place a copy of the dismissal notice in the 

employee’s personnel file. 

3. Dismissal for Cause.  An employee who has successfully completed the one-year probationary 
period may be dismissed by the Executive Director only for cause, as defined in Section 8.2.1 of the 
Personnel Policies.   The Executive Director will communicate the dismissal in writing to the 
employee and state the cause for dismissal.  The HRO will place a copy of the dismissal notice in the 

employee’s personnel file. 

4. Reduction in Force.  Under both federal guidelines and New Mexico law, employers may conduct 
reduction in Force due to position eliminations, closures of departments or operations, 
organizational restructuring, budgetary constraints, and/or privation or outsourcing of services. In 
the event the Executive Director and the Board of Directors determine that it is necessary to lay off 
employees, the Executive Director will give written notice of the layoff to the affected employees.  
The notice will be provided to the employees as soon as practical following the decision to 
implement a layoff.  Such notice will include the reason for the layoff, the effective date, and the 
compensation, if any, to be paid during the layoff.  The HRO will place a copy of the layoff notice in 
the affected employees’ personnel files.  If, during the layoff period, the Executive Director and the 
Board of Directors determine that one or more of the employees on layoff status should be 
dismissed, the procedures set forth herein. 

5. Voluntary Resignation.  An employee who wishes to voluntarily terminate his/her employment 
with the COG will give written notice to the Executive Director at least two (2) weeks in advance of 
the date of termination.  A copy of the notice will be given to the employee’s supervisor and the 
HRO.  Upon receipt of the notice, the Executive Director will determine the appropriateness of the 
advance notice in light of the employee’s job position, work in progress and other relevant factors.  
If the Executive Director determines that additional advance notice is required, he will advise the 
employee in writing of the additional advance notice requirement and provide a copy to the 

employee’s supervisor (if applicable) and the HRO.  

6. Dismissal Hearing.  Prior to the employee’s last day of employment, the HRO will arrange a 
mutually convenient time and place for the Executive Director and the employee to meet and 
discuss the reasons for dismissal.  If the employee’s dismissal is for cause, the HRO will advise the 
employee in writing that the employee may appeal the dismissal pursuant to the procedures for 

Appeal and Grievance set forth in Article 7 of this manual.    

7. Termination Requirements.  Upon notice of an employee’s termination, the HRO will give the 
employee a written request to surrender and make available all COG property and supplies 
previously entrusted to the employee’s use, such as keys, equipment, credit cards, and all other 
items specifically owned and authorized for use by the COG.  The notice will state that all such items 
must be surrendered not later than the employee’s final day of employment.  If the employee fails 
to surrender any items known to be in the employee’s possession, the HRO will inform the Executive 
Director, who will determine what action, if any, needs to be taken, including but not limited to 
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reducing the employee’s final paycheck by the value of the unreturned items or initiating legal 
action to recover the items.  The Executive Director will inform the employee in writing of any such 

action and provide a copy of the communication to the HRO. 
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Section 10  
INSIDE & OUTSIDE ACTIVITIES 

 
1. Civic and Political Activity.  Employees who engage in civic or political activities, as defined in 

Section 9.1.1 of the Personnel Policies, may not carry on such activities on or within COG premises.  

An employee who violates this rule may be subject to disciplinary action by the Executive Director. 
 
2. Elected Office.   

 
a. An employee who chooses to run for public office will inform the Executive Director in writing 

of this intent at least seven (7) days prior to filing for candidacy.  The Executive Director will 
advise the employee on any legal or organizational constraints that may apply to the 
candidacy 

b. An employee who is elected to a public office will inform the Executive Director in writing of 
the election within seven (7) days of the confirmation of the election results.  The written 
notice will include the title of the office, the effective date of service, the term of service, and 
a brief description of the duties of the office.  The Executive Director will evaluate the notice 
and may meet with the employee to ensure that the holding of elected office does not conflict 
with public law or with the employee’s performance of job duties.  In the case of the Executive 
Director holding elected office, the evaluation will be made by the Board of Directors. 

c. All employees should be aware of the provisions of the federal “Hatch Act,” which provides 
that public employees (including employees of the COG) may not be in public employment 
while a candidate for partisan political office.  In the case of a partisan political race, the COG 
employee must choose between campaigning for that office and remaining employed with 
the COG. 

 
3. Volunteer Activity.  Employees may participate in volunteer activities of their choosing provided 

such activities do not conflict with the performance of job responsibilities.  In this regard, the 
Executive Director will evaluate each employee’s situation individually.  An employee who is found 
conducting volunteer activities on or within COG premises without the Executive Director’s approval 

may be subject to disciplinary action. 
 
4. Outside Employment.  Employees who desire to engage in employment or business outside the 

COG must obtain written permission from the Executive Director.  In requesting approval, the 
employee will inform the Executive Director in writing of the nature of the job, the location, the 
hours worked per week, the expected duration, and any other factors that may impact the 
employee’s performance of his/her job responsibilities with the COG.  An employee who engages 
in an outside job or business without obtaining prior approval from the Executive Director will be 

subject to disciplinary action. 
 

5. Whistleblower Protection: As required by 2 CFR 200.217, the COG and its subrecipients of federal 
financial assistance must inform their employees in writing of the whistleblower protections 
afforded by 41 U.S.C. 4712. This ensures employees are aware of their rights and protections 
against retaliation for reporting fraud, waste, and abuse related to federal contracts and grants.  
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Section 11 
RECORD RETENTION POLICY 

 
1. Purpose: The purpose of this policy is to provide guidance and direction on the creation and 

management of information and records, and to clarify staff responsibilities. The COG is committed 
to establishing and maintaining information and records management practices that meet its 
business needs, accountability requirements and legal compliance.  The benefits of compliance with 
this policy will be trusted information and records that are well described, stored in known locations 
and accessible to staff and clients when needed. 

 
 

Section 12 
INFORMATION TECHNOLOGY RESOURCES 

 

1. Purpose.  The purpose of the Information Technology Resources policy and procedures is to 
provide COG staff and others with guidance on the proper use of the COG’s information technology 
resources, including but not limited to the internet, intranet, email and the COG’s digital network 

and supporting systems. 
 
2. Applicability.  The policy and procedures apply to COG staff, certain volunteers, interns and 

contractors, and other persons as designated by the Executive Director who have been granted 

connectivity to the internet and the COG’s digital network. 
 
3. HRO Responsibility.  The Finance Office HRO will have responsibility to provide a copy of the 

Information Technology Resources policy to COG staff and all other persons at the time they 
commence employment or service with the COG.  The HRO, in coordination with COG management, 
will have primary responsibility for monitoring compliance with the policy and procedures and 

reporting violations to the Executive Director. 
 

4. Procedures Incorporated by Reference.  The Information Technology Resources policy 
incorporated into the COG’s Personnel Policies was written in a manner that included the 
procedures necessary to implement the policy.  The procedures are set forth in Sections 12.2 
through 12.5 of the Personnel Policies.  The procedures, which include enforcement and sanctions, 
are herein incorporated by reference to those policy sections. 

 
5. Cybersecurity.  Based on Federal awards, the COG will establish and maintain effective internal 

controls base on 2 CFR 200.303 to ensure compliance with federal statutes, regulations, and award 
terms, and to safeguard protected personally identifiable information. 
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Addendum A 
GENERAL OFFICE RULES 

1. Attendance and Time Reporting  

1.1. Work Day.  The standard COG workday is comprised of 8 hours of productive activity in 

service to general and specific work outlined for each employee’s position, and aligned with 

COG mission, work plans, budgets and directives. 

1.1.1. Office Hours.  The COG’s standard office hours are 8:00am through 5:00pm, Mondays 

through Fridays, thus requiring that at least a minimum workforce is always onsite at 

the COG office within those time periods.  Exceptions to this coverage may only be 

made at the discretion of the Executive Director or his designee. 

1.1.2. Work Breaks.  Specific break times are commonly used in workplaces with 

conventional hours and predictable schedules, and in such places are assumed to be 

up to 15 minutes in mid-morning and 15 minutes in mid-afternoon.  For COG staff 

working the standard 40-hour work week, such breaks will apply. 

