
ADMINISTRATIVE PROCEDURES MANUAL 
CROSS REFERENCE 

 
 
Access to Official Personnel and Insurance Files      23-16 
Access to the Pima County Risk Management Online Learning Source   30-22 
Accounts Receivable         22-75 
Acquired Immune Deficiency Syndrome (AIDS)      30-14 
Acquisition of Real Property        54-2 
Acquisition and use of Mobile Telephones (49-4)      Deleted 
ACT Transfer Input Forms/Department Agreements     Deleted  
ADA Medical Records Disposition       .23-28 
Administrative Leave with Pay/Coding PAFS/Leaves of Absence without Pay  23-23 
Advisory Board Meeting Expense        22-12 
AED (Automated External Defibrillator Program)      30-18 
Affidavits-Domestic Partnership        3-25 
Agenda Item Follow-up         3-7 
AIDS            30-14 
Allocation for Grants (Interest Expense and Revenue)     22-79 
Approval Titles and Routing Lists        Deleted  
Approving Documents in Synergen       Deleted  
Art Program (Implementation of the Pima County Public Art Program)  3·16 
Assessment of Medical Need to Maintain Small Electrical Appliances (See 23-29) Rescinded 
Asset Tagging          22-38 
Assigning Employee Identification Numbers           D e l e t e d  
Automated External Defibrillator Program (AED)      30-18 
Automatic Charge Outs Via Payroll       22-14 
Authorized Signatures         22-10 
Award Program (Incentives) (Discontinued)      Deleted 
Background Checks         3-18 
Bank Accounts          22-7 
Blanket Contract Access         Deleted 
Bloodbome Pathogen Exposure Control.       30-16 
Board, Committee and Commission Appointments     4-2 
Board of Supervisors Agenda I Addendum Procedure     4-1 
Board of Supervisors Resolution Electing Not to Assume the    23-44 

Administrative Functions Regarding Individual Group Health  
and Accident Coverage for Members of the Various Retirement  
Plans Offered by the State of Arizona      

Budget Changes          3-2 
Bus Pass Subsidy Program         23-7 
Business Travel          22-1 
Capital Asset Accounting         22·8 
Capital Improvement Program        .22-13 
Capturing Costs of Software Projects       .22-76 
Cash Handling (Internal Audit)3-23 
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Cash Receipts          22-5 
Catalog Change Request         Deleted 
Catastrophic Leave Bank Program (CAT BANK)     23-46 
Cellular/Portable Phone Procedure       27-1 
Center Maintenance in Synergen, the Financial Management System, and 

Financial Planning System        Deleted 
Certificate of Insurance (Requesting a)       30-21 
Center Set Up and Maintenance In the FMS and FPS     Deleted 
Changes to Minimum Qualifications, Licensure and/or Certifications   23-49 
         Requirement for Position Classification Specifications 
Checks (Warrants)          .22·21 
Coding PAFS for Employees on Leaves of Absence without Pay or   23-26 

