
Supplemental Materials  
Item No. 4 

Discussion and consideration of Proposed Stipulation regarding Ethics 
Complaint Case No. 18-005C (Cooper). 

The attached records were provided with the Complaint. Commission staff 
has excluded other records as irrelevant, confidential or otherwise 

protected by law from disclosure. Such records were not provided to the 
Commission to consider the proposed Stipulated Agreement. 
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9 - NSBMT Executive Director Salary History

Date Salary

7/1/2013 $80,000

7/1/2014 $92,000

7/1/2015 $92,000

7/1/2016 $83,000

7/1/2017 $88,893
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14 NSBMT Legal Fees 2014-2017

FY 2014 FY 2015 FY 2016 FY 2017 Total
In-house counsel - Louis Ling 10,001.18         7,967.23           6,162.27           24,130.68         
In-house counsel - Keith Marcher 2,005.70           2,464.75           4,470.45           
AG's Office 21,418.94         11,334.40         3,757.00           3,658.01           40,168.35         
Outside counsel - Colleen Platt 9,080.36           19,954.26         5,850.00           34,884.62         

Totals 31,420.12         28,381.99         31,879.23         11,972.76         103,654.10       
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 Nevada Board of Massage Therapists
 All Transactions for Attorney General

 All Transactions

 Page 4 of 7

Checks Issued Attorney General's Office

Type Num Date Account Amount

 

Check 9060 09/12/2017 City National Checking -1,527.84

Check 9050 08/18/2017 City National Checking -30.87

Check 8962 06/30/2017 City National Checking -602.00 -3,658.01 FY 2017
Check 8874 03/28/2017 City National Checking -524.83

Check 8774 01/31/2017 City National Checking -46.31

Check 8664 11/22/2016 City National Checking -447.64

Check 8586 09/28/2016 City National Checking -77.18

Check 8553 09/09/2016 City National Checking -1,792.89

Check 8479 07/29/2016 City National Checking -167.16

Check 8467 06/30/2016 City National Checking -29.07 -3,757.00 FY 2016
Check 8116 12/30/2015 City National Checking -72.68

Check 8052 12/08/2015 City National Checking -43.61

Check 7966 10/20/2015 City National Checking -1,735.05

Check 7854 08/25/2015 City National Checking -654.12

Check 7786 07/14/2015 City National Checking -679.15

Check 7759 07/06/2015 City National Checking -543.32

Check 7674 05/27/2015 City National Checking -1,290.39 -11,334.40 FY 2015
Check 7620 04/27/2015 City National Checking -203.75

Check 7547 03/25/2015 City National Checking -1,494.13

Check 7490 03/02/2015 City National Checking -1,392.27

Check 7403 01/28/2015 City National Checking -611.23

Check 7341 12/22/2014 City National Checking -611.25

Check 7292 11/26/2014 City National Checking -775.42

Check 7277 11/17/2014 City National Checking -1,805.70

Check 7232 10/31/2014 City National Checking -948.87

Check 7168 09/23/2014 City National Checking -683.19

Check 7014 07/28/2014 City National Checking -1,518.20

Check 6965 06/30/2014 City National Checking -2,201.39 -21,418.94 FY 2014
Check 6870 05/21/2014 City National Checking -1,897.75

Check 6842 05/01/2014 City National Checking -683.19

Check 6772 03/25/2014 City National Checking -379.55

Check 6731 03/14/2014 City National Checking -2,353.21

Check 6637 01/24/2014 City National Checking -986.83

Check 6597 12/30/2013 City National Checking -910.92

Check 6535 11/27/2013 City National Checking -4,531.44

Check 6504 11/07/2013 City National Checking -3,316.88

Check 6394 09/20/2013 City National Checking -1,805.70

Check 6356 08/29/2013 City National Checking -1,995.69

Check 6311 07/31/2013 City National Checking -356.39

Check 6230 06/25/2013 City National Checking -1,176.05 -21,902.64 FY 2013
Check 6157 05/24/2013 City National Checking -285.12

Check 6090 04/29/2013 City National Checking -997.86
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Type Num Date Account Amount

Check 6045 03/27/2013 City National Checking -1,069.13

Check 5971 02/22/2013 City National Checking -3,278.64

Check 5922 01/23/2013 City National Checking -1,354.23

Check 5875 01/08/2013 City National Checking -1,995.70

Check 5796 11/26/2012 City National Checking -2,280.78

Check 5781 11/14/2012 City National Checking -1,803.06

Check 5782 11/14/2012 City National Checking -2,066.99

Check 5669 09/19/2012 City National Checking -3,136.11

Check 5592 08/03/2012 City National Checking -2,458.97

Check 5533 06/29/2012 City National Checking -2,494.63

Check 5470 06/19/2012 City National Checking -1,924.42

Check 5444 06/08/2012 City National Checking -2,779.73

Check 5365 04/30/2012 City National Checking -1,496.79

Check 5305 04/03/2012 City National Checking -1,176.04

Check 5233 03/01/2012 City National Checking -285.11

Check 5175 01/27/2012 City National Checking -812.53

Check 5138 01/17/2012 City National Checking -2,252.30

Check 5061 11/29/2011 City National Checking -641.47

Check 5017 11/09/2011 City National Checking -1,803.06

Check 4991 10/27/2011 City National Checking -427.66

Check 4932 09/30/2011 City National Checking -2,352.08

Check 4884 09/08/2011 City National Checking -855.30

Check 4795 07/15/2011 City National Checking -1,924.40

Check 4734 06/24/2011 City National Checking -1,282.94

Check 4666 05/26/2011 City National Checking -1,710.60

Check 4621 04/29/2011 City National Checking -1,354.23

Check 4551 03/25/2011 City National Checking -2,280.81

Check 4511 02/25/2011 City National Checking -498.94

Check 4442 01/31/2011 City National Checking -2,280.83

Check 4352 12/03/2010 City National Checking -3,029.20

Check 4322 11/10/2010 City National Checking -427.65

Bill Tort Claims Fund 10/26/2010 Accounts Payable -1,835.12

Bill Pmt -Check 4283 10/26/2010 City National Checking -1,835.12

Bill 13730 10/01/2010 Accounts Payable -2,138.23

Bill Pmt -Check 4232 10/01/2010 City National Checking -2,138.23

Bill 13611 08/26/2010 Accounts Payable -712.77

Bill Pmt -Check 4155 08/26/2010 City National Checking -712.77

Check 4103 08/02/2010 City National Checking -2,993.55

Check 4052 07/02/2010 City National Checking -997.86

Check 3981 06/03/2010 City National Checking -1,781.89

Check 3944 05/03/2010 City National Checking -1,496.79

Check 3886 04/05/2010 City National Checking -1,853.18

Check 3841 03/02/2010 City National Checking -71.28

Check 3798 02/10/2010 City National Checking -1,568.06

Check 3767 01/26/2010 City National Checking -498.94
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Check 3722 12/29/2009 City National Checking -2,097.28

Check 3651 11/25/2009 City National Checking -5,687.74

Check 3604 11/02/2009 City National Checking -4,133.99

Check 3411 07/31/2009 City National Checking -4,115.48

Check 3342 06/26/2009 City National Checking -3,841.11

Check 3345 06/26/2009 City National Checking 0.00

Check 3297 05/19/2009 City National Checking -2,499.77

Check 3224 03/26/2009 City National Checking -792.61

Check 3160 03/20/2009 City National Checking -2,012.01

Check 3130 02/27/2009 City National Checking -609.70

Check 3056 01/26/2009 City National Checking -1,127.95

Check 3003 12/30/2008 City National Checking -426.79

Check 2928 12/01/2008 City National Checking -1,346.80

Check 2919 11/24/2008 City National Checking -2,133.95

Check 2873 10/01/2008 City National Checking -1,646.19

Check 2802 09/30/2008 City National Checking -1,768.13

Check 2693 08/01/2008 City National Checking -1,250.60

Check 2720 07/25/2008 City National Checking -182.91

Check 2661 07/18/2008 City National Checking -2,012.01

Check 2639 06/27/2008 City National Checking -780.42

Check 2582 05/29/2008 City National Checking -1,371.82

Check 2526 04/29/2008 City National Checking -609.70

Check 2486 03/26/2008 City National Checking -6,127.47

Check 2452 03/13/2008 City National Checking -1,615.71

Check 2380 01/18/2008 City National Checking -1,792.52

Check 2329 12/20/2007 City National Checking -1,365.73

Check 2284 11/29/2007 City National Checking -1,219.40

Check 2247 10/25/2007 City National Checking -304.85

Check 2200 10/05/2007 City National Checking -1,280.37

Check 2127 08/24/2007 City National Checking -1,890.07

Check 2069 07/30/2007 City National Checking -2,804.62

Check 1724 06/19/2007 City National Checking -1,829.10

Check 1691 05/25/2007 City National Checking -487.76

Check 1639 04/20/2007 City National Checking -670.67

Check 1553 03/30/2007 City National Checking -243.88

Bill 8781 02/26/2007 Accounts Payable -487.76

Bill Pmt -Check 1600 02/26/2007 City National Checking -487.76

Bill December 06 01/19/2007 Accounts Payable -426.79

Bill Pmt -Check 1508 01/19/2007 City National Checking -426.79

Check 1104 12/15/2006 City National Checking -646.19

Bill Pmt -Check 1042 10/20/2006 City National Checking -1,158.43

Bill 7863 09/20/2006 Accounts Payable -1,158.43

Bill Pmt -Check 1032 09/01/2006 City National Checking -1,280.37

Bill 08/11/2006 Accounts Payable -426.79

Bill Pmt -Check 1007 07/11/2006 City National Checking -500.00
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Bill 7506 06/30/2006 Accounts Payable -365.82

Bill Pmt -Check 1003 06/15/2006 City National Checking -500.00

Bill 7124 06/12/2006 Accounts Payable -243.88

Bill Pmt -Check 1002 05/08/2006 City National Checking -304.85

Bill 04/03/2006 Accounts Payable -243.88

Bill 6690 03/13/2006 Accounts Payable -329.33

Bill 6934 02/27/2006 Accounts Payable -60.97

Bill 6338 02/14/2006 Accounts Payable -304.85

Bill 5933 01/12/2006 Accounts Payable -304.85

Bill 5696 12/16/2005 Accounts Payable -304.85
Total
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School Name Location Date Approved
A2Z HEALTH.NET, INC. RESEDA, CA CAMTC APPROVED 7/1/16
A2Z HEALTH.NET, INC. THOUSAND OAKS CAMTC APPROVED 7/1/16
ABRAMS COLLEGE MODESTO CAMTC APPROVED 7/1/16
ACADEMY OF CHINESE CULTURE AND HEALTH SCIENCES OAKLAND, CA CAMTC APPROVED 12/19/16
ACADEMY OF HEALING ARTS LAS VEGAS, NV APPROVED 2/22/2017
ACADEMY OF MEDICAL & BUSINESS LAS VEGAS, NV APPROVED 2/22/2017
ACADEMY OF PALM BEACH LAKE WORTH, FL APPROVED 2/22/2017
ACADEMY OF SOMATIC HEALING ARTS NORCROSS, GA APPROVED 2/22/2017
ADVANCED FULLER SCHOOL OF MASSAGE  THERAPY VIRGINIA BEACH, VA APPROVED 2/22/2017
ALEXANDRIA SCHOOL OF SCIENTIFIC THERAPEUTICS ALEXANDRIA, IN APPROVED 2/22/2017
ALHAMBRA MEDICAL UNIVERSITY ALHAMBRA, CA APPROVED 2/22/2017
AMERICAN & EUROPEAN MASSAGE CLINIC RALEIGH, NC APPROVED 2/22/2017
AMERICAN CAREER COLLEGE LONG BEACH, CA CAMTC APPROVED 12/19/16
AMERICAN CAREER COLLEGE ONTARIO, CA CAMTC APPROVED 12/19/16
AMERICAN COLLEGE OF HEALTHCARE HUNTINGTON PARK, CA CAMTC APPROVED 7/6/2017
AMERICAN COLLEGE OF HEALTHCARE RIVERSIDE, CA CAMTC APPROVED 7/6/2017
AMERICAN INSTITUTE OF MASSAGE THERAPY POMPANO BEACH, FL APPROVED 2/22/2017
AMERICAN INSTITUTE OF MASSAGE THERAPY SANTA ANA, CA CAMTC APPROVED 12/19/16
AMO SCHOOL NV LAS VEGAS, NV APPROVED 2/22/2017
ANGELES COLLEGE LOS ANGELES, CA APPROVED 2/22/2017
ANTHEM INSTITUTE LAS VEGAS, NV APPROVED 2/22/2017
ARIZONA SCHOOL OF MASSAGE THERAPY PHOENIX, AZ APPROVED 2/22/2017
ARIZONA SCHOOL OF MASSAGE THERAPY TEMPE, AZ APPROVED 2/22/2017
AVEDA INSTITUTE MINNEAPLOIS, MN APPROVED 2/22/2017
BALTIMORE SCHOOL OF MASSAGE LINTHICUM, MD APPROVED 2/22/2017
BANCROFT SCHOOL OF MASSAGE THERAPY WORCESTER, MA APPROVED 7/12/2017
BEAUTY SCHOOLS OF AMERICA MIAMI, FL APPROVED 2/22/2017
BELLEVUE MASSAGE SCHOOL BELLEVUE, WA APPROVED 2/22/2017
BELLUS ACADEMY POWAY, CA CAMTC APPROVED 7/1/16
BIG ISLAND OF HAWAII ACADEMY OF MASSAGE HILO, HAWAII APPROVED 2/22/2017
BLAKE AUSTIN COLLEGE VACAVILLE, CA CAMTC APPROVED 2/27/2016
BODHI TREE CENTER CARSON CITY, NV APPROVED 2/22/2017
BODY BEING CENTER FOR MASSAGE TRUCKEE, CA APPROVED 2/22/2017
BODY MIND COLLEGE SAN DIEGO, CA APPROVED 2/22/2017
BODY THERAPY INSTITUTE SILER CITY, NC APPROVED 2/22/2017
BOULDER COLLEGE OF MASSAGE THERAPY BOULDER, CO APPROVED 2/22/2017
BRIGHTWOOD COLLEGE RIVERSIDE, CA CAMTC APPROVED 7/1/16
BRIGHTWOOD COLLEGE VISTA, CA CAMTC APPROVED 7/1/16
BRIGHTWOOD COLLEGE PALM SPRINGS, CA CAMTC APPROVED 12/19/16
BURKE WILLIAMS ACADEMY OF MASSAGE THERAPY LOS ANGELES, CA CAMTC APPROVED 7/1/16
BURKE WILLIAMS ACADEMY OF MASSAGE THERAPY SAN JOSE, CA CAMTC APPROVED 12/19/16
CALIFORNIA COLLEGE OF PHYSICAL ARTS HUNTINGTON BEACH, CA CAMTC APPROVED 7/1/16
CALIFORNIA HEALING ARTS COLLEGE LOS ANGELES, CA APPROVED 2/22/2017
CALIFORNIA HOLISTIC INSTITUTE SAN LUIS OBISPO, CA CAMTC APPROVED 7/1/16
CALIFORNIA INSTITUTE OF MASSAGE & SPA SERVICES SONOMA, CA CAMTC APPROVED 7/1/16
CALISTOGA MASSAGE THERAPY SCHOOL SANTA ROSA, CA CAMTC APPROVED 12/19/16
CAREER NETWORKS INSTITUTE (CNI COLLEGE) ORANGE, CA CAMTC APPROVED 12/19/16
CARRINGTON COLLEGE LAS VEGAS, NV APPROVED 2/22/2017
CARRINGTON COLLEGE SPOKANE, WA APPROVED 2/22/2017
CARRINGTON COLLEGE POMONA, CA CAMTC APPROVED 7/1/16
CARRINGTON COLLEGE SAN LEANDRO, CA CAMTC APPROVED 7/1/16
CARRINGTON COLLEGE STOCKTON, CA CAMTC APPROVED 7/1/16
CARRINGTON COLLEGE PLEASANT HILL, CA CAMTC APPROVED 12/19/16
CARRINGTON COLLEGE SACRAMENTO, CA CAMTC APPROVED 12/19/16
CARRINGTON COLLEGE SAN JOSE, CA CAMTC APPROVED 12/19/16
CARSON CITY BEAUTY ACADEMY CARSON CITY, NV APPROVED 2/22/2017
CENTRAL MARYLAND SCHOOL FREDRICK, MD APPROVED 2/22/2017
CERRITOS COLLEGE COMMUNITY EDUCATION NORWALK, CA CAMTC APPROVED 7/1/16
CES COLLEGE BURBANK, CA CAMTC APPROVED 12/19/16
CHARTER COLLEGE LANCASTER, CA CAMTC APPROVED 12/19/16
CINTA AVEDA SAN FRANCISCO, CA CAMTC APPROVED 12/19/16
COLLEGE OF SOUTHERN NEVADA LAS VEGAS, NV APPROVED 2/22/2017
COLORADO SCHOOL OF HEALING ARTS LAKEWOOD, CO APPROVED 2/22/2017
CONNECTICUT CENTER FOR MASSAGE THERAPY GROTON, CT APPROVED 2/22/2017