For COG staff with variable schedules that tend to exceed the 40-hour work week, 
more flexibility in scheduling break times is allowed, as long as such breaks do not 
impair one’s commitments and obligations to colleagues, partners or clients. 

1.1.3. Lunch Hour.  Standard lunch hour is 12:00 to 1:00pm.  Given the high-flux nature of 

COG work, and when necessary for office coverage, exceptions can be made to this 

standard.  As with all exceptions in COG operations, notification and communication 

are essential so that colleagues, customers and partners will be aware of staff 

availability in the course of the workday.   

“Working through” lunch period in exchange for early or late arrival at the office must 
be by specific arrangement with the supervisor. 

1.2. Attendance.  Attendance patterns and reporting differ somewhat between the different 

positions in the organization.  However, there are general principles that apply to all staff. 

1.2.1. Policy & Principle. 

• The Start-point.  “Time spent on task” is only one indicator of effort, performance 

and value.  Some achievements can be accomplished in relatively little time, and 

high expenditures of time do not always translate into effective results.  On the 

other hand, however, investment of time is the first requirement of performance.  

The first step toward achievement is “showing up.”  

• Professionalism.  Personal discipline in the use of time is a responsibility of all 

staff.  It is important for each employee to continuously improve both efficiency 

and effectiveness in the use of time.   
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o Efficiency refers to the speed, economy of effort, timeliness and orderly 

manner in which tasks are carried out.  This is an important goal but should 

not be at the expense of positive working relationships with staff and 

customers.  Efficiency can be an important part of the even more important 

goal of effectiveness. 

o Effectiveness refers to the achievement of meaningful outcomes through 

excellence in performance, while reinforcing positive working relationships, 

as well as both the capacity and the sustainability of the organization.   

So, although speed is sometimes the watchword and necessity, under many 
conditions it is often important to spend the time needed to ensure that all 
stakeholders are “on board,” that we are generating our best service or 
product, and that the capacity is there to sustain an effort over time.  
Spending the time can also preserve and build positive relationships – which 
is an important foundation of our work. 

o Regularity.  An important element of personal discipline is regularity and 

punctuality.  While “being on time” does not guarantee efficient or effective 

results, it is an important element in the overall professionalism of the COG.  

It not only reflects the reputation and quality of work of each individual 

employee, but it is also important for building trust and for ensuring smooth 

working relationships within the staff team and with the COG’s customers 

and partners. 

• Effort and Commitment.  The COG has a long-standing reputation for getting 

amazing amounts of work done, usually with high quality and timeliness, across 

many issues, tasks and projects.  This can be attributed in part to our nature as a 

small planning agency without the day-to-day bureaucracy that bogs so many 

organizations down.   

But it is due even more to the quality of people employed by the COG 
organization, reflected in their commitment to excellence in public service, their 
pride in a job well done, their dedication to “adding value” wherever they are 
needed, and their “whatever it takes” attitude to solving problems and achieving 
important strides for the region. 

As part of the COG tradition, we often hear the concept of “COG material.”  This 
has come to mean people with a special dose of all the above qualities, for whom 
“The Work” is the highest motivation.  It often means self-sacrifice and struggle, 
but it also means pride in accomplishment and deep satisfaction at seeing people 
and organizations helped and at seeing the region grow toward the future. 

So the COG looks for commitment and performance that transcends the day-to-
day “Rules” of behavior.  At the same time, it is important to use the Rules as the 
foundation and start-point – and not to let our “unruliness” get in the way of both 
performance and esprit de corps.   

It is fully assumed and expected that no COG employee will seek to take 
“advantage of the system.”  COG employees do not “put in time” in the 



NORTHWEST NEW MEXICO COUNCIL OF GOVERNMENTS   DRAFT 1 

Administrative Procedures Manual, v. 2026  page 36  

  
 

workplace; they invest their time in achieving excellence in service to the COG 
mission, thus enriching both themselves and others in the process. 

1.2.2. Salaried Employees  

(a) Ineligibility for Overtime.  Salaried employees are considered exempt from the 

provisions of the Fair Labor Standards Act (FLSA) with regard to (a) the basis on 

which they are paid and (b) their exclusion from Overtime Pay.  Salaried 

employees are paid for a body of work, for professional and/or supervisory 

performance and the achievement of general and specific results, independent 

of the time it takes to accomplish those objectives. 

o Technically, salaried employees are not paid “by the hour” and thus they 

do not accrue “overtime” and are not eligible for overtime compensation.   

o While some salaried employees might occasionally accomplish the required 

output in less than the typical 40-hour week, in actuality the 40-hour week 

tends to serve as the minimum time investment needed to achieve 

excellence in the COG’s services. 

(b) Level of Effort.  Executive and professional positions are often affected by work 

demands, external schedules and other factors that require investments of 

time and levels of effort above and beyond the standard 40-hour work week. 

(c) Aligning Effort with Quality.  It is the mutual responsibility of Management and 

Employee to align productivity demands with the time needed to meet those 

demands.  The intent is not to abuse or excessively burden the employee, but 

rather to maintain accountability for quality output and customer service 

according to the COG’s standards.   

(d) Meeting the “COG Standard”.  Historically, in actual practice over the years, 

COG executive and professional staff have tended to average upwards of 50 

hours per week on the job (not including holidays and other leave time).  This 

level of effort has often appeared necessary in light of the challenges faced and 

the demands taken on by the organization.  While such effort is often called for, 

it is likely not sustainable over the long-haul, or at least not in the best interests 

of balance and long-term effectiveness – both individually and collectively.   

Over the last several years, COG management has actively worked with 
professional staff to bring the across-the-board average under 43 hours based 
on weekly check-ins, work program, Planners’ meetings, efficient system and 
technology integration and upgrades. 

On the other hand, the “COG standard” is not a minimalist or “clock-watching” 
ethic, but rather a goal of giving tasks our best effort and achieving the best 
results we are capable of. 

(e) Modified Schedules.  When it comes to the investment, use and documentation 

of time-on-the-job, salaried employees may sometimes be afforded modified 
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scheduling outside of the standard 40-hour week – either on a standing (or 

continuous) basis, or on a case-by-case basis.   

o These changes from the norm are at the discretion of the employee’s 

supervisor and, when necessary, at the concurrence of the Executive 

Director. 

o Such alternative arrangements must be properly documented and 

communicated in a clear and timely manner so that all affected co-workers 

will be aware of the arrangement. 

1.2.3. Hourly Employees 

(a) Eligibility for Overtime.  Hourly employees are considered subject to the 

provisions of the FLSA and as such are paid on an hourly basis, are eligible to 

accrue overtime, and are entitled to additional increments of pay for their 

approved overtime. 

(b) Applying the “COG Standard”.  The “COG standard” is similar for hourly 

positions, i.e., to give our best effort to achieve the best results.  However, it is 

understood that the organization cannot demand additional time from such 

employees without providing overtime compensation. 

1.2.4. Office-based versus Out-of-Office Time 

The COG is a unique organization in many respects:   

• a small, and yet highly productive professional asset in the regional community;  

• quasi-governmental, but neither a “state government office” nor a “local 

government,” and not generally a “direct” service provider to walk-in citizens and 

customers;  

• a white collar/office-based business, but with continuous out-of-office 

commitments and opportunities;  

• an “8-to-5” professional office, but with meetings, trips and assignments that 

frequently take place beyond those normal boundaries. 

We also live in a changing marketplace and world of work, in which “non-premise-
based” work is trending upward and conventional “premise-based” work is on the 
decline.  The “Cloud” has made it possible to conduct increasing amounts of business 
“off-premises,” e.g., outside of the conventional boundaries of time and space.  In 
fact, there are some businesses that now operate entirely within the Cloud, and 
without a “premise” or central place-of-business. 

On the other hand, all of this electronic-age progress does not, and cannot, replace 
face-to-face communication, collaboration and relationship-building.  Our work, after 
all, is essentially human and social in nature – even as we’re cranking out documents, 
crunching numbers and managing our electronic machines.   The machines and 
electronic wizardry now available to us do not take the place of the human and social 
but is there to enhance and further empower our human and social work.  It is 
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therefore critical that we maintain and further develop our social skills to the highest 
extent we can … starting with ourselves. 