Placed on Administrative Leave with Pay       
COBRA- Consolidated Omnibus Budget Reconciliation ACT of 1985   23-6 
Commercial Driver's License Drug Testing      30-9 
Commercial Use of County Facilities       51-5 
Compensatory Time         3·21 
Computers/Microcomputers        Deleted  
Computer Access Procedures        Deleted  
Computer Equipment & Software Acquisition Review Procedure   Deleted 
Confined Space          30-4 
Conflict of Interest C· ounty Employees       3-26 
Construction Review         3·6 
Contingency Funds Administration       22·15 
Contingency Funds Expenditures       Deleted 
Contract Development (See Procurement Manual)     29-3 
Cost Adjustments in Synergen        Deleted 
Costs of Software Projects (Capturing)       .22-76 
Cost Recovery for Credit and Debit Card Processing     22-72 
County Administrator IT Environment Access Control     27-10 
County Employees – Gift         3-19 
County Employees – Conflict of Interest       3-26 
County Vehicle Marking Procedure       49-6 
Creation, Submission, and Verification for rePORTAL (Report)    22-52 
Credit Card Payment Procedure        16-3 
Credit References and Applications (Pima County)     22-70 
Daily Rider Monthly Bus Pass Subsidy Program for Employees    23-7 
Deferred Compensation Program        23-10 
Defibrillator Program Automated External Defibrillator Program (AED)  30·18 
Delegation of Authority (Changed from 27-5)      Deleted 
Department and Area Creation and Maintenance in Synergen    Deleted 
Department Records Retention and Disposition Schedule    Deleted 
Departmental Agreement and ACT Bond Transfer Input Forms    22-19 
Designed Department Roles in County’s Applicant Tracking System   23-47 
Direct Demand (See Procurement Manual)      29-4 
Documentation of Disciplinary and other Personnel Act ions   23-13 
Discrimination Claims         .23·2 
Document Imaging of Department Records      Deleted 
Domestic Partnership Affidavits        3-25 
Driver’s License Drug Testing        30-9 
Drug Free Workplace         30-13 
Drug Testing (Commercial Driver’s License)      30-9 
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Duns Number Usage and Management by Pima County Departments  22-34 
Duplicate Warrant          22-9 
E-Mail           Deleted 
EAP (Employee Assistance Program)       23-9 
Educational Reimbursement Program for Employees     23-1 
Election Results (Unofficial Release and Audit)      3-17 
Electrical Appliances (Assessment of Medical Need to Maintain Small)  23-35 
Electronic Mail (Email) Governance       27-5 
Email-Official Pima County Announcements      27-11 
Emergency Response         Deleted 
Emergency Spill Response        30-10 
Emergency Travel Voucher         50-1 
Employee Assistance Program        23-9 
Employee Council          3-10 
Employee Creation and Definition in Synergen      Deleted 
Employee Group Fundraisers        23-36 
Employee Identification Cards        23-19 
Employee Identification Numbers        22-29 
Employee Separations         23-33 
Employee Wellness Program        23-30 
Employee versus Independent Contractor       22-73 
Employee's Eligibility to Work (Verification of an) 22-77 Replaced   23-39 
Employment Applications (Submission of Electronic)     23-34 
Employment Verifications and Reference Checks     23-12 
Enforcement Procedures for Temporary Signs in Pima County Rights of Way  54-6 
Equipment Charges to Work Orders       Deleted 
FLSA and Work Time         23-40 
Facility Emergency Action Plan        30-26 
Facility Evacuation Procedures        30-27 
Failure to Receive Initial Clearance on Criminal Background Checks   3-18 
Family and Medical Leave (FML)        23-37 
Family and Medical Leave (22-39)       Replaced 
Fee for Checks Returned for Insufficient Funds (NSF)     16-2 
Flat Rate Mileage Charge (FRMC)        Deleted 
FMS Data Download         Deleted 
Food and Beverage Purchases        3-27 
Foreign Nationals, Non-Immigrants, procedures for hiring into Specialty  23-20 

Occupations 
Fuel Keys           49-3 
Functional Job Descriptions        Deleted 
Furniture and Facility Related Acquisitions      51-4 
Gifts- County Employees         3-19 
Glasses (Prescription Safety)        30-12 
GPS i.e. Use of Global Positioning System      49-8 
Global Positioning System (GPS) in Pima County Vehicles    30-32 
Graffiti (TAAG) Program         54-5 
Grants-In-Aid          22-4 
Graphic Services Department (Utilization of) Printing Procedures   3-15 
Guaranteed Ride Home Program        50-01 
Handling Request for Transcripts or Other Documents Produced by   23-25 

