September 13, 2013
MEMORANDUM
TO: 
      Local Government Officials
FROM:     Thomas H. Neff, Director


      Division of Local Government Services

SUBJECT: Required Questionnaire for Approval of Non-Certified Persons to Temporary

       Vacancy Positions 


Several of the Professional Certification programs administered by the Division of Local Government Services (DLGS), Certified Municipal and County Finance Officer (CMFO, CCFO), Registered Municipal Clerk (RMC), and Qualified Purchasing Agent (QPA), have statutory vacancy provisions which allow a municipality, county, or other applicable local contracting unit, to appoint a non-certified person to a temporary position upon the date of the vacancy of the office by a certified person.  Although none of these statutes require that local officials seek permission of the Director of the DLGS for the first year temporary appointment, all of them require approval of the Director prior to a second, and, in the case of an Acting Municipal Clerk, a third year appointment.


If you are seeking approval from the Director for reappointment of an official pursuant to one of the vacancy provisions, please submit a letter to the Division, and include with your request the attached completed questionnaire for the applicable temporary position.  The letter and questionnaire are to be sent to the attention of the Director, Division of Local Government Services, P.O. Box 803, Trenton, New Jersey 08625-0803.  Approvals will not be granted without the filing of this questionnaire with the letter requesting approval for the reappointment.

Thank you for your attention to this matter.  If you have any questions in this regard, please contact the Certification Unit of the Division at Daniel.Kaminski@dca.state.nj.us, or at (609) 292-9757.

THN:djk

attachment

Chief Financial Officer (CFO), Temporary Chief Financial Officer; for Counties, N.J.S.A. 40A:9-28.4(d); for Municipalities, N.J.S.A. 40A:9-140.13(f)


Pursuant to each of the above statutes, upon the vacancy of the CFO’s office by a Certified County Finance Officer (CCFO) in the case of a county, or a Certified Municipal Finance Officer (CMFO), in the case of municipality, a non-certified Temporary CFO may be appointed for one year from the date of the vacancy.  With approval of the Director of the Division of Local Government Services (DLGS), the Temporary CFO may be reappointed for one additional year.  If approval is being sought for a second year term of a Temporary CFO, please complete the following questionnaire and attach it to the letter requesting same.  Include any additional explanations, where applicable, in a separate attachment.  Finally, please sign and date at the bottom attesting to your answers.
Municipality or County: ________________________________________________

Name of Temporary CFO (please print): ___________________________________
Initial date of first year temporary appointment: _____________________________

1. Are you actively seeking certification as a CMFO or CCFO?  That is, are you currently enrolled in the financial administration classes administered by Rutgers University, and are you planning to apply for admission to the CMFO or CCFO certification exam administered by the Division?

Yes _____  No _____  If you checked no, please explain on a separate sheet and attach.
2. As a condition of your being hired, did the municipality or county perform a background check that included any pending criminal or civil matters, and a credit check?  

Yes _____  No _____  Unknown _____
3. Are there any repeat comments on the most recent Annual Audit that are attributable to the CFO’s office which must still be corrected?

Yes _____  No _____  If you checked yes, please explain on a separate sheet and attach.  

4. Are there any complaints against the CFO’s office from a member of the public or other persons that would be considered serious, i.e., that might involve possible litigation against the municipality or county?

Yes _____  No _____  If you checked yes, please explain on a separate sheet and attach.  
5. Is there any other information that the Division should consider in its review of the request for your reappointment as Temporary CFO?

Yes _____  No _____  If you checked yes, please explain on a separate sheet and attach.

I attest that the answers contained in this questionnaire are true to the best of my knowledge.