In all of this context, we are necessarily a “hybrid” organization, with some of our 
work happening “in the ether” and across distances, and some of our work happening 
in direct interaction with each other and with other individuals and groups.   

As a player in the knowledge industry, the COG is not perfectly masterful in either one 
of those environments.  In our directly human and social setting, we sometimes forget 
how to communicate and cooperate with each other.  We sometimes forget how to 
treat each other.  And we often fall short in making all the connections needed, even 
when we’re right down the hall from each other. 

(a) Office Work.  Office work is still preferred to promote teamwork and in-prompt 

to client interactions. Also, office work benefits from on premise technology, 

internet, and capacities of the COG including printing, mail, etc. Lastly, the 

office provides a common playing field for all staff in terms of performance, 

environment, lead assignments, and provides opportunities for daily 

interactions like mail, phone, door, etc. 

(b) Offsite Work.  An employee may propose to supervisor, and the supervisor and 

if needed Executive Director may exercise the discretion to approve, certain 

out-of-office time as “on-the-job” time, with appropriate arrangements 

regarding documentation of time and work output for those out-of-office 

periods. 

(c) Coordination.  While trust is an important principle in these arrangements, it is 

only reasonable that the employee will need to take on additional 

communication and documentation efforts in connection with the off-site work 

– before, during and following the work. 

(d) Communication.  It is also reasonable to require the employee to be within 

reach of phone, email and/or other appropriate electronic communications 

during off-site work time, as possible within the circumstances. 

(e) Non-Presumption.  At no time should an employee assume or presume that 

such arrangements will be approved for any given time or circumstance.  

Communication and coordination with other staff, supervisors and the 

Executive Director, as appropriate to the situation, are always required. 
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1.3. Leave-Taking 

1.3.1. Policy & Principle.   

The COG’s Personnel Policies provide eligible employees with the benefits of  
approved and available Leave Types [paid Holiday Leave is likewise provided for, but 
is granted on a pre-scheduled basis without specific approvals needed].  Each of these 
categories is handled somewhat differently from the others, but with some 
commonalities: 

(a) Courtesy.  As in all undertakings by the COG team, mutual courtesy is the 

watchword in maintain our social contract 

It is a professional courtesy to the supervisor, the Director and fellow staff for 
an employee to plan leave time in advance and in a manner that does not 
impose unnecessary burden on other employees nor put COG commitments 
unnecessarily at risk. 

It is likewise a professional courtesy for the COG administration to be 
accommodating and responsive to the employee, and to provide timely 
feedback on the disposition of leave requests. 

(b) Advance Notice.  To the extent possible, leave requests should be 

communicated to the supervisor in advance and should be documented prior 

to the taking of leave. 

(c) Non-Presumption.  While the COG administration generally grants employees’ 

legitimate leave requests, the employee should not assume or presume that 

approval will be given on any specific request – and especially when COG 

commitments may be compromised by the employee’s absence.  

Communication and coordination are expected to the most feasible extent. 

1.3.2. Procedure 

(a) Leave Requests.   

▪ Advance Planning.  It is the employee’s responsibility to plan leave time 

requests as far in advance as feasible, to consider and minimize adverse 

impacts on other employees and on COG commitments, to coordinate as 

necessary with fellow staff, and to document leave requests in a timely and 

orderly manner. 

▪ Consultation.  In most cases, it is advisable for the employee to consult with 

the supervisor, and with other staff as appropriate for coordination, prior 

to initiating the documentation process.  Based on that consultation, the 

documentation can then proceed smoothly and without surprise or 

conflict. 

▪ Format.  The leave approval process is currently based on the use of the 

Leave Request Forum via Clicktime.  
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▪ Documentation Process.  The following steps must be followed to 

document and certify approval of leave requests in Clicktime program: 

EMPLOYEE.  The Employee reviews leave balances and prepares the Time Off Request, as designed and provided (and 

as modified or updated) by the administration, providing clear information on the type of leave and the timeframes 

requested.  The Employee submits requests to Supervisor for review.  [NOTE: Clicktime leave balances are not 100% 

accurate but provide a better good idea of leave remaining for use – if you are close, please ask Finance Office for 

official leave balances.] 

 

FINANCE OFFICE.  The supervisor may consult with Finance Office staff to certify the accounting of leave balances per 

the employee’s requested time off.    

 

SUPERVISOR.  The employee’s Supervisor reviews and approves or denies the Time Off request based on the 

information presented. 

 

EXECUTIVE DIRECTOR.  If necessary, the supervisor can consult with Executive Director on the Time Off request as 

presented.  

 

NOTIFICATION.  ClickTime notifies the employee of approval (or disapproval) of the request.  If approved, the Finance 

Office or Supervisor posts the leave to the COG master calendar, and files the approval for inclusion in the 

appropriate payroll run. 

 

1.4. Timesheets 

1.4.1. Policy & Principle 

(a) Purpose.  The COG uses timesheets for three primary purposes: 

• To document staff activity and to authorize and account for payment of 

wages and benefits on a biweekly basis; and 

• To allocate the organization’s costs to the specific revenue sources 

comprising the COG budget. 

• To monitor staff activity to ensure alignment with budget and work 

program. 

(b) Administrative Staff.  In general, administrative support personnel are charged 

on a pre-allocated basis across all eligible funds proportionally, i.e., their time 

is generally not specifically allocated to one source versus another.   

However, on occasion, these staff are asked to charge their hours to specific 
funds when their time commitments to those funds exceed the normal time 
distribution.   For example, blocks of time spent on a particular project can be 
charged to that project fund. 
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(c) Professional and Executive Staff.  Professional and executive employees are

charged to specific revenue sources (“funds”) as specified on their timesheets.

• Salaries are paid strictly in accordance with the 40-hour work week, as

coded in the payroll accounting system.  When an employee has worked

more than 40 hours in a week (or more accurately, more than 80 hours in

a pay period), non-general-fund sources are charged first, with general fund

being charged up to the overall 80-hour limit.

• The COG treasury does not receive extra compensation for employees’

hours above and beyond the 80-hour pay period.

• For payroll purposes, the COG Finance office posts hours per Fund per day

of the biweekly pay period.  Detail on Components and Activities are not

posted to the accounting software.

The full detail of planning and executive staff timesheets is used for
program reporting and backup documentation for drawdowns against the
respective Funds of the organization.

1.4.2. Procedure 

(a) Professional and Executive Staff.  Professional and Executive staff utilize the 
ClickTime program, which is set up by Clients (Fund), Projects (Functions), and 
Activities.  Timely completion of ClickTime entries is critical to smooth and 
accurate payroll accounting, as well as to support drawdowns against the COG’s 
various funding sources (“”Funds”).   The following steps apply:

(1) Employee completes weekly entries in ClickTime no later than 11:00am 
on the Monday following the work week, and electronically submits it for 
review within ClickTime.  [NOTE:  As a matter of discipline, it is advisable 
that employees seek to complete these reports by end-of-business the 
prior week.]

• For all staff, the timesheets will be accessed by their supervisor, 
following submission.  The supervisor reviews the timesheets, 
electronically modifies, rejects with comments, or approves them, 
obtains Employee and Supervisor signatures, and submits them 
electronically to Finance Office. Any additional approvals or signoffs 
should be handled by the supervisor.

Before finalizing, the supervisor informs and/or consults with the 
Employee as necessary on any changes in coding or hours before 
finalizing.

(2) The Executive Director submits his timesheet for processing by the 
Finance Office by 11:00am on the Monday following the work week.

• The Office Manager countersigns on the Executive Director’s 
timesheets on a weekly basis.
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• If issues arise or discrepancies, Office Manager should inform the 

Board Chair.  

(3) The Finance Office receives all approved timesheets no later than 3:00pm 

on Mondays and processes them into the payroll accounting system.  

Final posting for biweekly payroll is no later than 5:00pm on the Tuesday 

following each 2-week pay period.    

(4) Failure by an Employee to meet this essential deadline will result in loss 

of the Direct Deposit privilege for that pay period and likely late payment. 