Outside Entities 
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Hazardous Communications        30-1 
Health and Life Insurance Enrollment Process      23-22 
Hearing Conservation Program        30-7 
Hiring Age (Minimum)         .23-31 
Hiring Procedures for Foreign National, Non-Immigrant into Specialty Occupations 23-20 
Holiday Festivities          3-3 
Holiday Pay           23-41 
IT Hardware & Software Purchases       27-2 
Identification Cards          23-19 
Implementation of the Project Management Manual and Exit Gate Process  3-28 
Improvement Districts         22-71 
Incentives Award Program (Discontinued)      Deleted  
Information System Class Registration, Cancellation and No Show   Deleted  
Information Technology Program        27-4 
Investigations of Unpaid Wages        .23-45 
Insufficient Funds          16-2 
Insurance (Requesting a Certificate of)       30-21 
Insurance Enrollment Process - Health and Life      23-22 
Interest Expense and Revenue Allocation for Grants     22-79 
Internal Audit          3-23 
Internet and Computer Network Security       27-3 
Internship Programs         3-22 
Investigation Representation        23-24 
Invoices (Submission to Finance Department)      22-27 
Invoices (JIT/Model)         22-31 
Judgment           22-74 
Lease of Real Property         51-1 
Leave Administration         23-38 
Leave of Absence-Coding PAF's         23-23 
Leave of Absence-Insurance Procedures       23-4 
Legal Opinions/Memoranda        3-5 
Licenses for Use of County Rights-of-Way for Wireless Communication Facilities Deleted 
Licensing Time Frames         3-32 
Life and Health Insurance Enrollment Process      23-22 
Local Mileage          22-20 
Lockout/Tagout          30-5 
Long Term Disability (LTO) Program       23-8 
Loss of Monies and Property        8-1 
Loyalty Oath           23-17 
Mall - Delivery, Pickup and Processing       22-30 
Manual Payroll Warrants                                                                               Deleted 
Medical Need to Maintain Small Electrical Appliances (Assessment of)  23-35 
Meet and Confer Process         23-32 
Mileage (Local)          22-20 
Military Family Leave         Deleted 
Minimum Hiring Age         .23-31 
Mobile Telephones (Acquisition and USA of)      Deleted 
Modellnvoices/JIT          22-31 
Monthly Bus Pass Subsidy Program for Employees     23-7 
Motor Pool Vehicles          49-1 
Multilingual Compensation        3-34 
Neighborhood Traffic Management Program      54-1 



New Position Request/Authorization (See 23-11)     22-81 
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New Hire, Promotion, Step Adjustment and Termination PAFS    23-14 
New Classification Requests/Authorization      23-11 
Non-Capitalized Property Management (Stewardship)     22-50 
Non-Immigrants, Procedures for Hiring into Specialty Occupations   23-20 
NSF Check (Non-Sufficient Funds)       16-2 
Organization Planning and Control       3-1 
Orientation Program for Newly Hired Employees      23-3 
PAFS Coding for Employees Leave of Absence without Pay/Admin Leave with Pay 23-23 
Parking           51-2 
Parking and Photo Enforcement Traffic Violation      49-7 
Partnership Affidavits-Domestic        3-25 
Paycheck Errors & Corrections                                                                                          22-18 
Payment by Credit Card Procedure       16-3 
Payments Processing         22-35 
Payroll & Warrant Distribution        22-21 
Payroll Information/Deduction Changes and Forms     Deleted 
Payroll Overpayments         22-24 
Personal Protective Equipment        30-8 
Personal Use of County Vehicles        22-32 
Personnel Action Form         Deleted 
Personnel and Insurance Files, Access to      23-16 
Personal and Microcomputers        Deleted 
Petty Cash and Change Funds        22-3 
Phone Procedure- Cellular/Portable       3-12 
Pima County Computer Equipment, Software and Copier Acquisition Review  3-24 
Pima County Credit References and Applications      22-70 
Pima County IT Hardware and Software Purchases     3-30 
Pima County Records Management Program      4-5 
Pima County's Taking Action against Graffiti (TAAG) Program    54-5 
Pima County Social Media Procedure       3-31 
Pima County Web Site Content Governance & Operating Procedures   03-14 
Prepayments           22-23 
Printed Media to be Distributed with Payroll Warrants     .Deleted 
Printing Procedures/Utilization of Graphic Services Department   3-15 
Procedures for Medical Documents and Files after an Employee Terminates  23-43 
Procedure for Use of Credit or Debit Card as Payment     16-3 
Professional Activities, Reimbursement of Membership Fees for Employees  22-2 
Professional Services (See Procurement Manual)     29-6 
Property Management (Stewardship) Non-Capitalized     22-50 
Protection of Cultural Resources, Review and Compliance    34-1 
Protective Equipment         30-8 
Public Art Program          3-16 
Public Information (Release of)        4-4 
Public Meetings          3-8 
Purchase of Prescription Safety Glasses (Go to 30-29)    Deleted 
Purchasing Procedures (See Procurement Manual)     29-1 
Reasonable Accommodation of Applicants and Employees with Disabilities  23-29 
Receiving, Returns, and Corrections in Synergen     Deleted 
Records Management Program        4--5 
Recruitment and Selection Procedures       23-26 
Recycled Paper Purchasing Policy       3-29 
Reimbursement of Membership Fees for Employees     22-2 
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Reimbursement Educational Program for Employee     23-1 
Reinstatement of Sick Leave Hours       23-15 
Release and Audit of Unofficial Election Results lARs 16.ss1, 1&-&22]   3-17 
Release of Public Information        4-4 
Report Creation, Submission, and Verification for rePORTAD    Deleted 
Representation on Investigations        23-24 
Request to Reallocate Vacant Positions       23-48 
Requesting a Certificate of Insurance       30-21 
Respiratory Protection Program        30-3 
Returned Checks          16-2 
Ride Assistance Emergency Program       50-01 
Safety Shoes and Safety Eyewear voucher Programs    30-29 
Salary Studies for Individual Employees, Classifications, or Groups of  23-27 