Nevada State Board of Massage Therapists

Approved Schools as of September 26, 2017

Pursuant to NRS 640C.400 the Board has approved the programs of massage therapy at the schools listed below.  If the school that you attended is not included in this list, you may submit an application for the Board to approve the program of massage therapy that you 

attended.  The information that must be submitted with such an application may be found at NAC 640C.060.  After receipt of the application and required documents, the Board will review the application and documents and place the request on the agenda for a regularly 

scheduled meeting of the Board.
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CORTIVA INSTITUTE CHICAGO, IL APPROVED 2/22/2017
CORTIVA INSTITUTE SEATTLE, WA APPROVED 2/22/2017
CORTIVA INSTITUTE HOBOKEN, NJ APPROVED 7/12/2017
CORTIVA INSTITUTE WALL TOWNSHIP, NJ APPROVED 7/12/2017
CSN LAS VEGAS, NV APPROVED 2/22/2017
DAHAN INSTITUTE OF MASSAGE STUDIES LAS VEGAS, NV APPROVED 2/22/2017
DE ANZA COLLEGE CUPERTINO, CA CAMTC APPROVED 7/1/16
DENVER SCHOOL OF MASSAGE THERAPY AURORA, CO APPROVED 2/22/2017
DENVER SCHOOL OF MASSAGE THERAPY WESTMINSTER, CO APPROVED 2/22/2017
DIAMOND LIGHT SCHOOL OF MASSAGE AND HEALING ARTS SAN ANSELMO CAMTC APPROVED 7/1/16
DOWNEY ADULT SCHOOL DOWNEY, CA CAMTC APPROVED 7/1/16
EAST WEST COLLEGE OF HEALING ARTS PORTLAND, OR APPROVED 2/22/2017
ESALEN INSTITUTE BIG SUR, CA CAMTC APPROVED 7/1/16
EDUCATING HANDS SCHOOL OF MASSAGE MIAMI, FL APPROVED 2/22/2017
EUROPEAN MASSAGE THERAPY LAS VEGAS, NV APPROVED 2/22/2017
EVEREST COLLEGE FIFE, WA APPROVED 2/22/2017
EVEREST COLLEGE LAS VEGAS, NV APPROVED 2/22/2017
EVEREST COLLEGE RESEDA, CA APPROVED 2/22/2017
EVEREST COLLEGE SAN BERNARDINO, CA APPROVED 2/22/2017
EVEREST COLLEGE SAN FRANCISCO, CA APPROVED 2/22/2017
EVEREST COLLEGE TACOMA, WA APPROVED 2/22/2017
EVEREST COLLEGE VAN COUVER, WA APPROVED 2/22/2017
EVEREST COLLEGE LOS ANGELES, CA APPROVED 5/3/2017
EVEREST COLLEGE TIGARD, OR APPROVED 7/12/2017
EVEREST UNIVERSITY ORLANDO, FL APPROVED 10/24/2017
FAIR OAKS MASSAGE INSTITUE FAIR OAKS, CA APPROVED 2/22/2017
FIVE BRANCHES UNIVERSITY SAN JOSE, CA CAMTC APPROVED 12/19/16
FIVE BRANCHES UNIVERSITY SANTA CRUZ, CA CAMTC APPROVED 12/19/16
FLORIDA CAREER  COLLEGE WEST PALM BEACH, FL APPROVED 2/22/2017
FLORIDA COLLEGE OF NATURAL HEALTH MAITLAND, FL APPROVED 2/22/2017
FLORIDA COLLEGE OF NATURAL HEALTH MIAMI, FL APPROVED 2/22/2017
FLORIDA COLLEGE OF NATURAL HEALTH POMPANO BEACH, FL APPROVED 2/22/2017
FLORIDA SCHOOL OF MASSAGE GAINESVILLE, FL APPROVED 2/22/2017
FREMONT COLLEGE CERRITOS, CA CAMTC APPROVED 12/19/16
FREMONT COLLEGE LOS ANGELES, CA CAMTC APPROVED 12/19/16
FULLERTON COLLEGE FULLERTON, CA CAMTC APPROVED 12/19/16
FUZUBA  SCHOOL OF MASSAGE & REFLEXOLOGY LAS VEGAS, NV APPROVED 2/22/2017
HANDS ON HEALING INSTITUTE TUJUNGA, CA CAMTC APPROVED 12/19/16
HARBIN SCHOOL OF HEALING ARTS AT HARBIN HOT SPRINGS MIDDLETOWN, CA APPROVED 2/22/2017
HAWAII MASSAGE ACADEMY HONOLULU, HI APPROVED 2/22/2017
HEALING ARTS CENTER ST. LOUIS, MO APPROVED 2/22/2017
HEALING HANDS SCHOOL OF HOLISTIC HEALTH ESCONDIDO, CA CAMTC APPROVED 12/19/16
HEALING HANDS SCHOOL OF HOLISTIC HEALTH LAGUNA HILLS, CA CAMTC APPROVED 12/19/16
HEALING HANDS SCHOOL OF HOLISTIC HEALTH SAN DIEGO, CA CAMTC APPROVED 7/8/2017
HEALING OAK SCHOOL OF MASSAGE SIMI VALLEY, CA CAMTC APPROVED 7/1/16
HEALING MOUNTAIN MASSAGE SCHOOL CEDAR CITY, UT APPROVED 2/22/2017
HEALTHCARE PREPARATORY INST. LAS VEGAS, NV APPROVED 2/22/2017
HERITAGE COLLEGE OKLAHOMA CITY, OK APPROVED 2/22/2017
HOLISTIC LIFE INSTITUE OAKDALE, CA CAMTC APPROVED 12/19/16
HUDSON VALLEY SCHOOL OF MASSAGE THERAPY HIGHLAND, NY APPROVED 2/22/2017
IDAHO STATE UNIVERSITY POCATELLO, ID APPROVED 2/22/2017
INSTITUTE FOR BUSINESS AND TECHNOLOGY SANTA CLARA, CA CAMTC APPROVED 12/19/16
IPSB AT LIFE ENERGY INSTITUTE CULVER CITY, CA APPROVED 2/22/2017
INTERNATIONAL COLLEGE OF HOLISTIC STUDIES SAN DIEGO, CA CAMTC APPROVED 7/1/16
INTERNATIONAL PROFESSIONAL SCHOOL OF BODYWORK SAN DIEGO, CA CAMTC APPROVED 12/19/16
IRENE'S MYOMASSOLOGY INSTITUTE SOUTHFIELD, MI APPROVED 2/22/2017
KALI INSTITUTE FOR MASSAGE & SOMATIC THERAPIES VENTURA, CA CAMTC APPROVED 12/19/16
LAKE TAHOE MASSAGE SCHOOL SOUTH LAKE TAHOE, CA APPROVED 2/22/2017
LAS VEGAS COLLEGE LAS VEGAS, NV APPROVED 2/22/2017
LEXINGTON HEALING ARTS ACADEMY LEXINGTON, KY APPROVED 2/22/2017
LIFE ENERGY INSTITUTE CULVER CITY, CA CAMTC APPROVED 2/27/2016
LOVING HANDS INSTITUTE OF HEALING ARTS FORTUNA, CA CAMTC APPROVED 2/27/2016
MAKOTO KAI HEALING WOODLAND, CA APPROVED 10/24/2017
MASSAGE CENTER THOUSAND OAKS, CA CAMTC APPROVED 12/19/16
MASSAGE SCHOOL OF SANTA MONICA SANTA MONICA, CA APPROVED 2/22/2017
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MASSAGE THERAPY INSTITUTE DAVIS, CA CAMTC APPROVED 12/19/16
MASSAGE THERAPY INSTITUTE OF COLORADO DENVER, CO APPROVED 2/22/2017
MAUI SCHOOL OF THERAPUTIC MASSAGE MAKAWAO, HI APPROVED 2/22/2017
MAYFIELD COLLEGE CATHEDRAL CITY, CA CAMTC APPROVED 7/1/16
MCKINNON BODY THERAPY CENTER OAKLAND, CA CAMTC APPROVED 7/1/16
MILAN INSTITUTE MERCED, CA CAMTC APPROVED 12/19/16
MILAN INSTITUTE VISALIA, CA CAMTC APPRVOED 12/19/16
MILAN INSTITUTE BAKERSFIELD, CA CAMTC APPROVED 12/19/16
MILAN INSTITUTE FRESNO, CA CAMTC APPROVED 12/19/16
MILAN INSTITUTE PALM DESERT, CA CAMTC APPROVED 7/1/16
MILAN INSTITUTE LAS VEGAS, NV APPROVED 2/22/2017
MILAN INSTITUTE SPARKS, NV APPROVED 2/22/2017
MILLER MOTTE CARY, NC APPROVED 2/22/2017
MIRACOSTA COLLEGE OCEANSIDE, CA CAMTC APPROVED 12/19/16
MISSOURI COLLEGE BRENTWOOD, MO APPROVED 2/22/2017
MONTEREY INSTITUE OF TOUCH CARMEL, CA CAMTC APPROVED 12/19/16
MONTEREY PENINSULA COLLEGE MONTEREY, CA CAMTC APPROVED 7/1/16
MUELLER COLLEGE OF HOLISTIC STUDIES SAN DIEGO, CA APPROVED 2/22/2017
NATIONAL HOLISTIC INSTITUTE CLOVIS, CA CAMTC APPROVED 2/27/2016
NATIONAL HOLISTIC INSTITUTE EMERYVILLE, CA CAMTC APPROVED 12/19/16
NATIONAL HOLISTIC INSTITUTE SACRAMENTO, CA CAMTC APPROVED 7/1/16
NATIONAL HOLISTIC INSTITUTE PETALUMA, CA CAMTC APPROVED 12/19/16
NATIONAL HOLISTIC INSTITUTE REDDING, CA CAMTC APPROVED 2/27/2016
NATIONAL HOLISTIC INSTITUTE SAN FRANCISCO, CA CAMTC APPROVED 12/19/16
NATIONAL HOLISTIC INSTITUTE SAN JOSE, CA CAMTC APPROVED 12/19/16
NATIONAL HOLISTIC INSTITUTE SANTA ANA, CA CAMTC APPROVED 7/1/16
NATIONAL HOLISTIC INSTITUTE STUDIO CITY, CA CAMTC APPROVED 7/1/16
NATIONAL MASSAGE THERAPY INSTITUTE FALLS CHURCH, VA APPROVED 2/22/2017
NEVADA CAREER INSTITUTE LAS VEGAS, NV APPROVED 2/22/2017
NEVADA SCHOOL OF MASSAGE THERAPY LAS VEGAS, NV APPROVED 2/22/2017
NEW MEXICO SCHOOL OF NATURAL THERAPEUTICS ALBUQUERQUE, NM APPROVED 2/22/2017
NEW YORK COLLEGE OF HEALTH PROFESSIONALS SYOSSET, NY APPROVED 2/22/2017
NORTHWEST CAREER COLLEGE LAS VEGAS, NV APPROVED 2/22/2017
NORTHWESTERN HEALTH SCIENCES UNIVERSITY BLOOMINGTON, MN APPROVED 7/12/2017
OHIO COLLEGE OF MASSOTHERAPY AKRON, OH APPROVED 2/22/2017
OREGON SCHOOL OF MASSAGE PORTLAND, OR APPROVED 2/22/2017
PACIFIC COLLEGE OF ORIENTAL MEDICINE SAN DIEGO, CA CAMTC APPROVED 7/1/16
PALACE BEAUTY COLLEGE LOS ANGELES, CA CAMTC APPROVED 7/1/16
PALM BEACH ACADEMY OF HEALTH AND BEAUTY LAKE PARK, FL APPROVED 2/22/2017
PHYSICIANS INSTITUTE OF THERAPEUTIC MASSAGE LAS VEGAS, NV APPROVED 2/22/2017
PIMA MEDICAL INSTITUTE ALBUQUERQUE, NM APPROVED 2/22/2017
POLARITY HEALING ARTS OF CALIFORNIA TOPANGA, CA CAMTC APPROVED 12/19/16
PRAXIS INSTITUTE MIAMI, FL APPROVED 2/22/2017
PROVO COLLEGE PROVO, UT APPROVED 2/22/2017
RALSTON SCHOOL OF MASSAGE RENO, NV APPROVED 2/22/2017
ROLF INSTITUTE OF STRUCTUAL INTERGRATION BOULDER, CO APPROVED 2/22/2017
ROSEMEAD BEAUTY SCHOOL ROSEMEAD, CA CAMTC APPROVED 7/1/16
SACRAMENTO HOLISTIC HEALTH ACADEMY dbaFAIR OAKS MASSAGE INSTITUTEFIAR OAKS, CA CAMTC APPROVED 7/1/16
SAN FRANCISCO SCHOOL OF MASSAGE & BODYWORK SAN FRANCISCO, CA CAMTC APPROVED 7/1/16
SANTA BARBARA BODY THERAPY INSTITUTE SANTA BARBARA, CA CAMTC APPROVED 12/19/16
SANTA FE SCHOOL OF MASSAGE SANTA FE, NM APPROVED 2/22/2017
SARASOTA SCHOOL OF MASSAGE SARASOTA, FL APPROVED 7/12/2017
SCHOOL OF HOLISTIC TOUCH ONTARIO, CA CAMTC APPROVED 7/1/16
SIERRA MASSAGE SCHOOL CLOVIS, CA CAMTC APPROVED 12/19/16
SKYLINE COLLEGE SAN BRUNO, CA CAMTC APPROVED 7/1/16
SOMA INSTITUTE CHICAGO, IL APPROVED 2/22/2017
SOMATHERAPY INSTITUTE SCHOOL OF MASSAGE RANCHO MIRAGE, CA CAMTC APPROVED 7/1/16
SOUTH BAY MASSAGE COLLEGE MANHATTAN BEACH CAMTC APPROVED 7/1/16
SOUTHEASTERN INSTITUTE CHARLOTTE, NC APPROVED 2/22/2017
SOUTHEASTERN SCHOOL OF NEUROMUSCULAR AND MASSAGE JACKSONVILLE, FL APPROVED 2/22/2017
SOUTHERN CALIFORNIA HEALTH INSTITUTE RESEDA, CA CAMTC APPROVED 12/19/16
SOUTHERN CALIFORNIA UNIVERSITY OF HEALTH SCIENCES WHITTIER, CA CAMTC APPROVED 7/1/16
SPACE COAST HEALTH INSTITUTE MELBOURNE, FL APPROVED 2/22/2017
SWEDISH INSTITUTE NEW YORK, NY APPROVED 2/22/2017
THERAPEUTIC BODY CONCEPT SAN ANTONIO, TX APPROVED 2/22/2017
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NSBMT Licensees by Expiration Month as of October 9, 2017