(b) Administrative Support Staff.  Weekly time allocations for the Executive 

Secretary, Finance Manager, and Finance Assistant are generally of a nature 

that it is not practical to charge specific time blocks to specific Funds.  Their 

time is therefore spread by formula across all eligible Funds.  [An “eligible” Fund 

is one in which the funding source does not limit expenditures to highly specific 

personnel or other costs.]  For these employees, the following procedure 

applies: 

(c) Adjustments.  With the approval of the Supervisor and Executive Director, final 

adjustments to the biweekly timesheet for payroll accounting may be made 

(which for ClickTime users may be done via ClickTime Override).  These changes 

should be made by 3:00pm on the Monday following Pay Period Ending (PPE), 

but in no case will changes be posted to payroll accounting after 12:00pm on 

the Tuesday following PPE.     
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Addendum B  
 

F O R M S 
 

 This section includes the following forms to be used by employees: 
 

• Employee Acknowledgement Form 
 

• Employee’s Estimate of Relocation Expenses Form 
 

• Timesheets (available via Clicktime) 
 

• Request for Overtime Form 
 

• Travel & Expense Reimbursement Form (available via Clicktime) 
 

• Leave Form (available via Clicktime) 
 

• Report of Sexual Harassment or Discrimination Form 
 

• Report of Violence Form 
 

• Employee Grievance Form 
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NORTHWEST NEW MEXICO COUNCIL OF GOVERNMENTS 
 

Administrative Procedures Manual 
 

 

EMPLOYEE ACKNOWLEDGEMENT FORM 
 
 

I acknowledge this statement of the Administrative Procedures Manual of the Northwest New 
Mexico Council of Government (COG) as constituting authoritative guidelines governing important 
aspects of my employment.  I understand that I should consult the Executive Director, and/or the 
Executive Director’s designee, regarding any questions I may have, including those which appear not to 
be answered within the Manual or its companion – our Personnel Policies. 
 
 I understand that the information, policies, and benefits described herein are subject to change, 
I acknowledge that revisions to the Policies may occur, and I am assured that such changes will be 
communicated through official notices.  I understand that revised information may supersede, modify, or 
eliminate existing policies, and that the COG Board of Directors has the authority to adopt any revisions 
to the Policies in this statement.  I moreover understand and acknowledge that, within the purview of 
these authoritative Policies, the Executive Director is empowered to implement such administrative 
procedures and standards as may be necessary to support and enforce them and may provide such 
procedures in written form as addenda to the Policies herein.  I understand that such procedures and 
standards are documented separately and as such are to be made available to me for reference. 
 
 I furthermore acknowledge that these Policies are neither a contract of employment nor a legal 
document.  I have received the Policies, and I understand that it is my responsibility to read and comply 
with the Policies contained herein and any revisions subsequently made to them. 
 
[NOTE:  One copy of the signed Employee Acknowledgement Form shall be retained by the Employee, and 
one shall be placed on file by the Employer.] 
 
 

 

ACKNOWLEDGEMENT 
 
Employee’s Signature: _____________________________________ Date: ____________ 
 
Employee’s Printed Name: _________________________________ 
 
 
ATTEST: ___________________________________  Date:  ____________ 
  Human Resources Manager 
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NORTHWEST NEW MEXICO COUNCIL OF GOVERNMENTS 

 

Employee’s Estimate of Relocation Expenses 
 

In general, moving expenses are not reimbursed for persons relocating to join the staff of the COG.  
However, reimbursement of expenses may be approved by the Executive Director if deemed appropriate or 
necessary, and if budget is available for this purpose. 

 
The following information may be used by the Executive Director in considering a possible allowance for 

relocation cost reimbursement. 

Employee Name:  

Employee Position:  

Please explain why you believe your relocation expenses should be reimbursed: 

 

 

 

 

List your estimated expenses below:  

Professional Mover/Truck Rental: $  

Fuel Costs: $  

Hotel/Motel Costs: $  

Meal Costs: $  

Miscellaneous: $  

Total Estimated Expenses: $  

 
   
Please read the following and sign below: 

“I acknowledge that reimbursement of moving expenses is made on the assumption that I will remain 
employed with the COG not less than one year.  In the event of my termination of employment with the COG for 
any reason prior to one year, I agree to repay to the COG any reimbursed moving expenses on a pro-rated basis 
related to the duration of my employment.” 
 
_____________________    _______________________________________ 
Date       Employee Signature 
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NORTHWEST NEW MEXICO COUNCIL OF GOVERNMENTS 

Request for Overtime 

 
 

 
Date of Submission: _____________________ 
 
Employee Name: ____________________________________________ 
 
Employee Job Position: _______________________________________ 
 
Office/Department: ________________  
 
 
 
Date(s) of Overtime: ________________ 
 
 
Reason for Overtime: __________________________________________________________________ 
 
Number of Hours Requested: ________________ 
 
 
 
 

 
 
 
_____________________    _______________________________________ 
Date       Employee Signature 
 
 
_____________________    _______________________________________ 
Date       Supervisor/Director Signature 
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NORTHWEST NEW MEXICO COUNCIL OF GOVERNMENTS 

Report of Sexual Harassment or Discrimination Form 

Any incidence of sexual harassment or discrimination against a COG staff person, intern, volunteer or 
visitor must be reported to the Executive Director or Deputy Director as soon as possible.  If you have been the 
victim of sexual harassment or discrimination in the COG workplace or witnessed such actions, please complete 
the information below, sign and date the form, then give the original to the Executive Director or Deputy Director.  
A copy of the form should also be given to your supervisor. 

 
Your Name: __________________________________________________________________________ 
 
Name of Person Who Suffered Harassment – Discrimination: ___________________________________ 
 
Date of Incident: ______________________________________  
 
Location/Place of Incident: ______________________________________________________________ 
 
Time of Incident: _______________________ 
 
Person(s) Who Committed the Alleged Harassment – Discrimination: ____________________________ 
 
Description of Incident: _________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
____________________________________________________________________________________ 
 
Please provide the name(s) of any person(s) who witnessed the incident: 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 
Have you reported the incident to any local, state or federal authority? ______  If  yes, please explain: 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
 
Other comments or observations: _________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
 
 
_________________________    _______________________________________ 
Date       Signature 
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NORTHWEST NEW MEXICO COUNCIL OF GOVERNMENTS 

Report of Violence 

 
Any incidence of violence against a COG staff person, intern, volunteer, or visitor must be reported to the Executive 
Director or Deputy Director as soon as possible.  If you have been the victim of violence in the COG workplace or 
witnessed violence, please complete the information below, sign and date the form, then give the original to the 
Executive Director or Deputy Director.  A copy of the form should also be given to your supervisor. 

Your Name:  

Date of Incident:  Time of Incident:  

Location/Place of Incident:  

Name (if known) of Other Person(s) involved:  

Description of Incident:  

  

  

  

Please describe any known injuries to yourself or others involved in the incident: 

  

  

  

Did you or any other person receive medical attention as a result of the incident?  Yes         No 

If yes, please explain:  

  

  

Other comments or observations:  

  

  

  

   

Date Signature 
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NORTHWEST NEW MEXICO COUNCIL OF GOVERNMENTS 

Employee Grievance Form 

 
Regular employees who have completed their probationary period and have been disciplined, demoted, 

harassed, or discriminated against have the right to file a grievance and seek remedy therefor.  However, the COG 
expects that problems and disagreements in the workplace will first be addressed by those persons closest to the 
source of the problem, and that employees will make a good faith effort to resolve such difference or conflicts prior 
to beginning the grievance process. 
 

If you have made a good faith effort to resolve your concern and it was not resolved to your satisfaction, 
you are entitled to file a grievance.  Employees should first direct a grievance to the COG’s designated Human 
Resources Officer, and if not resolved, to the Executive Director.  Note: if the Human Resources Officer is the subject 
of the grievance, the grievance may be addressed directly to the Executive Director.  Please complete the 
information below, sign and date the form, then give the original to the Human Resource Officer or Executive 
Director as noted in this paragraph.  A copy of the form should also be given to your Supervisor.   