Signature: ____________________________  Date: _____________________________

Registered Municipal Clerk (RMC), Acting Municipal Clerk, N.J.S.A. 40A:9-133c

Pursuant to the above statute, upon the vacancy of the Municipal Clerk’s office by a Registered Municipal Clerk (RMC), a non-certified Acting Municipal Clerk may be appointed for one year from the date of the vacancy.  Please note that the statute requires that the Acting Clerk appointment occur within 90 days of the vacancy of the office.  With approval of the Director of the Division of Local Government Services (DLGS), the Acting Municipal Clerk may be appointed for two additional one-year terms.  If approval is being sought for a second or third year term of an Acting Municipal Clerk, please complete the following questionnaire and attach it to the letter requesting same.  Also, please include any additional explanations, where applicable, in a separate attachment.  Finally, please sign and date at the bottom attesting to your answers.
Municipality: ______________________________________________________________
Name of Acting Municipal Clerk (please print): ___________________________________

Initial date of first year temporary appointment: ___________________________________
Is this request for a second one year term or a third one year term? 2nd year ____  3rd year ____

1. Are you actively seeking certification as a RMC?  That is, are you currently enrolled in the municipal clerk classes administered by Rutgers University, and are you planning to apply for admission to the RMC certification exam administered by the Division?

Yes _____  No _____  If you checked no, please explain on a separate sheet and attach.

2. As a condition of your being hired, did the municipality perform a background check that included any pending criminal or civil matters, and a credit check?  

Yes _____  No _____  Unknown _____

3. Are there any repeat comments on the most recent Annual Audit that are attributable to the Clerk’s office which must still be corrected?

Yes _____  No _____  If you checked yes, please explain on a separate sheet and attach.  

4. Are there any complaints against the Municipal Clerk’s office from a member of the public or other persons that would be considered serious, i.e., that might involve possible litigation against the municipality?  Have there ever been any complaints filed against you with the Government Records Council (GRC), or in Superior Court, in regard to an OPRA request?
Yes _____  No _____  If you checked yes, please explain on a separate sheet and attach.  

5. Is there any other information that the Division should consider in its review of the request for your reappointment as Acting Municipal Clerk?

Yes _____  No _____  If you checked yes, please explain on a separate sheet and attach.
I attest that the answers contained in this questionnaire are true to the best of my knowledge.

Signature: ____________________________  Date: _____________________________

Purchasing Agent (PA), Qualified Purchasing Agent (QPA), Temporary Purchasing Agent, N.J.S.A. 40A:11-9(g)

Pursuant to N.J.S.A. 40A:11-9, local contracting units may designate a person who possesses a Qualified Purchasing Agent (QPA) certificate as Purchasing Agent (PA).  Pursuant to N.J.S.A. 40A:11-9(g), upon the vacancy of the PA’s office by a QPA, a non-certified Temporary PA may be appointed for one year from the date of the vacancy.  With approval of the Director of the Division of Local Government Services (DLGS), the Temporary PA may be appointed for one additional year.  If approval is being sought for a second year term of a Temporary PA, please complete the following questionnaire and attach it to the letter requesting same.  Also, please include any additional explanations, where applicable, in a separate attachment.  Finally, please sign and date at the bottom attesting to your answers. 
Name of Local Contracting Unit: _______________________________________________

Name of Temporary PA (please print): __________________________________________
Initial date of first year temporary appointment: ___________________________________

1 Are you actively seeking certification as a QPA?  That is, are you currently enrolled in the public procurement classes administered by the Rutgers University Center for Government Services, and are you planning to apply for admission to the QPA certification exam administered by the Division, or will you otherwise qualify for the QPA certification in the future (for instance, as a School Board Administrator)?

Yes _____  No _____  If you checked no, please explain on a separate sheet and attach.

2. As a condition of your being hired, did the local contracting unit perform a background check that included any pending criminal or civil matters, and a credit check?  

Yes _____  No _____  Unknown _____

3. Are there any repeat comments on the most recent Annual Audit of the local contracting unit that are attributable to the PA’s office which must still be corrected?

Yes _____  No _____  If you checked yes, please explain on a separate sheet and attach.  

4. Are there any complaints against the PA’s office from a member of the public or other persons that would be considered serious, i.e., that might involve possible litigation against the local contracting unit?

Yes _____  No _____  If you checked yes, please explain on a separate sheet and attach.  

5. Is there any other information that the Division should consider in its review of the request for your reappointment as Temporary PA?

Yes _____  No _____  If you checked yes, please explain on a separate sheet and attach.

I attest that the answers contained in this questionnaire are true to the best of my knowledge.

Signature: ____________________________  Date: _____________________________