Month

Licensed 

2018

Licensed 

2017

Expired 

2017

Expired 

2016

Expired 

2015

Expired 

2014

Expired 

2013

Expired 

2012

Expired 

2011

Expired 

2010

Expired 

2009

Expired 

2008

Expired 

2007

January 294          64            25            32            18            26            22            16            14            5               -               -                 

February 381          73            16            31            29            26            23            18            20            23            -               -                 

March 398          67            21            39            28            25            21            29            30            16            -               -                 

April 510          86            40            57            45            32            47            31            44            29            -               -                 

May 421          82            40            4               65            50            29            24            33            21            -               -                 

June 610          120          58            62            45            56            54            65            64            111          -               -                 

July 400          75            37            30            29            25            29            28            28            18            -               -                 

August 383          78            47            34            39            46            23            25            29            29            1               2                

September 293          78            57            3               23            28            27            20            20            19            3               1                

October 131          217          75            35            26            29            22            26            16            11            -               5                

November 26            247          36            35            31            21            25            22            25            16            -               -                 

December 278          53            22            24            26            13            9               12            7               -               4                

Totals 3,847       742          723          505          384          402          390          335          313          335          305          4               12              

Currently Licensed 410          371          352          347          336          322          318          320          

Totals

Inactive 1               35 42 24 44 21 20 35 23            25            7               -                 277          

Revoked 1 5 2 1 3 7 4               2               3               1                29            

Voluntary Surrender 2 6 3 5 6 5 11 1               2               1               42            

4,589                           Averages
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Jul '13 - Jun 14

Ordinary Income/Expense
Income

Administrative Fee 15,015.54
Administrative Fine 91,950.00
APPLICATION FEE 59,560.00
BACKGROUND INVESTIGATION FEES 56,224.59
Duplicate License Fee 1,125.00
LATE FEE 25,980.00
LICENSE FEE 596,840.00
Mailing List 2,000.00
Returned Check Charges -160.00
Verificaton Fee 1,250.00

Total Income 849,785.13

Gross Profit 849,785.13

Expense
EXPENSE

Advertising & Promotions 26,303.18
Bank Service Charges 6,421.76
CONTRACT SERVICE

A - ATTORNEY 19,613.24
B - AUDIT 4,900.00
C - Software 24,924.97

Total CONTRACT SERVICE 49,438.21

DEPRECIATION 15,678.00
DUES / REGISTRATION 3,830.00
EDUCATION TRAINING & SEMINARS 5,983.29
EITS DATA COM. CHARGES 1,853.23
EQUIPMENT REPAIR & RENTAL 4,302.76
FINGERPRINT AND BACKGROUND INV 18,437.75
Hearing Cost 2,803.10
INSURANCE EXPENSE TORT FUND 1,805.70
NON-STATE OWNED BLDG 36,475.02
OFFICE EXPENSE 6,813.79
OFFICE SUPPLIES 7,589.54
POSTAGE & DELIVERY 13,578.83
PRINTING & REPRODUCTION 16,477.97
TELEPHONE 10,230.67

Total EXPENSE 228,022.80

FINE ORDERED BY THE BOARD 22,877.67
IN-STATE TRAVEL

AIRFARE 12,161.30
CAR RENTAL 2,942.15
HOTEL 6,183.86
MEALS & ENTERTAINMENT 6,110.01
MILEAGE 7,292.94
PARKING 309.00
PER DIEM 5,377.00

TAXI 150.00

Total IN-STATE TRAVEL 40,526.26

OUT OF STATE TRAVEL
Airfare 3,942.10
CAR RENTAL 55.00
HOTEL 6,074.18
MEALS & ENTERTAINMENT 258.32
PER DIEM 3,830.00
TAXI 290.00

Total OUT OF STATE TRAVEL 14,449.60

4:26 PM Nevada Board of Massage Therapists
11/02/17 Profit & Loss
Accrual Basis July 2013 through June 2014

Page 1
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Jul '13 - Jun 14

SALARIES
BOARD SALARIES 24,680.00
GROUP INSURANCE (PEBS) 58,059.24
INDUSTRIAL INSURANCE 4,137.35
MEDICARE 5,109.41
PAYROLL EXPENSE 366,365.47
PERS 0.00
RETIREMENT (PERS) 91,604.14
TEMP SERVICES 1,413.54

Total SALARIES 551,369.15

Total Expense 857,245.48

Net Ordinary Income -7,460.35

Other Income/Expense
Other Income

Interest Income 377.26

Total Other Income 377.26

Net Other Income 377.26

Net Income -7,083.09

4:26 PM Nevada Board of Massage Therapists
11/02/17 Profit & Loss
Accrual Basis July 2013 through June 2014

Page 2
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Jul '14 - Jun 15

Ordinary Income/Expense
Income

Administrative Fee 14,034.44
Administrative Fine 38,600.00
APPLICATION FEE 65,000.00
BACKGROUND INVESTIGATION FEES 61,959.02
Duplicate License Fee 1,705.00
LATE FEE 28,800.00
LICENSE FEE 651,610.00
Mailing List 2,400.00
Returned Check Charges 50.00
TEMP LICENSE APP FEE 300.00
TEMP LICENSE FEE 150.00
Verificaton Fee 1,160.00

Total Income 865,768.46

Gross Profit 865,768.46

Expense
EXPENSE

Advertising & Promotions 57,542.00
Bank Service Charges 7,971.92
CONTRACT SERVICE

A - ATTORNEY 9,528.70
B - AUDIT 4,900.00
C - Software 60,029.74
D - COMPUTER MAINT. 72.15
F - Lobbyist 24,000.00

Total CONTRACT SERVICE 98,530.59

DEPRECIATION 15,395.00
DUES / REGISTRATION 614.00
EDUCATION TRAINING & SEMINARS 4,635.00
EITS DATA COM. CHARGES 1,569.70
EQUIPMENT REPAIR & RENTAL 1,478.50
FINGERPRINT AND BACKGROUND INV 18,309.73
Hearing Cost 2,173.26
INSURANCE EXPENSE TORT FUND 1,805.70
NON-STATE OWNED BLDG 35,843.99
OFFICE EXPENSE 7,609.05
OFFICE SUPPLIES 7,909.33
POSTAGE & DELIVERY 16,520.39
PRINTING & REPRODUCTION 10,894.69
PROFESSIONAL FEES 85.00

TELEPHONE 7,428.83

Total EXPENSE 296,316.68

FINE ORDERED BY THE BOARD 31,015.01
IN-STATE TRAVEL

AIRFARE 13,475.42
CAR RENTAL 1,649.14
HOTEL 10,485.29
MEALS & ENTERTAINMENT 6,546.35
MILEAGE 6,310.86
PARKING 533.00
PER DIEM 5,957.43

IN-STATE TRAVEL - Other 0.00

Total IN-STATE TRAVEL 44,957.49

4:26 PM Nevada Board of Massage Therapists
11/02/17 Profit & Loss
Accrual Basis July 2014 through June 2015

Page 1

STIP 00148



Jul '14 - Jun 15

OUT OF STATE TRAVEL
Airfare 3,285.62
HOTEL 3,236.32
MEALS & ENTERTAINMENT 214.48
PER DIEM 955.00
TAXI 376.00

Total OUT OF STATE TRAVEL 8,067.42

SALARIES
BOARD SALARIES 21,713.75
GROUP INSURANCE (PEBS) 41,883.82
INDUSTRIAL INSURANCE 4,391.50
MEDICARE 4,356.09
PAYROLL EXPENSE 328,383.31
PERS 4,870.01
RETIREMENT (PERS) 63,455.23
TEMP SERVICES 13,582.39

Total SALARIES 482,636.10

Total Expense 862,992.70

Net Ordinary Income 2,775.76

Other Income/Expense
Other Income

Interest Income 336.53

Total Other Income 336.53

Net Other Income 336.53

Net Income 3,112.29

4:26 PM Nevada Board of Massage Therapists
11/02/17 Profit & Loss
Accrual Basis July 2014 through June 2015

Page 2
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NEVADA STATE BOARD OF

MASSAGE THERAPISTS
 FY 2016 Budget vs. Actual

NSBMT FY 2016 Budget vs. Actual 8/13/2016

REVENUE

 Budget      

FY 2016 July Aug Sept Oct Nov Dec Jan Feb Mar Apr May Jun Total

 Projected 

Variance 

ADMINISTRATIVE FEE 10,000.00    192.50           1,532.50        750.00         1,700.00      1,982.50      932.50         250.00         1,932.50       150.00         3,000.00      582.50         13,005.00      (3,005.00)      

ADMINISTRATIVE FINE -               500.00           5,350.00        4,150.00      1,350.00      3,200.00      6,300.00       600.00         10,850.00    1,500.00      33,800.00      (33,800.00)    

APPLICATION 50,000.00    3,490.00        4,515.00        1,830.00      7,320.00      8,850.00      10,290.00    7,215.00      5,140.00      8,270.00       3,145.00      13,415.00    7,555.00      81,035.00      (31,035.00)    

BACKGROUND INVESTIGATION FEES 62,500.00    3,595.01        3,725.00        1,825.00      8,125.00      10,875.00    12,750.00    9,250.00      6,250.00      10,375.00     3,750.00      16,125.00    9,375.00      96,020.01      (33,520.01)    

DUPLICATE LICENSE FEE -               45.00             90.00             45.00           90.00           45.00           90.00           90.00           225.00          45.00           180.00         135.00         1,080.00        (1,080.00)      

LATE FEES 10,000.00    2,350.00        3,875.00        2,950.00      1,950.00      2,625.00      2,325.00      2,875.00      2,850.00      4,625.00       3,550.00      1,100.00      3,750.00      34,825.00      (24,825.00)    

LICENSE FEE 660,000.00  53,550.00      52,200.00      36,900.00    46,350.00    43,200.00    50,850.00    51,450.00    56,100.00    73,800.00     62,400.00    71,100.00    84,150.00    682,050.00    (22,050.00)    

MAILING LIST 2,000.00      200.00           400.00           400.00         400.00         200.00         400.00         200.00         400.00          600.00         200.00         3,400.00        (1,400.00)      