 
In order to initiate the grievance process, this form must be submitted within ten (10) days of the incident 

in question.  The filing of this form constitutes a request for a hearing on the grievance. 
 
Employee Name: ____________________________________________ 
 
Supervisor’s Name: __________________________________________ 
 
Person you are directing this grievance to: 
[  ]  Executive Director   [  ]  Deputy Director    [  ]  Office Manager    [  ]  COG Board of Directors 
 
Indicate the type of Grievance you are filing: 
 
[  ]  Class A Grievance:  work-related issues pertaining to interpretation or application of rules and written reprimands 
that do not result in a loss of pay. 
 
[  ]  Class B Grievance:  an action by management that has resulted in actual documented financial loss, as opposed 
to anticipated future financial loss, or a disciplinary action other than a written reprimand. 
 
[  ]  Class C Grievance:  pertains to alleged harassment, workplace violence or the threat thereof, or discrimination 
on the basis of race, sex, age, national origin, color, or mental or physical disability. 
 
 
Effective Date of Grievance (date of incident, discipline, discrimination, etc): _____________________ 
 
 
Description of Grievance:  Please type or print the grievance on a separate page, sign and date it at the bottom, and 
attach it to this form.  When describing the grievance, please list the reasons for requesting a hearing, the specific 
complaints and/or policies allegedly violated, the names of any witnesses you wish to present to establish the 
credibility of such complaints, and the specific relief or resolution requested. 
 
 
 
_____________________    _______________________________________ 
Date       Employee Signature 
 



Jun 30, 25

ASSETS
Current Assets

Checking/Savings
10100 · Pinnacle Bank - Operating (Operating - Checking)

10100.1 · Operating Reserve 120,542.60
10100 · Pinnacle Bank - Operating (Operating - Checking) - Other 1,901,974.23

Total 10100 · Pinnacle Bank - Operating (Operating - Checking) 2,022,516.83

10102 · Pinnacle Bank - R.L.F 90,131.76
10104 · Pinnacle Bank - F.S.L.F. 62,316.42

Total Checking/Savings 2,174,965.01

Accounts Receivable 2,083,773.36

Total Current Assets 4,258,738.37

Other Assets 0.00

TOTAL ASSETS 4,258,738.37

LIABILITIES & EQUITY
Liabilities

Current Liabilities
Accounts Payable

20100 · Accounts Payable (Unpaid or unapplied vendor bills or credits) 1,017,118.15

Total Accounts Payable 1,017,118.15

Other Current Liabilities
20200 · Deferred Revenue 1,935,857.92
20300 · Accrued Wages 14,054.08
203000 · Accrued Payroll Liabilities (Unpaid payroll liabilities. Amounts withheld or accrued, but not yet paid)

203001 · PERA Liability 2,860.92

203002 · EE Insurance Liability 6,264.32
203003 · NM Workers Compensation 171.50
203004 · NM Unemployement Liability 266.54
203005 · Federal Unemployment Liability 786.48
203006 · Employee Fund Liability 1,334.72
203000 · Accrued Payroll Liabilities (Unpaid payroll liabilities. Amounts withheld or accrued, but not yet paid) - Othe -837.81

Total 203000 · Accrued Payroll Liabilities (Unpaid payroll liabilities. Amounts withheld or accrued, but not yet paid) 10,846.67

20302 · Accrued Payroll Taxes 1,118.31
20304 · Accrued Employee FB -1,657.17
20305 · Accrued Interest 80.50
20500 · Employee Fund 470.00

Total Other Current Liabilities 1,960,770.31

Total Current Liabilities 2,977,888.46

Total Liabilities 2,977,888.46

Equity 1,280,849.91

TOTAL LIABILITIES & EQUITY 4,258,738.37

6:15 PM Northwest New Mexico Council of Governments
08/18/25 Balance Sheet
Accrual Basis As of June 30, 2025
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Apr - Jun 25

Ordinary Income/Expense
Income

100 · General
40501 · Interest Income 2,049.30
48000 · Matching Revenue 46,925.33

Total 100 · General 48,974.63

500 · Federal grants and contracts
40100 · Federal Grant Revenue 159,693.15

Total 500 · Federal grants and contracts 159,693.15

600 · State grants and Contracts
40200 · State Grant Revenue 614,221.37

Total 600 · State grants and Contracts 614,221.37

800 · Local Grants & Contracts
40402 · Special Project Revenue 1,930,090.60

Total 800 · Local Grants & Contracts 1,930,090.60

900 · Asset Maintenance Fund
40502 · Rent Income 13,500.00

Total 900 · Asset Maintenance Fund 13,500.00

Total Income 2,766,479.75

Gross Profit 2,766,479.75

Expense
a. Personnel

50000 · Payroll Expenses -1,499.09
50001 · Wages & Salaries 206,432.41

Total a. Personnel 204,933.32

b. Fringe Benefits
50002 · Employee FB 23,276.85
50004 · Payroll Taxes 17,781.72
50100 · Insurance 17,905.56

Total b. Fringe Benefits 58,964.13

c. Travel
60108 · Registration 2,725.00
60200 · Travel & Per Diem 4,931.09
60201 · Mileage Costs 1,330.49

Total c. Travel 8,986.58

e. Supplies
60100 · Office Supplies 1,718.19
60500 · Computer Software & Equipment 332.12

Total e. Supplies 2,050.31

f. Contractual
60405 · Professional Services-Restrict 2,450,076.37
60406 · Professional Services-General 19,550.41
60504 · Audit 2,260.13

Total f. Contractual 2,471,886.91

6:28 PM Northwest New Mexico Council of Governments
08/18/25 Profit & Loss
Accrual Basis April through June 2025

Page 1



Apr - Jun 25

h. Other
Facility Expenses

60404 · Rent Expense 6,750.00
60700 · Facility Maintenance 2,244.89
60701 · Utility 1,559.51

Total Facility Expenses 10,554.40

Vehicle Expenses
60602 · Vehicle Insurance 308.00
60703 · Vehicle Maintenance 450.72
60704 · Fuels Expense 795.63

Total Vehicle Expenses 1,554.35

60101 · Duplicating & Copying 2,169.43
60102 · Postage and Delivery 196.87
60103 · Telephone & Telecom 3,351.24
60104 · Subscription & Dues 1,019.32
60105 · Meeting 908.52
60112 · Service Charge(s) 6.25
60603 · Other Insurance 323.00

Total h. Other 20,083.38

58000 · Grant Match Expense 46,925.33

Total Expense 2,813,829.96

Net Ordinary Income -47,350.21

Net Income -47,350.21

6:28 PM Northwest New Mexico Council of Governments
08/18/25 Profit & Loss
Accrual Basis April through June 2025

Page 2



Jul '24 - Jun 25

Ordinary Income/Expense
Income

100 · General
40400 · Local Revenue

40401 · Member Dues 386,952.00

Total 40400 · Local Revenue 386,952.00

40501 · Interest Income 11,918.42
40504 · Misc. Income 182.52
48000 · Matching Revenue 198,089.46

Total 100 · General 597,142.40

500 · Federal grants and contracts
40100 · Federal Grant Revenue 442,042.99

Total 500 · Federal grants and contracts 442,042.99

600 · State grants and Contracts
40200 · State Grant Revenue 3,169,092.65

Total 600 · State grants and Contracts 3,169,092.65

800 · Local Grants & Contracts
40402 · Special Project Revenue 5,918,166.88
40403 · Local Fiscal Agency Fees 10,000.00

Total 800 · Local Grants & Contracts 5,928,166.88

900 · Asset Maintenance Fund
40502 · Rent Income 54,000.00
40503 · Vehicle Mileage Reimbursements 502.11

Total 900 · Asset Maintenance Fund 54,502.11

Total Income 10,190,947.03

Gross Profit 10,190,947.03

Expense
a. Personnel

50000 · Payroll Expenses 5,730.70
50001 · Wages & Salaries 772,898.90

Total a. Personnel 778,629.60

b. Fringe Benefits
50002 · Employee FB 87,434.97
50004 · Payroll Taxes 67,593.63
50100 · Insurance 72,423.18