Classifications 
Sealed Document in the Official Personnel File      23-21 
Service Award Program         23·5 
Setting up a Stock Code in a Storeroom       Deleted 
Ship to Codes and Storeroom Codes       Deleted 
Sick Leave Hours          23-15 
Small Electrical Appliances (Assessment of Medical Need to Maintain)   23-35 
Smoking In County Workplace        3-4 
Software Acquisition and Development Procedure     27-8 
Software Acquisition Review Procedure       3-24 
Software Projects (Capturing Costs of)       22-76 
Special Medical Evaluation         30-19 
Stock Code in a Storeroom         Deleted 
Storage/Retrieval/Destruction of Records      Deleted 
Submission of Electronic Employment Applications     23-34 
Submission of Invoices to the Finance Department     22-27 
Subpoenas and Complaints        4-3 
Supplies Inventory Accounting        22-6 
Synergen Access and Information Technology Learning Center Class  De le ted 

Registration Cancellation and No Show Procedures 
Synergen Configuration Change Request      Deleted 
Taking Home Vehicle Tracking and Reporting      49-12 
Telecommunication Services Using Synergen Request     Deleted 
Temporary Employment Procedures for Non-Immigrants into Specialty   2 3 - 2 0  

Occupations 
Time Worked Record         22-16 
Tobacco Use in the County Workplace       .3-4 
Traffic Violation (Parking and Photo Enforcement)     49-7 
Trainee Program          23-18 
Transient Lodging Excise Tax        16-1 
Transportation (Emergency Travel Reduction Voucher)    50·01 
Travel Business          22-1 
Travel Reduction Program         50-01 
Tuberculosis Exposure Control Plan       30-15 
Unclassified Employment Terms and Conditions     .23-42 
Use of Global Positioning System (GPS)       49-8 
Use of Motor Pool Vehicles         49-4 
Vandalism and Theft of Pima County Property      30-28 
Vehicle Anti-Idling          49-4 
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   Vehicle Marking Procedure (County)       49-6 
   Vehicle, Motor Pool Use         49-2 
   Vehicle Operation          30-11 
   Vehicle, Personal Use         22-32 
   Vehicle Purchases          49-5 
   Verification of an Employee's Eligibility to Work.(Replaced 22-77)   23-39 
   Voice Mail           Deleted 
   Wage Assignments         22-33    
   Window Tinting on County Equipment       49-9 
   Wireless Communications Equipment and Services Acquisition Review Procedure Deleted 
   Workers' Compensation         30-24 
   Workers' Compensation-Return to Work       30·25 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Revised F e b r u a r y  2 5 ,  2 0 1 6  