TEMP LICENSE APP FEE -               100.00         100.00         200.00           (200.00)         

TEMP LICENSE FEE -               50.00           50.00           100.00           (100.00)         

VERIFICATION FEE -               150.00           100.00           60.00           170.00         100.00         80.00           50.00           140.00         150.00          110.00         90.00           140.00         1,340.00        (1,340.00)      

RETURNED CHECK FEE 400.00         -               400.00           (400.00)         

INTEREST -               26.21             26.22             25.37           25.68           26.65           26.81           27.32           31.27           31.29            29.29           34.65           38.35           349.11           (349.11)         

TOTAL REVENUE/INCOME 794,500.00  64,098.72      71,813.72      44,785.37    64,430.68    72,121.65    79,944.31    75,399.82    71,051.27    106,108.79   74,379.29    115,894.65  107,575.85  947,604.12    (153,104.12)  

EXPENSES

 Budget      

FY 2016 July Aug Sept Oct Nov Dec Jan Feb Mar Apr May Jun Total

 Projected 

Variance 

OPERATING

ADVERSING & PROMOTIONS

 ATTORNEY GENERAL 29.07           29.07             (29.07)           

BANK SERVICE CHARGES 7,000.00      750.41           274.20           568.64         744.09         402.21         338.22         365.76         438.48         495.32          1,165.76      162.61         870.28         6,575.98        424.02          

        COMPUTER EQUIPMENT/SOFTWARE 63,000.00    -                 63,000.00     

CONTRACT SERVICES - A (Attorney) 20,000.00    1,222.47        654.12           206.96         609.89         1,770.00      1,240.00      2,460.00       2,210.00      780.00         669.31         11,822.75      8,177.25       

CONTRACT SERVICES - B (Audit) 5,000.00      4,900.00      4,900.00        100.00          

CONTRACT SERVICES - C (Software) 7,580.52        269.99           180.00         180.00         180.00         201.50         401.99         8,994.00        (8,994.00)      

CONTRACT SERVICES - D (Comp. Maint) 500.00         2,295.64      299.06         2,594.70        (2,094.70)      

CONTRACT SERVICES - E (LCB) 1,500.00      -                 1,500.00       

CONTRACT SERVICES - F (LOBBYIST) 12,000.00    1,000.00        1,000.00        1,000.00      1,000.00      1,000.00      1,000.00      1,000.00      1,000.00      1,000.00       2,000.00      1,000.00      1,000.00      13,000.00      (1,000.00)      

DoIT DATA COMM. CHARGES 19,500.00    242.04           2,237.74      1,365.33      1,225.14      1,321.75      1,067.55      1,349.81      1,208.68       1,212.16      1,215.64      1,260.17      13,706.01      5,793.99       

DoIT TELEPHONE & DATA WIR -               -                 -                

DUES/REGISTRATION 2,000.00      99.00             275.00         475.00         250.00         1,099.00        901.00          

EDUCATIONAL TRAINING & SEMINARS 4,000.00      1,485.00        235.00         1,720.00        2,280.00       

EQUIPMENT REPAIR & RENTAL 2,000.00      217.49           368.24           302.50         300.00         55.00           598.50          82.50           1,924.23        75.77            

FINGERPRINT AND BACKGROUND INV 14,000.00    1,588.75        1,593.25        1,027.50      952.00         1,885.75      1,751.00      1,336.50      3,000.25      1,793.00       2,534.50      2,753.00      3,192.75      23,408.25      (9,408.25)      

HEARING COST -               32.50             32.50             225.00         32.50           533.50         436.20         32.50           1,324.70        (1,324.70)      

INSURANCE EXPENSE STATE TORT FUND 2,000.00      1,735.05      1,735.05        264.95          

NON-STATE OWNED BLDG 36,700.00    3,048.95        3,048.95        3,474.11      2,210.14      3,149.89      3,050.39      3,050.39      3,170.89      3,105.34       6,210.68      3,105.34      3,105.34      39,730.41      (3,030.41)      

OFFICE EXPENSE 8,000.00      (719.24)          548.24           1,451.66      2,771.38      1,706.22      317.21         407.56         842.32         2,205.57       865.53         1,777.94      2,161.12      14,335.51      (6,335.51)      

OFFICE SUPPLIES 8,000.00      801.45           352.34           1,420.12      675.54         195.69         4,414.01      321.45         66.66           242.66          374.69         500.93         318.01         9,683.55        (1,683.55)      

POSTAGE & DELIVERY 12,000.00    567.11           542.77           1,508.60      1,491.72      767.56         1,587.94      1,400.50      675.78         51.88            4,581.76      2,461.60      1,213.37      16,850.59      (4,850.59)      

PRINTING AND REPRODUCTION 15,000.00    1,153.85        605.02           357.88         1,353.34      1,314.62      574.27         2,271.06      260.92         563.16          1,176.91      1,184.73      1,169.60      11,985.36      3,014.64       

PROFESSIONAL FEES -               300.00         300.00           (300.00)         

TELEPHONE 12,000.00    625.03           559.02           820.82         646.72         855.26         587.38         747.80         593.94         632.86          807.43         698.02         1,028.19      8,602.47        3,397.53       

TOTAL OPERATING EXPENSES 244,200.00  18,210.33      11,333.64      14,272.07    15,634.77    15,277.98    21,016.06    14,747.07    13,041.04    14,356.97     24,207.18    15,874.81    16,349.71    194,321.63    49,878.37     

ADMINISTRATIVE FINES TRANSFERRED TO GENERAL FUND 2,000.00        3,200.00        100.00         1,150.00      2,408.37      700.00         2,100.00      3,600.00      -                3,750.00      3,850.00      4,000.00      26,858.37      (26,858.37)    

Actual
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NEVADA STATE BOARD OF

MASSAGE THERAPISTS
 FY 2016 Budget vs. Actual

NSBMT FY 2016 Budget vs. Actual 8/13/2016

Actual

SALARIES 

 Budget      

FY 2016 July Aug Sept Oct Nov Dec Jan Feb Mar Apr May Jun Total

 Projected 

Variance 

BOARD SALARIES 28,000.00    1,500.00        2,250.00        300.00         2,400.00      846.00         3,450.00      4,650.00      25.00            2,550.00      300.00         2,700.00      20,971.00      7,029.00       

PEBP Employer Portion - ($700.00 Per month, per employee) 58,800.00    4,953.21        2,147.06        2,497.92      2,848.78      2,848.78      2,848.78      7,254.64      4,210.32      5,262.94       5,217.76      4,210.32      4,210.32      48,510.83      10,289.17     

INDUSTRIAL INSURANCE/WORKERS COMP. 4,900.00      347.43           342.64           244.03         208.70         325.79         293.98         342.88         318.09         319.60          1,778.00      294.93         4,816.07        83.93            

MEDICARE (.0145 Board Cost) 5,510.00      405.83           284.84           352.03         384.36         346.07         401.13         367.55         369.41         782.27          379.93         382.51         385.21         4,841.14        668.86          

SALARIES 380,000.00  29,198.94      20,631.21      25,406.63    27,950.17    27,439.72    30,442.39    27,065.48    32,093.95    31,224.06     30,601.68    28,147.60    28,230.79    338,432.62    41,567.38     

RETIREMENT (PERS) 28.0% of gross salary 102,200.00  6,505.24        7,778.65        5,364.43      6,647.57      7,572.64      6,517.81      7,558.30      14,995.64    15,341.36     7,342.67      7,675.30      93,299.61      8,900.39       

TEMP. SERVICES -               1,551.77        2,586.28        905.20         255.93         5,299.18        (5,299.18)      

LONGEVITY -               -                 -                

EMPLOYEE LEAVE BUY-OUT -               24,702.46     24,702.46      (24,702.46)    

TOTAL SALARIES 579,410.00  44,462.42      36,020.68      34,165.04    40,439.58    40,284.20    43,954.09    42,588.85    56,893.34    77,657.69     40,527.37    40,383.10    43,496.55    540,872.91    38,537.09     

IN-STATE TRAVEL

        AIRFARE 16,000.00    480.20           1,295.34        2,104.40      2,014.70      707.76         615.92         359.72         2,343.80      1,366.41       899.25         360.95         12,548.45      3,451.55       

        CAR RENTAL 2,500.00      -                 39.20             112.31         104.65         220.44         34.24           115.06          37.49           230.39         310.32         1,204.10        1,295.90       

        GAS 80.00           -                 -                 -                 80.00            

        HOTEL 7,000.00      489.22           446.95           74.36           839.55         552.39         248.36         392.95         465.58         3,509.36        3,490.64       

        MEALS 7,000.00      109.60           190.29           200.00         256.00         132.17         2,134.87      58.51           426.51         130.21          272.50         216.57         4,127.23        2,872.77       

        MILEAGE 9,000.00      497.41           219.92           649.15         82.91           68.86           46.46           335.83         374.16         518.36          1,102.78      434.05         1,354.22      5,684.11        3,315.89       

        PARKING 732.00         11.00             48.00             23.00           91.00           11.00           42.00           14.00            55.00           39.00           334.00           398.00          

        PER DIEM 6,000.00      106.50           259.50           106.50         1,413.55      308.52         300.00         288.00         176.00         459.50         68.00           3,486.07        2,513.93       

        TAXI 200.00         -                 -                 -                 200.00          

TOTAL IN-STATE TRAVEL 48,512.00    1,693.93        2,499.20        3,269.72      4,802.36      1,990.14      3,097.25      765.06         3,757.07      2,144.04       2,935.97      1,989.47      1,949.11      30,893.32      17,618.68     

OUT-OF-STATE TRAVEL

        AIRFARE 1,800.00      -                 -                 1,800.00       

        CAR RENTAL -                 -                 -                

        HOTEL 6,000.00      -                 1,981.73      685.05         2,571.10      5,237.88        762.12          

        MEALS -                 -                 -                

        PER DIEM 1,000.00      -                 639.00         639.00           361.00          

        TAXI 300.00         -                 165.20           80.00           245.20           54.80            

TOTAL OUT-OF-STATE TRAVEL 9,100.00      -                 165.20           2,700.73      685.05         -               -               -               -               -                -               2,571.10      -               6,122.08        2,977.92       

TOTAL REVENUE/INCOME 794,500.00  64,098.72      71,813.72      44,785.37    64,430.68    72,121.65    79,944.31    75,399.82    71,051.27    106,108.79   74,379.29    115,894.65  107,575.85  947,604.12    (153,104.12)  

TOTAL EXPENDITURES 881,222.00  66,366.68      53,218.72      54,507.56    62,711.76    59,960.69    68,767.40    60,200.98    77,291.45    94,158.70     71,420.52    64,668.48    65,795.37    799,068.31    82,153.69     

       NET PROFIT/(LOSS) (86,722.00)   (2,267.96)       18,595.00      (9,722.19)     1,718.92      12,160.96    11,176.91    15,198.84    (6,240.18)     11,950.09     2,958.77      51,226.17    41,780.48    148,535.81    

UNRESTICTED ASSETS - RECONCILED THROUGH 6/30/16 Beginning July Aug Sept Oct Nov Dec Jan Feb Mar Apr May Jun Total

 Projected 

Variance 

      CITY BANK - CHECKING 151,752.78  143,948.96    149,471.96    149,427.75  147,405.17  164,003.71  166,346.58  118,974.28  126,986.83  143,366.16   128,728.72  100,986.14  74,533.47    74,533.47      

      CITY BANK - DEBIT 4,038.11      2,200.46        10,628.62      5,640.26      5,514.14      3,038.81      5,837.48      4,161.23      4,586.05      6,592.29       5,045.62      10,341.59    8,727.35      8,727.35        

      CITY BANK - MONEY MARKET 308,628.97  308,655.18    308,681.40    308,706.77  313,732.45  313,759.10  316,261.24  366,288.56  368,519.83  368,551.12   368,581.41  436,635.06  506,623.41  506,623.41    

      PETTY CASH - LV 161.71         161.71         161.71         161.71           

TOTAL UNRESTRICTED ASSETS 464,419.86  454,804.60    468,781.98    463,774.78  466,651.76  480,801.62  488,445.30  489,424.07  500,092.71  518,509.57   502,517.46  548,124.50  590,045.94  590,045.94    

NET INCREASE/(DECREASE) IN CASH (9,615.26)       13,977.38      (5,007.20)     2,876.98      14,149.86    7,643.68      978.77         10,668.64    18,416.86     (15,992.11)   45,607.04    41,921.44    125,626.08    
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Jul '15 - Jun 16

Ordinary Income/Expense
Income

Administrative Fee 13,005.00
Administrative Fine 33,800.00
APPLICATION FEE 81,035.00
BACKGROUND INVESTIGATION FEES 96,020.01
Duplicate License Fee 1,080.00
LATE FEE 34,850.00
LICENSE FEE 682,050.00
Mailing List 3,400.00
Returned Check Charges 400.00
TEMP LICENSE APP FEE 200.00
TEMP LICENSE FEE 100.00
Verificaton Fee 1,340.00

Total Income 947,280.01

Gross Profit 947,280.01

Expense
EXPENSE

Attorney General 29.07
Bank Service Charges 6,575.98
CONTRACT SERVICE

A - ATTORNEY 11,822.75
B - AUDIT 4,900.00
C - Software 8,994.00
D - COMPUTER MAINT. 2,594.70
F - Lobbyist 13,000.00

Total CONTRACT SERVICE 41,311.45

DUES / REGISTRATION 1,099.00
EDUCATION TRAINING & SEMINARS 1,720.00
EITS DATA COM. CHARGES 13,706.01
EQUIPMENT REPAIR & RENTAL 1,924.23
FINGERPRINT AND BACKGROUND INV 23,408.25
Hearing Cost 1,324.70
INSURANCE EXPENSE TORT FUND 1,735.05
NON-STATE OWNED BLDG 39,730.41
OFFICE EXPENSE 14,335.51
OFFICE SUPPLIES 9,683.55
POSTAGE & DELIVERY 16,850.59
PRINTING & REPRODUCTION 11,985.36
PROFESSIONAL FEES 300.00