Total b. Fringe Benefits 227,451.78

c. Travel
60108 · Registration 14,492.24
60200 · Travel & Per Diem 24,684.25
60201 · Mileage Costs 7,257.13

Total c. Travel 46,433.62

e. Supplies
60100 · Office Supplies 6,120.42
60500 · Computer Software & Equipment 1,207.04

Total e. Supplies 7,327.46

6:28 PM Northwest New Mexico Council of Governments
08/18/25 Profit & Loss
Accrual Basis July 2024 through June 2025

Page 1



Jul '24 - Jun 25

f. Contractual
60405 · Professional Services-Restrict 8,589,446.91
60406 · Professional Services-General 20,076.28
60504 · Audit 15,067.51

Total f. Contractual 8,624,590.70

h. Other
Facility Expenses

60404 · Rent Expense 27,000.00
60601 · Facility Insurance 8,164.00
60700 · Facility Maintenance 4,688.74
60701 · Utility 7,580.44

Total Facility Expenses 47,433.18

Vehicle Expenses
60602 · Vehicle Insurance 5,327.00
60703 · Vehicle Maintenance 2,356.25
60704 · Fuels Expense 2,544.21

Total Vehicle Expenses 10,227.46

60101 · Duplicating & Copying 4,543.73
60102 · Postage and Delivery 703.47
60103 · Telephone & Telecom 13,456.89
60104 · Subscription & Dues 16,904.87
60105 · Meeting 8,771.40
60106 · Printing 47.34
60107 · Advertising 194.31
60111 · Special Events - COG 4,233.31
60112 · Service Charge(s) 17.25
60603 · Other Insurance 4,974.00
60801 · Miscellaneous Expense 210.00

Total h. Other 111,717.21

58000 · Grant Match Expense 197,328.27
60113 · Payroll Processing Fees 425.35

Total Expense 9,993,903.99

Net Ordinary Income 197,043.04

Net Income 197,043.04

6:28 PM Northwest New Mexico Council of Governments
08/18/25 Profit & Loss
Accrual Basis July 2024 through June 2025
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Current 1 - 30 31 - 60 61 - 90 > 90 TOTAL

Auddit AJE 0.00 0.00 0.00 0.00 0.00 0.00
CIBOLA-ZMTP 0.00 0.00 0.00 0.00 0.00 0.00
DFA - NM Local Government Division 203,845.71 0.00 223,800.07 90,547.00 0.00 518,192.78

Doug Lenberg 0.00 0.00 0.00 0.00 0.00 0.00
EDA - US Economic Dev. Administration 21,949.11 0.00 0.00 0.00 0.00 21,949.11

McEGFEDD 43,572.25 0.00 0.00 0.00 54,025.57 97,597.82
MEMBERS 0.00 0.00 0.00 0.00 0.00 0.00
MEMBERS - McKinley County

McK Northside Planning 3,130.00 0.00 0.00 0.00 0.00 3,130.00

Total MEMBERS - McKinley County 3,130.00 0.00 0.00 0.00 0.00 3,130.00

MEMBERS - NWNMRSWA 0.00 0.00 0.00 0.00 0.00 0.00
MEMBERS - Village of Milan

EDA Grant Admin 17,297.44 0.00 0.00 0.00 0.00 17,297.44
I40 (Horizon), 864-4 244,994.14 0.00 0.00 0.00 0.00 244,994.14
I40 (Sawmill), 864-5 398,083.36 0.00 0.00 311,262.26 290,059.73 999,405.35

Total MEMBERS - Village of Milan 660,374.94 0.00 0.00 311,262.26 290,059.73 1,261,696.93

NMDOT - NM Department of Transportation 31,603.88 0.00 0.00 0.00 0.00 31,603.88

PED - NM Public Education Department 91,849.28 0.00 0.00 0.00 0.00 91,849.28
USDA - US Department of Agriculture 0.00 0.00 0.00 0.00 0.00 0.00
USDOL - US Department of Labor 57,753.56 0.00 -890.00 890.00 0.00 57,753.56

TOTAL 1,114,078.73 0.00 222,910.07 402,699.26 344,085.30 2,083,773.36

6:29 PM Northwest New Mexico Council of Governments
08/18/25 A/R Aging Summary

As of June 30, 2025

Page 1



Current 1 - 30 31 - 60 61 - 90 > 90 TOTAL

Bohannan Huston 0.00 586,778.50 0.00 0.00 0.00 586,778.50
Cibola County 63,704.84 0.00 0.00 0.00 0.00 63,704.84
Four Corners Economic Development, Inc. 12,500.00 0.00 0.00 0.00 0.00 12,500.00
GRANDMA JO'S BAKERY 0.00 0.00 0.00 0.00 -810.00 -810.00
Greater Gallup Economic Development Corp 0.00 0.00 0.00 0.00 0.00 0.00
NV5, INC. 2,425.87 0.00 0.00 0.00 0.00 2,425.87
NW NM Regional Solid Waste Authority 8,522.76 0.00 0.00 0.00 0.00 8,522.76
San Juan County 0.00 0.00 148,266.84 0.00 0.00 148,266.84
SJT Group LLC 0.00 0.00 0.00 0.00 -3,228.75 -3,228.75
Southwest Indian Foundation 57,753.56 0.00 0.00 0.00 0.00 57,753.56
Village of Milan 140,140.87 0.00 0.00 0.00 0.00 140,140.87
Wilson & Company, Inc. 1,063.66 0.00 0.00 0.00 0.00 1,063.66

TOTAL 286,111.56 586,778.50 148,266.84 0.00 -4,038.75 1,017,118.15

6:30 PM Northwest New Mexico Council of Governments
08/18/25 A/P Aging Summary

As of June 30, 2025

Page 1
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Section I. Purpose & Scope 

This policy establishes guidelines and objectives for the Northwest New Mexico Council of 

Governments (NWNMCOG) regarding investment practices for public funds. It ensures clarity and 

consistency among financial institutions, the Advisory Investment Committee (AIC), and 

NWNMCOG staff in managing investments with respect to the guidelines and limitations, 

including but not limited to collateralization of public monies, in making its investment decision.   

This guidance formulated in this policy is to be observed by the administration; management and 

entities involved in any aspect of the investments made by the NWNMCOG Executive Director 

and shall apply to all monetary assets of the NWNMCOG. 

Section II. Investment Authority & Delegation 

A. Investment Authority 

The Executive Director of NWNMCOG shall determine how to deposit and invest funds, subject 

to approval by the Board of Directors. Neither party may act unilaterally. 

B. Delegation 

The Board of Directors hereby establishes the Advisory Investment Committee (AIC) and 

delegates authority to approve or disapprove investment decisions made by the Executive 

Director. This delegation may be revoked by majority vote. 

 

Section III. Advisory Investment Committee (AIC) 

An AIC shall be established consisting of the following, serving in their respective capacity, with 

terms as follows: 

A. Members 

1. Executive Director  

2. Board Member or Appointee  

3. Finance Officer or Appointee 

B. Meetings 

• Quarterly or as needed  

• Complaint with Open Meetings Act and Government Conduct Act 

• Records maintained by Finance Officer  



C. Duties 

1. The Committee shall review a listing of all future projects/expenditures provided by the 

Finance Officer or Appointee in order for the AIC to determine the liquidity requirements.  

A summary of all current NWNMCOG funds available for investment shall be provided to 

the NWNMCOG Board and shall be made part of the quarterly Finance Report. 

2. The Committee shall review and evaluate previous investment activity, review the current 

status of all funds held by the NWNMCOG, discuss present and future cash requirements 

and maturing investments and discuss investment strategy with NWNMCOG Executive 

Director based on investment guidelines and objectives of this Policy. 

3. The Committee will periodically review this Investment Policy and investments, and the 

Committee Chair shall make recommendations to the NWNMCOG Board of Directors 

regarding amendments and/or modifications to the Investment Policy. 

4. All members of the Committee have the duty to become familiar with applicable laws and 

regulations regarding investment of public funds and to review the NWNMCOG’s 

investments. 

5. Any action made by the AIC shall be presented to the Board of Directors at its next regular 

meeting. 