4:27 PM Nevada Board of Massage Therapists
11/02/17 Profit & Loss
Accrual Basis July 2015 through June 2016

Page 1
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Jul '15 - Jun 16

TELEPHONE 8,602.47

Total EXPENSE 194,321.63

FINE ORDERED BY THE BOARD 26,858.37
IN-STATE TRAVEL

AIRFARE 12,548.45
CAR RENTAL 1,204.10
HOTEL 3,509.36
MEALS & ENTERTAINMENT 4,127.23
MILEAGE 6,158.23
PARKING 334.00
PER DIEM 3,542.07

Total IN-STATE TRAVEL 31,423.44

OUT OF STATE TRAVEL
HOTEL 5,237.88
PER DIEM 639.00
TAXI 245.20

Total OUT OF STATE TRAVEL 6,122.08

SALARIES
BOARD SALARIES 21,271.00
GROUP INSURANCE (PEBS) 48,510.83
INDUSTRIAL INSURANCE 4,816.07
MEDICARE 4,841.14
PAYROLL EXPENSE 363,135.08
PERS 0.00
RETIREMENT (PERS) 93,299.61
TEMP SERVICES 5,299.18
SALARIES - Other -300.00

Total SALARIES 540,872.91

Total Expense 799,598.43

Net Ordinary Income 147,681.58

Other Income/Expense
Other Income

Interest Income 349.11

Total Other Income 349.11

Net Other Income 349.11

Net Income 148,030.69

4:27 PM Nevada Board of Massage Therapists
11/02/17 Profit & Loss
Accrual Basis July 2015 through June 2016

Page 2
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Jun 30, 17

ASSETS
Current Assets

Checking/Savings
CitiNational Money Market 489,270.77
City National CD 200,020.82
City National Checking 85,674.38
Petty Cash 35.50

Total Checking/Savings 775,001.47

Accounts Receivable
Accounts Receivable 132,402.48

Total Accounts Receivable 132,402.48

Total Current Assets 907,403.95

Fixed Assets
COMPUTER EQUIPMENT

Depreciation Computer Equipment -45,866.00
COMPUTER EQUIPMENT - Other 86,544.87

Total COMPUTER EQUIPMENT 40,678.87

FURNITURE & FIXTURES
Depreciation Office Furniture -35,864.00
FURNITURE & FIXTURES - Other 56,332.18

Total FURNITURE & FIXTURES 20,468.18

Total Fixed Assets 61,147.05

Other Assets
Prepaid Rent 1,508.00

Total Other Assets 1,508.00

TOTAL ASSETS 970,059.00

LIABILITIES & EQUITY
Liabilities

Current Liabilities
Accounts Payable

Accounts Payable 12.97

Total Accounts Payable 12.97

Other Current Liabilities
Direct Deposit Liabilities -4,116.99
Payroll Liabilities

941 4,434.45
Health Insurance 8,312.54
Life Insurance -377.08
PEBP - Employee paid -1,235.76
Payroll Liabilities - Other 6,801.44

Total Payroll Liabilities 17,935.59

Total Other Current Liabilities 13,818.60

Total Current Liabilities 13,831.57

Total Liabilities 13,831.57

Equity
Retained Earnings 774,857.18
Net Income 181,370.25

Total Equity 956,227.43

TOTAL LIABILITIES & EQUITY 970,059.00

4:20 PM Nevada Board of Massage Therapists
11/02/17 Balance Sheet
Accrual Basis As of June 30, 2017

Page 1
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NEVADA STATE BOARD OF MASSAGE THERAPISTS

 2017 Budget

NSBMT FY 2017 Budget 9/13/2017

REVENUE

 Budget      

FY 2017 

 Actual

 July 

 Actual 

August  

 Actual 

September 

 Actual 

October 

 Actual 

November 

 Actual 

December 

 Actual 

January 

 Actual

February 

 Actual

 March 

 Actual

April 

 Actual

 May 

 Actual

 June Total

 Projected 

Variance 

ADMINISTRATIVE FEE 10,000.00    1,695.00      1,698.50        2,397.50      2,000.00      4,914.86      1,650.00      120.00          750.00         125.00          100.00          15,450.86    5,450.86        

ADMINISTRATIVE FINE -               1,650.00      1,800.00        7,900.00      3,800.00      11,200.00    6,000.00      2,750.00      35,100.00    35,100.00      

APPLICATION 50,000.00    7,135.00      8,145.00        8,505.00      5,570.00      4,515.00      7,350.00      5,670.00       4,510.00      9,555.00      7,035.00       7,350.00       8,820.00       84,160.00    34,160.00      

BACKGROUND INVESTIGATION FEES 62,500.00    8,750.00      10,125.00      10,250.00    7,000.00      5,375.00      8,750.00      6,750.00       5,375.00      11,375.00    8,500.00       9,125.00       10,625.00     102,000.00  39,500.00      

DUPLICATE LICENSE FEE 675.00         -               315.00           135.00         225.00         135.00         45.00           90.00            90.00           135.00         45.00            90.00            180.00          1,485.00      810.00           

LATE FEES 15,000.00    4,200.00      2,600.00        1,800.00      1,275.00      1,200.00      2,625.00      1,875.00       3,550.00      3,625.00      2,550.00       4,400.00       3,200.00       32,900.00    17,900.00      

LICENSE FEE 669,900.00  63,150.00    56,250.00      46,025.00    45,600.00    38,850.00    46,500.00    47,550.00     56,700.00    74,250.00    68,550.00     71,251.00     83,700.00     698,376.00  28,476.00      

MAILING LIST 600.00         400.00         200.00           600.00         -                 

TEMP LICENSE APP FEE -               -               -                 -               200.00         -               -                100.00         -               -                -                -                300.00         300.00           

TEMP LICENSE FEE -               -               -                 -               50.00           -               -                50.00           -               -                -                -                100.00         100.00           

VERIFICATION FEE 1,000.00      110.00         130.00           120.00         60.00           40.00           90.00           80.00            20.00           110.00         100.00          110.00          110.00          1,080.00      80.00             

RETURNED CHECK FEE -               -               12.00             -               -               -               -                -               -                -                -                12.00           12.00             

UNCATAGORIZED INCOME -               0.72             0.72             0.72               

INTEREST 360.00         20.48           25.11             29.18           22.62           24.63           37.72           36.45            25.96           41.81           29.31            12.00            11.45            316.72         (43.28)            

TOTAL REVENUE/INCOME 810,035.00  87,111.20    81,300.61      77,161.68    65,802.62    66,254.49    73,047.72    62,171.45     73,920.96    99,091.81    86,809.31     92,463.00     106,746.45   971,881.30  161,846.30    

EXPENSES

 Budget      

FY 2017 

 Actual

 July 

 Actual 

August  

 Actual 

September 

 Actual 

October 

 Actual 

November 

 Actual 

December 

 Actual 

January 

 Actual

February 

 Actual

 March 

 Actual

April 

 Actual

 May 

 Actual

 June Total

 Projected 

Variance 

OPERATING

ADVERTISING & PROMOTIONS

ATTORNEY GENERAL $154.36 per hour 30.87           46.31            524.83         602.00          1,204.01      1,204.01        

BANK SERVICE CHARGES 7,000.00      893.68         1,287.01        890.40         802.56         1,001.97      831.11         1,054.52       1,049.26      1,070.47      1,353.15       1,668.86       1,545.41       13,448.40    6,448.40        

CONTRACT SERVICES - A (Attorney) 20,000.00    1,137.97        3,060.00      451.29         2,400.00      6,030.00      1,725.00       810.00         1,330.00      1,080.00       240.00          2,060.00       20,324.26    324.26           

CONTRACT SERVICES - B (Audit) 5,000.00      4,900.00      4,900.00      (100.00)          

CONTRACT SERVICES - C (Software) + $9350 from 2016 +$4,400 Municipalities Module3,000.00      -               (3,000.00)       

CONTRACT SERVICES - D (Comp. Maint) 2,400.00      55.00           275.00           82.50           110.00         420.00          942.50         (1,457.50)       

CONTRACT SERVICES - E (LCB) 1,500.00      -               (1,500.00)       

CONTRACT SERVICES - F (Lobbyist) 12,000.00    1,000.00      1,000.00        1,000.00      1,000.00      1,000.00      1,000.00      1,000.00       1,000.00      1,000.00      1,000.00       1,000.00       11,000.00    (1,000.00)       

CONTRACT SERVICES - G (Private Investigators) 2,400.00      -               (2,400.00)       

DoIT DATA COMM. CHARGES 19,500.00    1,029.98      1,514.37        1,098.30      1,514.37      1,098.30      1,098.30      1,102.12       1,087.98      1,091.80      1,504.05       1,084.16       2,584.39       15,808.12    (3,691.88)       

DoIT TELEPHONE & DATA WIR -               142.17         142.36         141.99          142.01          296.55          865.08         865.08           

DUES/REGISTRATION 1,000.00      150.00           275.00         280.00         250.00          2,270.40       120.00          3,345.40      2,345.40        

 EDUCATIONAL TRAINING & SEMINARS + FARB $5,250 

CLEAR $1,050 from 2016 4,800.00      900.00         6,065.00        6,965.00      2,165.00        

EQUIPMENT REPAIR & RENTAL 2,000.00      440.00          1,665.00      715.76          2,820.76      820.76           

FINGERPRINT AND BACKGROUND INV 21,000.00    1,422.00        1,217.25      3,570.00      2,214.00      3,025.50      1,031.50       1,675.75      2,275.00      2,199.75       3,585.50       4,323.75       26,540.00    5,540.00        

HEARING COST 1,200.00      167.16         574.00           977.18         97.50           416.77         32.50           2,265.11      1,065.11        

INSURANCE EXPENSE STATE TORT FUND 2,000.00      -               1,792.89      -               -                -               -                -                -                1,792.89      (207.11)          

NON-STATE OWNED BLDG 38,909.80    3,135.18      3,242.83        3,135.18      4,446.71      3,266.29      3,266.29      3,266.29       3,266.29      3,266.29      3,266.29       3,266.29       3,572.32       40,396.25    1,486.45        

OFFICE EXPENSE 28,178.00    785.93         9,230.94        788.73         4,801.06      1,668.49      723.80         1,829.69       1,674.37      1,181.54      1,723.04       493.94          519.49          25,421.02    (2,756.98)       

OFFICE SUPPLIES 8,600.00      4.29             284.40           3,464.70      373.94         331.08         550.54          1,217.41      87.96           201.68          267.67          155.51          6,939.18      (1,660.82)       

POSTAGE & DELIVERY 12,000.00    877.94         1,120.08        1,235.52      777.29         (206.62)        2,051.77      1,805.83       67.15           1,412.18      426.58          1,612.40       2,504.36       13,684.48    1,684.48        

PRINTING AND REPRODUCTION 12,000.00    618.01           1,187.16      776.66         1,250.30      1,046.84       603.95         631.98         1,055.76       652.29          704.11          8,527.06      (3,472.94)       

PROFESSIONAL FEES -               -               -                 

TELEPHONE 10,800.00    557.44         785.97           726.29         913.22         505.15         932.21         784.21          655.95         655.95         478.92          437.11          (349.66)         7,082.76      (3,717.24)       

TOTAL OPERATING EXPENSES 215,287.80  9,406.60      28,707.58      19,386.44    20,017.60    14,446.88    25,862.86    16,102.85     14,915.28    14,670.36    14,681.21     16,720.63     19,353.99     214,272.28  (1,015.52)       

ADMINISTRATIVE FINES PAID TO GENERAL FUND -               2,000.00      2,050.00        1,000.00      3,200.00      4,750.00      11,016.00    -                1,000.00      -               800.00          2,000.00       -                27,816.00    27,816.00      
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NEVADA STATE BOARD OF MASSAGE THERAPISTS

 2017 Budget

NSBMT FY 2017 Budget 9/13/2017

SALARIES 

 Budget      

FY 2017 

 Actual

 July 

 Actual 

August  

 Actual 

September 

 Actual 

October 

 Actual 

November 

 Actual 

December 

 Actual 

January 

 Actual

February 

 Actual

 March 

 Actual

April 

 Actual

 May 

 Actual

 June Total

 Projected 

Variance 

BOARD SALARIES 31,800.00    1,050.00      3,450.00        1,350.00      6,024.50      3,150.00      150.00         2,400.00       2,700.00      300.00         450.00          2,550.00       23,574.50    (8,225.50)       

PEBP Employer Portion - ($705.00 Per month, per employee) 67,680.00    6,965.86      4,123.50        3,476.62      3,445.70      3,401.66      3,421.69      3,432.48       3,429.48      3,404.92      3,451.99       3,397.77       3,135.57       45,087.24    (22,592.76)     

INDUSTRIAL INSURANCE/WORKERS COMP. 4,910.00      375.22         349.04           707.93         388.66         681.30         352.76         348.04         341.87          317.41          374.63          4,236.86      (673.14)          

MEDICARE (.0145 Board Cost) 5,160.08      407.77         452.71           380.03         461.64         420.93         384.34         417.49          411.76         404.11         374.07          444.41          371.22          4,930.48      (229.60)          

PAYROLL EXPENSES 354,817.40  28,727.09    29,561.55      26,129.27    27,645.01    27,298.49    28,719.11    27,758.55     27,094.33    28,815.30    26,606.90     29,512.97     26,497.18     334,365.75  (20,451.65)     

RETIREMENT (PERS) 28.0% of gross salary 97,430.92    7,706.62      15,809.42      7,247.00      7,182.53      14,970.99    7,513.79      7,222.01      7,781.23       7,137.08       7,794.29       90,364.96    (7,065.96)       

TEMP. SERVICES -               -               -                 

LONGEVITY -               -               -                 

VACATION BUY-OUT -               -               -                 

SICK PAY BUY-OUT -               -               -                 

TOTAL SALARIES 561,798.40  45,232.56    53,746.22      39,290.85    37,576.85    41,842.27    48,327.43    34,008.52     41,502.12    40,494.38    39,006.06     43,359.64     38,172.89     502,559.79  (59,238.61)     