 

Section IV. Investments 

A. Guidelines 

The Executive Director determines how and where to deposit and invest NWNMCOG funds along 

with concurrence from the AIC in compliance with this Policy.  

Funds shall be invested in compliance with the provisions of the State of New Mexico statutes, 

Department of Finance and Administration’s Local Government Division rules, and NWNMCOG 

resolutions. Investments of any tax-exempt borrowing proceeds and any related debt service 

funds shall comply with the arbitrage restrictions and with all applicable Internal Revenue Codes.  

Due to market complexity, expertise of brokerage services may also be solicited.  Said Policy shall 

also serve to ensure compliance stipulated with specific funding sources that are not eligible for 

interest earnings.  

In order to provide the greatest safety and protection for the NWNMCOG’s investments public 

monies shall be invested with emphasis on the following listed priorities:  

1. Safety   



2. Liquidity  

3. Yield  

B. Eligible Funds 

NWNMCOG funds (not all inclusive) are: 

• Budgeted Funds 

• General Funds 

• Reserve Funds 

• Trust and Agency Funds 

• Project Funds (excluding unallowable interest bearing monies) 

The investment of any funds held for security or bond by the Board of Directors for vendors 

and/or contractors of NWNMCOG are the management responsibility of the Board of Directors 

and will not be included with this policy. 

 

Section V. Investment Guidelines & Objectives 

A. Safety - Investments must preserve principal and be collateralized at 100%, net of FDIC/NCUA 

insurance. 

The first objective is to preserve the overall value of the principal and to not diminish the principal 

amount of the investment. Minimizing risk to principal of funds is the pre-eminent objective of 

this policy.  In order to guarantee preservation of the principal investment, the NWNMCOG shall 

only invest in following and shall ensure that all funds be collateralized not less than 100% netting 

applicable federal deposit insurance corporation (FDIC) and/or National Credit Union Association 

(NCUA) of $250,000 each for demand and time deposits in reference to item c. and in accordance 

with resolutions approved by NWNMCOG Board of Directors.  And although NMSA 1978 Section 

6/10/17 was changed to read that 50% collateral is acceptable, the State Constitution Article VIII, 

Section 4 states…it must be fully insured and was unchanged.  Therefore, it is within the authority 

of NWNMCOG to decide the risks involved and what is in the best interest of its public monies 

and will continue to abide and default to the State Constitution (Reference: Section 7 Safekeeping 

and Custody). 

• Direct Obligation of the U.S. Treasury or in securities issued by agencies of the federal 

government; 

• Banks, savings and loans, and credit unions which are insured by an agencies of the federal 

government (e.g. FDIC and/or NCUA); 



• The State Investment Council’s Long-Term Investment Funds (Considered to be more than 

one year), administered by the State Investment Officer (NWNMCOG Resolution 

required).  Asset Allocation: Investments with the State Investment Council should have 

an asset allocation strategy that will protect the Fund against inflation and promote 

growth.  The following guidelines are established to achieve this objective: 

 

Long Term Allowance 

Asset Class  Target  Range 

Fixed Income    15%  10-25% 

Domestic Equity   80%  25-80% 

International Equity    5%  20% 

 

It is recognized that economic conditions may cause the asset allocations to fluctuate 

within the allowable ranges. The above percentages will be based on the market value of 

the Fund’s assets. 

B. Liquidity - Funds must be available for anticipated and emergency needs. Use of the State 

Treasurer’s Overnight Pool is permitted. 

Funds shall be made available to meet all anticipated NWNMCOG obligations and a prudent 

reserve shall be kept available to meet unanticipated cash requirements.  Availability has two 

aspects: 

• Liquidity – ability to change an investment into its cash equivalent on short notice at its 

prevailing market value. 

• Cash flow – the process of scheduling cash flow so investments mature and are converted 

into cash in tandem with the NWNMCOG’s anticipated cash requirements. 

To meet this objective the NWNMCOG may utilize the State Treasurer’s Overnight Pool as well as 

all other allowable designated depositories within the geographical limits of the NWNMCOG. 

Monies may deposited in any allowable investments including Overnight State Treasurer Repos 

which return a rate not less than that provided by the State Treasurer’s Overnight Pool. 

Should an emergency situation arise (e.g. potential market crashes, emergency situations that 

require immediate resolution so as to not jeopardize the safety of the NWNMCOG’s constituents) 

that requires an immediate decision to liquidate time and/or demand deposits, it is understood 

that all precautions and efforts to first secure principal amount of public monies may be done 

without prior AIC or Board of Directors approval but must advise all interested parties as soon as 

feasible. 

C. Yield - Investments should earn optimal returns consistent with safety and liquidity. 



Investment of public monies shall earn the optimum return income from the NWNMCOG Funds 

commensurate with the objectives of safety and availability of the principal invested.  The 

investment portfolio shall be designed with the objective of attaining a market rate of return 

throughout budgetary and economic cycles, taking into account the investment risk constraints 

and liquidity needs.  Although, return on investment is important, safety and liquidity objectives 

must be considered priorities. The NWNMCOG’s investment portfolio shall be diversified and 

designed with the objective of attaining the highest market rate of return. 

Section VI. Standards of Prudence 

All participants in the investment process must act responsibly, in accordance with the law, and 

in accordance with the “prudent investor” rule, which states: “Investments shall be made with 

judgement and care, under circumstances then prevailing, which persons of prudence, discretion 

and intelligence exercise in the management to their own affairs, not for speculation, but of 

investment, considering the probable safety of their capital as well as the probable income to be 

derived”. 

Section VII. Safekeeping & Custody: All securities shall be held by a third-party custodian and 

documented with safekeeping receipts. Custodial agreements must be executed with chartered 

institutions. 

All securities transactions entered into by NWNMCOG shall be conducted on a delivery-versus-

payment (DVP) basis.  Securities will be held by a financial institution designated by or accepted 

by the NWNMCOG Executive Director as primary agent to serve as a third-party custodian on the 

NWNMCOG’s behalf.  The primary agent shall issues a safekeeping receipt to the NWNMCOG 

listing the specific instrument, rate, maturity, location and all other pertinent information.  All 

securities shall be properly designated as an asset of the NWNMCOG and no withdrawal of such 

securities, in whole or in part, shall be made from safekeeping except by the Executive Director 

as authorized herein, or by the Executive Director’s designee with the understanding that if such 

releases are to be replaced by additional securities, due to increase or decrease in investments 

and/or deposits, the newly issued securities meet the same standards as outlined in this policy. 

The NWNMCOG shall execute third party custodial agreements with its banks or other custodial 

agents, which are chartered by the United States government or the State of New Mexico. Such 

agreements shall include letters of authority from the NWNMCOG, details as to responsibilities 

of each party, notification of security purchases, sales, delivery, safekeeping, transaction costs 

and procedures in case of wire failure or other unforeseen mishaps, and the liability of each party. 

All securities held for the NWNMCOG public monies shall be held free and clear of any lien and 

either used solely to collateralize said invested public monies or financial institution shall disclose 

percentage being used to collateralize said invested public monies. All transactions will be 



conducted in compliance with Section 6-10-10 (P) NMSA 1978, which requires contemporaneous 

transfer and same day settlement.  On a monthly basis, the custodian will provide reports, which 

will list all transactions that occurred during the month, and all securities held for the NWNMCOG 

at month-end including the book and market value of holdings. 

Section VIII. Ethics & Conflicts of Interest: All parties involved must disclose financial interests 

and avoid conflicts that impair impartiality. 

Officers, employees, elected, appointed officials and committee members serving in any capacity 

involved in the investment process shall refrain from personal business activity that could conflict 

with proper execution of the investment program, or which may impair their ability to make 

impartial investment decisions. Same shall disclose to the NWNMCOG, in writing, any material 

financial interests in financial institutions that conduct business within NWNMCOG’s jurisdiction, 

and they shall further disclose any large personal financial/investment positions that are or could 

be construed as being related to the performance of the NWNMCOG’s portfolio. 

Section IX. Reporting Policies 

The Executive Director shall report to the Board of Directors as well as the State Department of 

Finance and Administration as required on a quarterly basis.   On a quarterly basis, the Executive 

Director shall provide a performance evaluation which will indicate the yield, capital gain (if any), 

and time weighted rate of return of the NWNMCOG’s portfolio in total with respect to the 

performance objectives mentioned above.  This report shall include a summary of securities by 

maturity, applicable coupon payment, as well as the weighted average data for the portfolio. 

Section X. Internal Controls: Controls include delegation of authority, separation of duties, daily 

reconciliation, and third-party custodians. Annual review by the AIC is required. 

The Executive Director has established a system of internal controls designed to prevent losses of 

public funds arising from fraud, employee error, misrepresentation by third parties, unanticipated 

market changes, conflicts of interest, or imprudent actions by employees and officers of the 

NWNMCOG.  Controls, not all inclusive, include: clear delegation of authority, separation of 

transaction and accounting authority, periodic balancing and reporting within budgeted 

allocations, written confirmation requirements, and use of third-party custodians. These controls 

shall be reviewed annually by the Investment Committee no later than 30 days after the 

completion of the annual audit performed by an independent auditor.  All investment 

transactions shall comply with Section 4-45-4 NMSA 1978.  

Section XI. Portfolio Performance: The portfolio shall be actively managed to improve yields 

without undue risk. Speculative investments are prohibited. 



The NWNMCOG portfolio will be actively managed in order to appropriately improve yields 

without materially exposing NWNMCOG funds to credit risks or market risk.  Active portfolio 

management shall be based on prudent investment decisions taking into account, but not limited 

to the following factors; market direction, decisions of the Federal Reserve, significant economic 

forecast data, local economic conditions and current cash flow analysis. 

Speculative investments in pursuit of yield enhancement that involve unusual and unsupportable 

risk shall be prohibited.  The NWNMCOG”s investment portfolio shall be designed and managed 

with the objectives of obtaining a market rate of return throughout budgetary and economic 

cycles, commensurate with the investment risk constraints and shall remain diversified with 

staggering maturity dates on time investments to allow for liquidity requirements. 

Section XII. Implementation: Policy amendments may be made based on legal changes or 

recommendations from the Executive Director, AIC, or Board.  

The Investment Policy shall be amended and made part of said Policy to allow for changes in: 

• State law or any other regulatory requirements governing investments 

• Terms or guidelines within said Policy may be deemed to be invalid or unenforceable. 

Any Investment Officer and designees, acting in accordance with the Investment Policy and 

exercising due diligence shall be bonded and shall not be held personally responsible nor liable 

for an individual security’s risk or market price changes of a particular security, provided that 

deviations from expectations are timely noted and appropriate action is taken to control and 

prevent further adverse effects on the Board of Directors together with the Executive Director 

has the signature authority to approve the redemption of the investment and the temporary 

deposit on behalf of the entire Board. 

During the absence of the Executive Director, the Deputy Director shall serve as an authorized 

designee for investment decisions – excluding signatory authority. 

Section XIII. Distribution of Policy 

Copies of this policy shall be distributed to all committee members, Board members, approved 

financial and bank depository institutions, and auditors upon request at no cost. 

  



NOW, THEREFORE, BE IT RESOLVED, that the Board of Directors of the Northwest New Mexico 

Council of Governments do hereby: 

APPROVE AND ADOPT THIS INVESTMENT POLICY ON THIS 20th day of August 2025. 

 

_________________________________ ATTEST: __________________________________ 

Louie Bonaguidi                                                                        Evan J. Williams  

Board Chair                                                                                Board Secretary and Executive Director 

 

 



  

 

 

 
 
 RESOLUTION #2025-002 
 

Bank Depositories 
 
WHEREAS, the Board of the Northwest New Mexico Council of Governments (COG) has the authority to 

approve financial matters of the COG including the selection of depository institutions for COG 
funds based on its intention to analyze and potentially set up an investment policy and program; 
and 

 
WHEREAS, the Board of the Northwest New Mexico Council of Governments wish to distribute, as available, 

these funds in a fair and impartial manner according to investment guidelines as set forth by the 
State of New Mexico; and 

 
WHEREAS, the County of McKinley has six (6) banking and investment institutions that qualify as 

depositories for the investment of these funds. 
 
NOW, THEREFORE, BE IT RESOLVED THAT: the Board of the Northwest New Mexico Council of 

Governments hereby designates Wells Fargo Bank, WaFd Bank, US Bank, Bank of America, Pinnacle 

Bank, First Financial Credit Union, NUSENDA and State of New Mexico Investment Pool, as 

depositories for County investment funds. 

PASSED, APPROVED AND ADOPTED by the Board of Directors of the Northwest New Mexico Council of 

Governments at a duly called regular meeting of the Board held at Student Services Center in 

Gallup, New Mexico on August 20, 2025. 

 

 

 

SIGNED: ___________________________________ 

 Louie Bonaguidi, Chair 

Northwest NM Council of Governments 

 

ATTEST: _______________________________________ 

Evan Williams, Executive Director 

Northwest New Mexico Council of Governments 

 

 



 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NORTHWEST NEW MEXICO 
COUNCIL OF GOVERNMENTS 

 
ANNUAL LUNCHEON 

August 20, 2025 
Gallup-McKinley County Schools | Student Services Center 

Gallup, New Mexico 
 

   PROGRAM   
 

WELCOMING ADDRESS 
Louie Bonaguidi, Mayor of Gallup / Board Chair 

 

INVOCATION  
 

LUNCH SERVED 
 

STATE OF THE COG 
Evan Williams, Executive Director 

 

REGIONAL CHAMPION AWARDS 
 

DOOR PRIZES & CLOSING REMARKS 

 
Many Thanks to our  

Staff, Members, Partners, & Supporters 
for making the COG and this event a success. 

 

“OUR REGION, YOUR COG” 
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Updated: 8/13/2025 

 
 

 

 

Northwest New Mexico Council of Governments 

Board Meeting Calendar | Fiscal Year 2026 

 

QUARTERLY BOARD MEETINGS 

DATE TIME LOCATION 

August 20, 2025 Board Meeting: 10AM – 12PM 
Luncheon: 12 – 2PM 

GMCS Student Services Center,  
Gallup NM 

October 15, 2025 10AM – 1PM Farmington Civic Center 
Farmington, NM 

January 21, 2026 10AM – 1PM Continental Divide Electric Cooperative 
Grants, NM 

April 15, 2026 10AM – 1PM McKinley Training Center 
Gallup, NM  

August 19, 2026 Board Meeting: 10AM – 12PM 
Luncheon: 12 – 2PM 

TBD 
San Juan Area, NM 

NOTES:  

(1) The Board of Directors of the Northwest New Mexico Council of Governments 
generally meets on the third Wednesday one month after the quarter ends 
(July, October, January, and April) at 10AM.   

(2) Executive Committee meets an hour prior to the Board Meeting. 
(3) Meeting Business is typically scheduled for two hours with lunch after. 
(4) COG will continue to offer a hybrid meeting with the ability to participate in-

person or virtual. 

 

OTHER ANNUAL EVENTS, TRAININGS, & CONFERENCES 

 

DATE EVENT LOCATION 

October 14-17, 2025 NADO Annual Training Conference Salt Lake City, UT 

March 8-11, 2026 WashCon NADO Legislative Conference Washington DC 

April 14-17, 2026 SWREDA Annual Conference Austin, TX 

October 26-29, 2026 NADO Annual Training Conference Reno, NV 

NOTES:  
(1) The COG does encourage and welcome Board members to travel and participate to these conferences to 

understand what regional development organizations (RDO’s) are doing throughout the country. 
(2) Typically, travel is worked out through and reimbursed via your local governments and COG handles registration. 

 

 

 

 

ANNUAL LUNCHEONS:        
2026 (54th): San Juan Area 
2027 (55th): Cibola Area 
2028 (56th): McKinley Area 

 
 

NM Legislative Session 2026:  January 20 – February 19 

https://www.nado.org/2025atc/
https://www.nado.org/2026washcon/
https://www.nado.org/swreda2026/
https://www.nado.org/atc2026/
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