IN-STATE TRAVEL -                 

        AIRFARE 12,406.00    60.25           1,491.28        439.67         3,504.73      1,251.76      1,963.57      1,372.30       474.35          1,952.96       12,510.87    104.87           

        CAR RENTAL (Inspectors 129 days @ $38 = $4,902) 7,442.00      196.38           147.08         113.65         246.95         80.04           463.18          102.52         131.04          152.85          771.53          2,405.22      (5,036.78)       

        GAS -               -               -                 

        HOTEL 7,680.56      240.24         493.19           362.54         1,468.88      274.75         241.14         242.01          80.67            1,259.73       4,663.15      (3,017.41)       

        MEALS 7,352.00      56.57           727.29           441.54         1,180.21      436.58          184.68         187.40          3,214.27      (4,137.73)       

        MILEAGE 9,660.00      417.42           220.32         156.60         312.55         638.82         945.49         694.44         358.56          731.16          277.28          4,752.64      (4,907.36)       

        PARKING 1,484.00      100.00         26.00             195.00         35.00            29.00           37.00           62.00            15.00            138.00          637.00         (847.00)          

        PER DIEM 7,100.00      169.00         237.76           176.00         2,009.00      422.72         148.00         212.00          43.00            736.00          4,153.48      (2,946.52)       

        TAXI/SHUTTLE -               -               -               -               -               43.57           -                -               -                -                -                43.57           43.57             

TOTAL IN-STATE TRAVEL 53,124.56    626.06         3,589.32        1,345.61      711.79         5,244.44      5,687.07      934.76          3,922.73      1,120.58      2,377.91       1,684.43       5,135.50       32,380.20    (20,744.36)     

OUT-OF-STATE TRAVEL -                 

        AIRFARE (FARB & CLEAR from 2016 $4,256) 6,096.00      -               3,744.08        3,744.08      (2,351.92)       

        CAR RENTAL -               -               -                 

        HOTEL 9,142.48      -               1,629.24      3,085.32      4,714.56      (4,427.92)       

        MEALS -               -               -                 

        PARKING 58.00           115.00         173.00         173.00           

        PER DIEM 2,483.00      -               746.00         937.50         1,683.50      (799.50)          

        TAXI/SHUTTLE 560.00         -               254.00         43.75           297.75         (262.25)          

TOTAL OUT-OF-STATE TRAVEL 18,281.48    -               3,744.08        2,687.24      4,181.57      -               -               -                -               -               -                -                -                10,612.89    (7,668.59)       

TOTAL REVENUE/INCOME 810,035.00  87,111.20    81,300.61      77,161.68    65,802.62    66,254.49    73,047.72    62,171.45     73,920.96    99,091.81    86,809.31     92,463.00     106,746.45   971,881.30  161,846.30    

LESS TOTAL EXPENDITURES 848,492.24  57,265.22    91,837.20      63,710.14    65,687.81    66,283.59    90,893.36    51,046.13     61,340.13    56,285.32    56,865.18     63,764.70     62,662.38     787,641.16  (60,851.08)     

       NET PROFIT/(LOSS) (38,457.24)   29,845.98    (10,536.59)     13,451.54    114.81         (29.10)          (17,845.64)   11,125.32     12,580.83    42,806.49    29,944.13     28,698.30     44,084.07     184,240.14  222,697.38    

UNRESTICTED ASSETS - RECONCILED THROUGH 06/30/17  Beginning 

 Actual

 July 

 Actual 

August  

 Actual 

September 

 Actual 

October 

 Actual 

November 

 Actual 

December 

 Actual 

January 

 Actual

February 

 Actual

 March 

 Actual

April 

 Actual

 May 

 Actual

 June Total

 Projected 

Variance 

     CITY BANK - CHECKING 74,533.47    68,087.07    48,912.48      93,368.90    74,058.14    138,420.19  120,469.13  74,088.61     60,281.26    58,551.65    61,511.41     73,085.80     85,144.26     

     CITY BANK - DEBIT 8,727.35      7,046.10      2,719.49        587.19         587.19         5,587.19      5,587.19      5,497.98       5,497.98      5,497.98      5,497.98       

     CITY BANK - MONEY MARKET 506,623.41  546,618.89  561,413.89    523,382.35  553,169.88  474,977.52  474,977.52  333,422.86   366,240.03  404,996.84  436,776.15   459,314.32   489,270.77   

     CITY BANK - CD 200,010.82   200,010.82  200,010.82  200,010.82   200,020.82   200,020.82   

     PETTY CASH 161.71         119.25         119.25           52.56           53.10           53.10           53.10           53.10            53.10           53.10           53.10            53.10            35.50            

TOTAL UNRESTRICTED ASSETS 590,045.94  621,871.31  613,165.11    617,391.00  627,868.31  619,038.00  601,086.94  613,073.37   632,083.19  669,110.39  703,849.46   732,474.04   774,471.35   -               

NET INCREASE/(DECREASE) IN CASH 31,825.37    (8,706.20)       4,225.89      10,477.31    (8,830.31)     (17,951.06)   11,986.43     19,009.82    37,027.20    34,739.07     28,624.58     41,997.31     184,425.41  

2
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Jul '16 - Jun 17

Ordinary Income/Expense
Income

Administrative Fee 14,700.86
Administrative Fine 32,350.00
APPLICATION FEE 84,160.00
BACKGROUND INVESTIGATION FEES 102,000.00
Duplicate License Fee 1,485.00
LATE FEE 32,900.00
LICENSE FEE 698,376.00
Mailing List 600.00
Returned Check Charges 12.00
TEMP LICENSE APP FEE 300.00
TEMP LICENSE FEE 100.00
Uncategorized Income 0.72
Verificaton Fee 1,080.00

Total Income 968,064.58

Gross Profit 968,064.58

Expense
EXPENSE

Attorney General 1,204.01
Bank Service Charges 13,448.40
CONTRACT SERVICE

A - ATTORNEY 20,324.26
B - AUDIT 4,900.00
D - COMPUTER MAINT. 942.50
F - Lobbyist 11,000.00

Total CONTRACT SERVICE 37,166.76

DUES / REGISTRATION 3,345.40
EDUCATION TRAINING & SEMINARS 6,965.00
EITS DATA COM. CHARGES 15,808.12
EITS TELEPHONE CHARGES 865.08
EQUIPMENT REPAIR & RENTAL 2,820.76
FINGERPRINT AND BACKGROUND INV 26,540.00
Hearing Cost 2,265.11
INSURANCE EXPENSE TORT FUND 1,792.89
NON-STATE OWNED BLDG 40,396.25
OFFICE EXPENSE 25,321.03
OFFICE SUPPLIES 6,939.18
POSTAGE & DELIVERY 13,684.48
PRINTING & REPRODUCTION 8,527.06
TELEPHONE 7,082.76

Total EXPENSE 214,172.29

FINE ORDERED BY THE BOARD 27,816.00
IN-STATE TRAVEL

AIRFARE 12,510.87
CAR RENTAL 2,405.22
HOTEL 4,663.15
MEALS & ENTERTAINMENT 3,214.27
MILEAGE 4,278.52
PARKING 637.00
PER DIEM 4,097.48

TAXI 43.57

Total IN-STATE TRAVEL 31,850.08

4:24 PM Nevada Board of Massage Therapists
11/02/17 Profit & Loss
Accrual Basis July 2016 through June 2017

Page 1
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Jul '16 - Jun 17

OUT OF STATE TRAVEL
Airfare 3,744.08
HOTEL 4,714.56
Parking 173.00
PER DIEM 1,683.50
TAXI 297.75

Total OUT OF STATE TRAVEL 10,612.89

Reconciliation Discrepancies 0.00
SALARIES

BOARD SALARIES 23,574.50
FWIT 1,149.63
GROUP INSURANCE (PEBS) 45,087.24
INDUSTRIAL INSURANCE 4,236.86
MEDICARE 4,930.48
PAYROLL EXPENSE 333,216.12
PERS 0.00
RETIREMENT (PERS) 90,364.96

Total SALARIES 502,559.79

Total Expense 787,011.05

Net Ordinary Income 181,053.53

Other Income/Expense
Other Income

Interest Income 316.72

Total Other Income 316.72

Net Other Income 316.72

Net Income 181,370.25

4:24 PM Nevada Board of Massage Therapists
11/02/17 Profit & Loss
Accrual Basis July 2016 through June 2017

Page 2
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Fiscal Year 2018 Budget Narrative by Line Item 

Revenue Accounts 

Administrative Fees – Charged by the Board for processing fines ordered by the Board, Administrative 

Fees are not projected to avoid the appearance of setting quotas for citations in the field.  It is not the 

Board’s position that goals of this type should be set; however, if individuals are cited by the Board or 

the inspection/investigation staff, the Board would experience revenue in this category. 

Administrative Fees – Hearing Costs – This new revenue account will be used for tracking hearing fees 

as they are paid and will be used as an offset account to Hearing Fees. 

Administrative Fines – Fines assessed by the Board as part of the discipline process or for practicing 

massage without a license are transferred to the State’s general fund.  These funds while tracked in a 

revenue category have an offset account Fines Assessed by the Board and are transferred to the 

controller for deposit into the General Fund.   There are no budget amounts in this category; however, 

the Board does anticipate experiencing revenue for fines assessed. 

Application Fees – Assessed to individuals applying for a license to practice massage, the application fee 

for FY 2018 is $105 per application.  The estimated number of applicants per month is based on an 

average of the applicants licensed in FY 2017 of 45 applicants per month.  The budget which includes 

passage of AB 179 reflects application fees for reflexologies after the regulatory process is complete.  AB 

179 mandates compliance by July 1, 2018. 

Background Investigation Fees - Assessed to individuals who apply for a license to practice massage 

therapy and to some individuals on probation, background investigation fees cover the cost of the 

LiveScan fingerprint processing and background investigation with both the State of Nevada and the 

Federal Bureau of Investigation as well as the costs of subpoenaing additional information for individuals 

that have positive background checks and additional investigations carried out by Board staff to insure 

the safety of the public.  The budget which includes passage of AB 179 reflects background investigation 

fees for reflexologies after the regulatory process is complete.  AB 179 mandates compliance by July 1, 

2018. 

Duplicate License Fees – On average the Board receives 2 requests per month for duplicate licenses.  

The cost to process a duplicate license is $45. 

Late Fees - Assessed at a rate of $25 per month up to a maximum of $500, late fees were calculated 

based on averaging and allowing for a 50% reduction over FY 2017. 

License Fees – Composed of both, new licenses and renewals, amounts for this category are based on 

the trend for FY 2017 of approximately 45 new licensees per month and the renewal of existing 

licensees less a 20% expired/inactive status change experienced for each month.  The budget which 

includes passage of AB 179 reflects application fees for reflexologies after the regulatory process is 

complete.  AB 179 mandates compliance by July 1, 2018.  One of the amendments to AB 179 requires 
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the Board to evaluating the earning potential of the different license types and assessing the possibility 

of different licensing fees for each licensing type.  Based on this information the budgeted license fee for 

the reflexologist has been reduced to $125 per calendar year for budgetary purposes.  The actual 

amount of the licensing fees will need to be part of the regulatory process. 

Temporary License App Fees and Temporary License Fees – No budgeted allocation was made for this 

category since the average revenue in this category remained minimal over the past two fiscal years.  

The Board may experience some revenue in these two categories but not in amounts significant to the 

budget calculations. 

Verification Fees – Licensees wishing to license in other states or jurisdictions are required to provide 

verification of licensure.  The rate per verification is $10.  The average experienced from FY 2016 and FY 

2017 reflects approximately 8 verifications per month. 

Returned Check Charges - No budget allocation was made for this category as the occurrence of 

returned money orders or certified checks is negligible. 

Uncategorized Income – Income in this category allows for the receipt of review from public records 

requests where printed documentation rather than electronic documentation has been requested based 

on the Board’s cost analysis for the reproduction of documentation and the associated cost based on a 

per page. 

Interest Income – This income category reflects revenue earned on both the Money Market and 

Certificate of Deposit accounts held by the Board.  The amounts reflected in this category are an average 

of the current interest rates and balances held in these reserve accounts.  The interest rate for the 

Money Market is variable and based on prime.  The annual percentage rate for the Certificate of Deposit 

is 1% accrued monthly and payable upon maturity.   

Expense Accounts 

Operating 

 Advertising & Promotions – Costs for advertising and promotions include expenses for brochures and 

handouts provided by the Board.   

Attorney General – These expenses are allocated for representation by the Chief Deputy Attorney 

General for Boards and Commissions or his designee at each Board meeting and all hearings.  Additional 

expenses may arise periodically.  The current billable rate per hour is $154.36. 

Bank Service Charges – These service charges are for the checking account as well as processing fees for 

all credit card transactions.   As the Board continues to move towards paperless transactions the Bank 

Service Charges have increased.  With the increase in licensee use of the online system and payments 

made using credit cards, this category will continue to increase.   Adjustments have been made to the 

types of accounts the Board has to reduce these fees and an assessment of several other banks was 
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conducted in 2016 validating that the current banking arrangement is still the most cost effective for the 

Board. 

Contract Services – A (Attorney) – This contract is for legal services provided by Platt Law Group.  

Colleen Platt and other attorney’s working through this firm advise the Board and staff on an ongoing 

bases by providing services including drafting legal documents, prosecuting cases before the Board, 

representing the Board at working groups and committee meetings, and interfacing with LCB on legal 

matters. 

Contract Services – B (Audit) – The contract for the mandated annual audit of the Board’s financial 

documents provides for compliance with the statutory requirements and a review of the fiscal 

transactions by the December 1, 2017 deadline. 

Contract Services – C (Software) – This category provides for budgetary allocations necessary for the 

continuation of the Board’s database and compliance with regulatory changes mandated though the 

79th Session of the Nevada State Legislature.  The amounts in this category reflect the changes 

presented to staff for fiscal notes and additional changes anticipated by the passing of AB 179. 

 Contract Services – D (Computer Maintenance) – This contract is a good of the state contract arranged 

by State Purchasing with Computer Technology Services.  The amounts are reflective of averages over 

the past two years and anticipated changes and upgrades to current systems. 

Contract Services – E (LCB) – Although budgeted for in FY 2017, there were no expenses incurred in this 

category; therefore, no allocations were made for FY 2018. 

Contract Services – F (Lobbyist) – The Board retains a lobbyist to assist with navigating the legislative 

system and interacting with legislators during the session.  Lobbyist may be retained during just the 

months of the session or paid on a retainer basis.  The Board practice has been to pay Kathleen Laxalt 

and her team a retainer of $1,000 per month for these services. 

Contract Services – G (Private Investigators) – From time-to-time the Board operates investigations 

using private investigators.  During FY 2017 no new investigations were handled in this way.  Instead the 

staff worked with the Las Vegas Metropolitan Police Department and the business licensing divisions of 

the cities to conduct investigations.  In addition, Inspector Brunner completed the advanced training 

through the CLEAR organization to better qualify her for the position of investigator.  Inspector Haynes 

has begun this training as well and will continue to work towards additional certification.   

Contract Services – H (Shredding and Scanning) – As documents require being archived the Board 

experiences costs for scanning and shredding.  Originally these tasks were performed by staff; however, 

a cost analysis revealed a substantial cost savings in contracting these services out.  

Dues/Registrations –The Board participates in three organizations which require annual dues and the 

Executive Director may have memberships in other organizations that provide networking opportunities 

or training which will be evaluated on an annual basis.  These additional membership fees will be paid 

out of this account, but will be offset by reductions in spending in the Office Expenses category.   

STIP 00185



 The Federation of State Massage Therapy Boards (FSMTB) which provides multiple services to 

the member boards including a national exam (MBLEx) has a flat rate of $500 and a per licensee 

rate of $0.40 with a cap of $2,800 which is due on July 1, 2017.  Since this amount was not built 

into the FY 2017 budget the fees will be paid in July of 2017 and well as June of 2018.  For 

budgetary purposes the amount is based on 4,500 licensees.  

  Attendance at the FSMTB Annual Meeting for 1 delegate is covered by the Board’s membership 

in the organization.  The budget allows for 2 additional attendees with registration fees of $350 

per attendee which includes the welcome reception and meals provided to the delegates.   

 The Federation of Associations of Regulatory Boards (FARB) which provides training and tracking 

of issues as they pertain to regulatory boards has an annual fee of $150.   

 The Council on Licensure, Enforcement and Regulation (CLEAR) which provides training and 

certification for the inspection staff and Board members at an annual cost of $250.   

Education, Training & Seminars – The Board’s policy to provide education and training for both Board 

members and staff includes participation in training provided by multiple organizations and 

reimbursement for expenses incurred by staff for training necessary to perform job duties successfully.  

During Fiscal Year 2018 Board members and the Executive Director will participate in trainings and 

seminars offered by multiple organizations including FARB and FSMTB. 

 FARB Law Seminar in Savannah, Georgia October 5-8, 2017.  The budget allows for 3 attendees 

to be determined by the Board at a cost of $800 per attendee. 

 Members of staff will be taking classes to improve their skill levels.  Reimbursement will occur 

upon completion with a C or higher. 

EITS Data Communication Charges – These charges are for email accounts, website, applications, and 

database storage on the State of Nevada Department of Administration Enterprise Information 

Technology Services (EITS) server.  

EITS Telephone & Data Wire – Charges paid to the Department of Administration for state backbone 

telephone services previously were included in the EITS Data Communication Charges account.  For FY 

2018 these charges are being separated out and tracked independently from the data charges. 

Equipment Repair & Rental – For prior years equipment rental has been reflected in the area of usage.  

For example, copier costs were under Printing and Reproduction and the postage meter rental was 

under Postage and Delivery.  The standard for most state agencies is to reflect equipment rental in a 

separate general ledger account; therefore, beginning with FY 2018 equipment rental will be in budged 

for and entered into this account.  The equipment that the Board rents at this time includes copiers and 

postage machines in both the Reno and Las Vegas offices.  The only maintenance contract the Board has 

is with REMI group for maintenance of the identification card printer. 

Fingerprint and Background Investigations – Expenses in this category include the LiveScan vouchers 

processed by multiple companies statewide as well as manual fingerprint checks run through the 

Department of Public Safety.  The budgeted amount is based on the average number of applications 
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received as opposed to the number of new licenses issues since some individuals apply for licensure 

prior to passing the required examinations or meeting other qualifying criteria.  Additional costs for 

reflexologist are anticipated to begin after the completion of the regulatory process as certified 

reflexologists seek licensure prior to the compliance date. 

Hearing Costs – In affect hearing costs should be offset by the fees assessed to the individual brought 

before the Board; therefore, no budget numbers are present in this category.  The attorney costs for 

hearings will be deducted from Contract Services – A (Attorney) and Attorney General as appropriate for 

FY 2018.  

Insurance Expense – State Tort Fund – The Attorney General’s Office assesses each agency within the 

state $98.57 per full-time employee (FTE) for the Tort Claims Fund Assessment.  This amount may 

change during the legislative process, but for now we are paying based on 15.50 FTEs which includes all 

of our board member. 

Insurance Expense – Board Members -  Leeds and York provides management liability and professional 

liability coverage for the Board.  This policy is payable annually.  

Non-State Owned Building Rent – The Board maintains office space in both Reno and Las Vegas.  The 

Reno office lease was just renewed in October of 2016.  The Las Vegas office lease is good through July 

31, 2018. 

Office Expenses – These expenses are for miscellaneous office expenses excluding office supplies.  

Periodic replacements of equipment, unexpected expenses for the operation of the Board offices and 

meetings, as well as additional expenses are lumped into this account.  Based on the estimated numbers 

of reflexologists to be added to the licensee base Office Expenses were increased by 20%. 

Office Supplies – Supplies used in the day to day operation of the Board offices.  Based on the estimated 

number of reflexologists to be added to the licensee base Office Supplies were increased by 20%. 

Postage and Delivery – Expenses in this account are for standard mail, mandatory certified mailing, and 

overnight express delivery services.  Based on the estimated number of reflexologists to be added to the 

licensee base this expense category was increased by 20%. 

Printing and Reproduction – Per page copying costs as well as other reproduction costs combine in this 

account with documents printed by LCB Printing including NRS/NAC handbooks.  Once the Board has 

completed the regulatory process and updated the NACs, the printing of new NRS/NAC books will 

impact this category.  The cost per book will be between $1 and $2.50 depending on the final thickness.  

For budgetary purposes this expense has been estimated at 2,500 copies at the higher cost printable in 

January of 2018.  Based on the increase in licensees as a result of AB 179 this category was increased by 

20%. 

Telephone and Data Lines – The Board utilizes the state backbone for individual telephone lines.  In 

addition, the Board has a dedicated fax line in both the Las Vegas and Reno offices and cell phones for 

the inspectors, investigator and Executive Director.  Data lines provide connectivity to the State EITS and 
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internet access.  We may have increased costs in this category once the database software is updated 

and the new platform is working.  When this happens there will be additional tablets for the inspectors, 

investigator, and Executive Director. 

In-State Travel – Travel within the state for the staff members and occasionally for Board members.  The 

estimate is that staff may need to travel to Las Vegas twice per month and for Board meetings.  On 

average a 4 day trip for the ED to Las Vegas costs under $1,200. 

Out-of-State Travel – Travel estimates include trips for the ED and 2 Board members to attend the 

Annual FSMTB meeting, the FARB Law Seminar. 

Board Salaries – Board Salaries expenses are based on the estimated number of meetings and hearings 

to be held during FY 2018.  As part of AB 179 two (2) additional Board members will be appointed by the 

Governor during FY 2019. 

PEBP Employer Portion – Several members of the staff participate in the Public Employees Benefits 

Program.   The Board pays a portion of their insurance coverage, and the Board pays all of the long-term 

disability coverage offered as part of this benefit package. 

Industrial Insurance – The Board maintains workers’ compensation insurance on all the members of the 

Board and staff.   

Medicare – The Board pays the Medicare employer amount on each employee and the Board members.   

Social Security – The Board pays the Social Security employer amount on part-time employees and the 

Board members.  

Payroll Expenses – Predominately wages and salaries, this category occasional has other payroll 

expenses added to the total. 

Retirement PERS – The Board pays into the Public Employees Retirement System for employees that 

participate in the plan.    
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Actual FY 

2017

Budget FY 

2018 Jul Aug Sept Oct Nov Dec Jan Feb Mar Apr May Jun Total Variance

Expenses

   Operating -                 -            

     Advertising & Promotions -                 2,000.00       1,000.00     500.00        500.00        2,000.00       -            

     Attorney General $154.36 per hour 2,546.94       11,113.92     2,469.76     1,234.88     2,469.76     1,234.88     1,234.88     1,234.88     1,234.88     11,113.92     -            

     Bank Service Charges 9,677.90       14,400.00     1,200.00     1,200.00     1,200.00     1,200.00     1,200.00     1,200.00     1,200.00     1,200.00     1,200.00     1,200.00     1,200.00     1,200.00     14,400.00     -            

     Contract Services - A (Attorney) 22,280.94     30,000.00     2,500.00     2,500.00     2,500.00     2,500.00     2,500.00     2,500.00     2,500.00     2,500.00     2,500.00     2,500.00     2,500.00     2,500.00     30,000.00     -            

     Contract Services - B (Audit) 4,900.00       5,000.00       5,000.00     5,000.00       -            

     Contract Services - C (Software) 5,650.00       9,600.00       5,000.00     4,600.00     9,600.00       -            

     Contract Services - C (Software) AB 179 10,400.00     1,200.00     1,200.00     4,000.00     4,000.00     10,400.00     

     Contract Services - D (Computer Maintenance) 1,942.50       2,400.00       200.00        200.00        200.00        200.00        200.00        200.00        200.00        200.00        200.00        200.00        200.00        200.00        2,400.00       -            

     Contract Services - E (LCB) 625.00          -                 -                 -            

     Contract Services - F (Lobbyist) 12,000.00     12,000.00     1,000.00     1,000.00     1,000.00     1,000.00     1,000.00     1,000.00     1,000.00     1,000.00     1,000.00     1,000.00     1,000.00     1,000.00     12,000.00     -            

     Contract Services - G (Private Investigators) 1,000.00       -                 -                 -            

     Contract Services - H (Shredding & Scanning) 3,000.00       3,000.00       750.00        750.00        750.00        750.00        3,000.00       -            

     Dues/Registrations 855.00          7,800.00       7,800.00       -            

          CLEAR Annual Dues 250.00        

          FARB Membership 150.00        

          FARB Forum 3 attendees 2,100.00     

          FSMTB Annual Dues $500+$0.04 per licensee 2,300.00     2,300.00     

          FSMTB Additional Attendees at Annual Mtg 700.00        

     Education, Training & Seminars 10,715.00     5,505.00       5,505.00       -            

          CLEAR NCIT Sandy 365.00        

          CLEAR NCIT Arianna 365.00        

          CLEAR NCIT Advanced Moses 435.00        

          FARB Law Seminar 3 attendees 2,400.00     

          Employee Mandated Training 485.00        970.00        485.00        

     EITS Data Communication Charges 16,580.74     14,170.92     14,170.92     -            

          Email Service $3.82 per increased to $14.57 131.13        131.13        131.13        131.13        131.13        131.13        131.13        131.13        131.13        131.13        131.13        131.13        

          Web Services T4 192.60        192.60        192.60        192.60        192.60        192.60        192.60        192.60        192.60        192.60        192.60        192.60        

          Virtual Server - Apps 428.59        428.59        428.59        428.59        428.59        428.59        428.59        428.59        428.59        428.59        428.59        428.59        

          Virtual Server - Database 428.59        428.59        428.59        428.59        428.59        428.59        428.59        428.59        428.59        428.59        428.59        428.59        

     EITS Telephone & Data Wire 1,847.52       1,847.52       -            

          Long Distance 25.00          25.00          25.00          25.00          25.00          25.00          25.00          25.00          25.00          25.00          25.00          25.00          

          State Phone Line 107.84        107.84        107.84        107.84        107.84        107.84        107.84        107.84        107.84        107.84        107.84        107.84        

          Voice Mail 21.12          21.12          21.12          21.12          21.12          21.12          21.12          21.12          21.12          21.12          21.12          21.12          

     Equipment Repair & Rental 2,806.68       12,840.80     12,840.80     -            

          REMI Group - Card Printer Maintenance 1,665.00     

          Pitney Bowes - Postage Machine LV 263.00        263.00        263.00        263.00        

          Pitney Bowes - Postage Machine Reno 888.45        888.45        888.45        888.45        

          Xerox - Copier LV 189.62        189.62        189.62        189.62        189.62        189.62        189.62        189.62        189.62        189.62        189.62        189.62        

          Xerox - Copier Reno 357.88        357.88        357.88        357.88        357.88        357.88        357.88        357.88        357.88        357.88        357.88        357.88        

     Fingerprint and Background Investigations 21,230.25     26,712.00     2,226.00     2,226.00     2,226.00     2,226.00     2,226.00     2,226.00     2,226.00     2,226.00     2,226.00     2,226.00     2,226.00     2,226.00     26,712.00     -            

     Fingerprint and Background Reflexology 43,750.00     1,250.00     1,250.00     3,750.00     12,500.00  12,500.00  12,500.00  43,750.00     

     Hearing Costs 2,765.11       -                 -                 -            

     Insurance Expense - State Tort Fund 1,792.89       1,527.84       1,527.84     1,527.84       -            

     Insurance Expense - State Contents 1.2cents per sq foot 377.14          31.43          31.43          31.43          31.43          31.43          31.43          31.43          31.43          31.43          31.43          31.43          31.43          377.14          0.00          

     Insurance Expense - Board Members 1,800.00       1,800.00     1,800.00       -            

     Non-State Owned Building Rent 40,090.22     40,198.00     40,198.00     -            

          Reno Office 2,341.25     2,341.25     2,341.25     2,416.17     2,416.17     2,416.17     2,416.17     2,416.17     2,416.17     2,416.17     2,416.17     2,416.17     -            

          Las Vegas Office 925.04        954.88        954.88        954.88        954.88        954.88        954.88        954.88        954.88        954.88        954.88        954.88        -            

     Office Expenses 28,073.64     12,000.00     1,000.00     1,000.00     1,000.00     1,000.00     1,000.00     1,000.00     1,000.00     1,000.00     1,000.00     1,000.00     1,000.00     1,000.00     12,000.00     -            

          20% increase for Reflexology 1,200.00       200.00        200.00        200.00        200.00        200.00        200.00        1,200.00       -            

     Office Supplies 8,592.30       8,725.00       750.00        725.00        725.00        725.00        725.00        725.00        725.00        725.00        725.00        725.00        725.00        725.00        8,725.00       -            

          ID Card Printing Supplies 7,000.00       3,500.00     3,500.00     7,000.00       -            

          20% increase for Reflexology 2,270.00       700.00        145.00        145.00        145.00        145.00        845.00        145.00        2,270.00       

     Postage and Delivery 12,661.81     7,200.00       600.00        600.00        600.00        600.00        600.00        600.00        600.00        600.00        600.00        600.00        600.00        600.00        7,200.00       -            

          20% increase for Reflexology 1,300.00       580.00        120.00        120.00        120.00        120.00        120.00        120.00        1,300.00       

     Printing and Reproduction 9,878.97       9,861.56       9,861.56       -            

2018 Expenses - Operating
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Budget FY 
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2018 Expenses - Operating

          State Printing - Business Cards & Envelopes 50.00          50.00          50.00          50.00          50.00          50.00          50.00          50.00          50.00          50.00          50.00          50.00          

          State Printing - NRS/NAC Books 6,250.00     

          Xerox LV 130.00        130.00        130.00        130.00        130.00        130.00        130.00        130.00        130.00        130.00        130.00        130.00        

          Xerox Reno 363.00        362.56        363.00        363.00        

          20% increase for Reflexology 451.20          150.00        98.60          26.00          26.00          98.60          26.00          26.00          451.20          

     Telephone and Data Lines 9,704.49       14,680.32     14,680.32     -            

          AT&T Data Line 131 252-8453 088 8 Reno 649.00        649.00        649.00        649.00        649.00        649.00        649.00        649.00        649.00        649.00        649.00        649.00        

          AT&T Data Line 131 252-8403 260 4 LV 135.00        135.00        135.00        135.00        135.00        135.00        135.00        135.00        135.00        135.00        135.00        135.00        

          AT&T Fax 775-786-4264 787 2 135.00        135.00        135.00        135.00        135.00        135.00        135.00        135.00        135.00        135.00        135.00        135.00        

          AT&T Phone Line Reno 775 688-1888 555 4 61.00          61.00          61.00          61.00          61.00          61.00          61.00          61.00          61.00          61.00          61.00          61.00          

          Centry Link 309482709 LV 35.00          35.00          35.00          35.00          35.00          35.00          35.00          35.00          35.00          35.00          35.00          35.00          

          Verizon - Inspector and ED Cell Phones 208.36        208.36        208.36        208.36        208.36        208.36        208.36        208.36        208.36        208.36        208.36        208.36        

Total Operating Expenses 229,370.38  321,131.22  32,970.21  21,862.00  28,522.50  21,514.77  29,404.09  17,997.66  19,328.81  20,780.09  21,268.66  33,613.69  40,315.21  33,553.54  321,131.21  0.00          

Reflexology 59,371.20     1,200.00     1,200.00     4,000.00     4,000.00     1,430.00     -               1,813.60     1,741.00     4,241.00     13,063.60  13,691.00  12,991.00  59,371.20     

Establishment Certificate Fees -                 -                 

Without Reflexology 261,760.02  31,770.21  20,662.00  24,522.50  17,514.77  27,974.09  17,997.66  17,515.21  19,039.09  17,027.66  20,550.09  26,624.21  20,562.54  261,760.01  

Adjustments for Board meeting July 12th

Adjustment - Verizon rate adjusted to $52.09 per line

Adjustment - T1 line 8403 no longer in use

Adjustment - AT&T line 688-1888 disconnected 

Added State Contents coverage at 1.2 cents per square foot

Monthly email increased to $14.57 per account
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Accounts added or affected by AB 179

FY 2017 

Projected 

Budget 

FY 2018 Jul 2017 Aug 2017 Sept 2017 Oct 2017 Nov 2017 Dec 2017 Jan 2018 Feb 2018 Mar 2018 Apr 2018 May 2018 Jun 2018 Total Variance

Revenue

     Administrative Fees 15,225.86 0.00 0.00 0.00

     Administrative Fees - Hearing Costs 0.00 0.00 0.00

     Administrative Fines 35,100.00 0.00 0.00 0.00

     Application Fees 74,643.34 56,700.00 4,725.00 4,725.00 4,725.00 4,725.00 4,725.00 4,725.00 4,725.00 4,725.00 4,725.00 4,725.00 4,725.00 4,725.00 56,700.00 0.00

     Application $105 per Reflexology 36,750.00 0.00 0.00 0.00 0.00 0.00 0.00 1,050.00 1,050.00 3,150.00 10,500.00 10,500.00 10,500.00 36,750.00       0.00

     Background Investigation Fees $125 per 90,541.66 67,500.00 5,625.00 5,625.00 5,625.00 5,625.00 5,625.00 5,625.00 5,625.00 5,625.00 5,625.00 5,625.00 5,625.00 5,625.00 67,500.00 0.00

     Background Investigation Fees $125 per Reflexology 43,750.00 0.00 0.00 0.00 0.00 0.00 0.00 1,250.00 1,250.00 3,750.00 12,500.00 12,500.00 12,500.00 43,750.00       0.00

     Duplicate License Fees 1,350.00 1,080.00 90.00 90.00 90.00 90.00 90.00 90.00 90.00 90.00 90.00 90.00 90.00 90.00 1,080.00 0.00

     Establishment Certificate Fees 3,337.50 0.00 0.00 0.00 0.00 0.00 0.00 556.25 556.25 556.25 556.25 556.25 556.25 3,337.50         0.00

     Late Fees 27,525.00 15,000.00 1,250.00 1,250.00 1,250.00 1,250.00 1,250.00 1,250.00 1,250.00 1,250.00 1,250.00 1,250.00 1,250.00 1,250.00 15,000.00 0.00

     License Fees - Massage 694,775.00 673,110.00 57,105.00 55,080.00 44,820.00 51,570.00 42,525.00 43,200.00 45,360.00 55,890.00 56,970.00 71,280.00 61,425.00 87,885.00 673,110.00 0.00

     License Fees $250 - Reflexology 87,500.00 0.00 0.00 0.00 0.00 0.00 0.00 2,500.00 2,500.00 7,500.00 25,000.00 25,000.00 25,000.00 87,500.00       0.00

     Temporary License App Fees 300.00 0.00 0.00 0.00

     Temporary License Fees 100.00 0.00 0.00 0.00

     Verification Fees 1,006.66 960.00 80.00 80.00 80.00 80.00 80.00 80.00 80.00 80.00 80.00 80.00 80.00 80.00 960.00 0.00

     Returned Check Charges 12.00 0.00 0.00 0.00

     Uncatagorized Income 0.72 0.00 0.00 0.00

     Interest Income 343.96 2,361.25 30.00 30.00 30.00 30.00 30.00 30.00 2,031.25 30.00 30.00 30.00 30.00 30.00 2,361.25 0.00

Total Revenue 940,924.20 988,048.75 68,905.00 66,880.00 56,620.00 63,370.00 54,325.00 55,000.00 64,517.50 73,046.25 83,726.25 131,636.25 121,781.25 148,241.25 988,048.75 0.00

Expenses - Operating

     Advertising & Promotions 0.00 2,000.00 1,000.00 500.00 500.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 2,000.00 0.00

     Attorney General $154.36 per hour 2,145.61 11,113.92 2,469.76 1,234.88 2,469.76 0.00 1,234.88 0.00 0.00 1,234.88 0.00 1,234.88 0.00 1,234.88 11,113.92 0.00

     Bank Service Charges 10,630.97 14,400.00 1,200.00 1,200.00 1,200.00 1,200.00 1,200.00 1,200.00 1,200.00 1,200.00 1,200.00 1,200.00 1,200.00 1,200.00 14,400.00 0.00

     Contract Services - A (Attorney) Colleen Platt 21,357.60 30,000.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 30,000.00 0.00

     Contract Services - B (Audit) 4,900.00 5,000.00 0.00 0.00 0.00 0.00 5,000.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 5,000.00 0.00

     Contract Services - C (Software) 4,900.00 9,600.00 5,000.00 0.00 4,600.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 9,600.00 0.00

     Contract Services - C (Software) with AB 179] 10,400.00 1,200.00 1,200.00 4,000.00 4,000.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 10,400.00

     Contract Services - D (Computer Maintenance) 1,542.50 2,400.00 200.00 200.00 200.00 200.00 200.00 200.00 200.00 200.00 200.00 200.00 200.00 200.00 2,400.00 0.00

     Contract Services - E (LCB) 375.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

     Contract Services - F (Lobbyist) 12,000.00 12,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 12,000.00 0.00

     Contract Services - G (Private Investigators) 600.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

     Contract Services - H (Shredding & Scanning) 3,000.00 750.00 0.00 0.00 750.00 0.00 0.00 750.00 0.00 0.00 750.00 0.00 0.00 3,000.00 0.00

     Dues/Registrations 1,105.00 7,800.00 2,300.00 850.00 0.00 0.00 2,100.00 0.00 0.00 0.00 0.00 0.00 250.00 2,300.00 7,800.00 0.00

     Education, Training & Seminars 11,115.00 5,505.00 3,565.00 485.00 0.00 0.00 0.00 970.00 0.00 0.00 0.00 0.00 485.00 0.00 5,505.00 0.00

     EITS Data Communication Charges 16,038.57 13,009.92 1,084.16 1,084.16 1,084.16 1,084.16 1,084.16 1,084.16 1,084.16 1,084.16 1,084.16 1,084.16 1,084.16 1,084.16 13,009.92 0.00

     EITS Telephone & Data Wire 426.52 1,847.52 153.96 153.96 153.96 153.96 153.96 153.96 153.96 153.96 153.96 153.96 153.96 153.96 1,847.52 (0.00)

     Equipment Repair & Rental 2,605.01 12,840.80 810.50 547.50 1,435.95 810.50 547.50 1,435.95 810.50 2,212.50 1,435.95 810.50 547.50 1,435.95 12,840.80 (0.00)

     Fingerprint and Background Investigations 22,130.75 26,712.00 2,226.00 2,226.00 2,226.00 2,226.00 2,226.00 2,226.00 2,226.00 2,226.00 2,226.00 2,226.00 2,226.00 2,226.00 26,712.00 0.00

     Fingerprint and Background Reflexology 43,750.00     1,250.00       1,250.00       3,750.00       12,500.00    12,500.00    12,500.00    43,750.00       0.00

     Hearing Costs 2,465.11 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

     Insurance Expense - State Tort Fund 1,792.89 1,527.84 0.00 1,527.84 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 1,527.84 0.00

     Insurance Expense - Board Members 1,800.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 1,800.00 0.00 0.00 1,800.00 0.00

     Non-State Owned Building Rent 40,090.22 40,198.00 3,266.29 3,296.13 3,296.13 3,371.05 3,371.05 3,371.05 3,371.05 3,371.05 3,371.05 3,371.05 3,371.05 3,371.05 40,198.00 (0.00)

     Office Expenses increased by 20% 27,631.55 13,200.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,200.00 1,200.00 1,200.00 1,200.00 1,200.00 1,200.00 13,200.00 0.00

     Office Supplies increased by 20% 8,464.33 17,995.00 750.00 725.00 725.00 725.00 4,925.00 725.00 870.00 870.00 870.00 870.00 5,070.00 870.00 17,995.00 0.00

     Postage and Delivery increased by 20% 12,141.14 8,500.00 600.00 600.00 600.00 600.00 1,180.00 600.00 720.00 720.00 720.00 720.00 720.00 720.00 8,500.00 0.00

     Printing and Reproduction increased by 20% 9,170.66 10,312.76 543.00 180.00 180.00 542.56 330.00 180.00 641.60 206.00 206.00 641.60 6,456.00 206.00 10,312.76 0.00

     Telephone and Data Lines 9,216.72 14,628.00 1,219.00 1,219.00 1,219.00 1,219.00 1,219.00 1,219.00 1,219.00 1,219.00 1,219.00 1,219.00 1,219.00 1,219.00 14,628.00 0.00

Total Operating Expenses 222,845.15 319,540.76 32,837.67 21,729.47 28,389.96 21,382.23 29,271.55 17,865.12 19,196.27 20,647.55 21,136.12 33,481.15 40,182.67 33,421.00 319,540.76 0.00

Expenses - Administrative Fines to General Fund 25,816.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Expenses - In-State Travel 0.00 0.00

     Airfare 11,069.26 13,246.00 1,074.00 716.00 3,580.00 716.00 1,074.00 716.00 716.00 1,074.00 716.00 1,074.00 716.00 1,074.00 13,246.00 0.00

     Car Rental 3,145.30 7,960.00 608.00 608.00 1,072.00 608.00 608.00 608.00 608.00 608.00 608.00 608.00 808.00 608.00 7,960.00 0.00

     Hotel 4,024.03 13,512.96 612.00 612.00 6,780.96 612.00 612.00 612.00 612.00 612.00 612.00 612.00 612.00 612.00 13,512.96 0.00

     Meals 3,826.87 5,600.00 800.00 400.00 800.00 400.00 400.00 400.00 400.00 400.00 400.00 400.00 400.00 400.00 5,600.00 0.00

     Mileage 5,284.20 9,720.00 810.00 810.00 810.00 810.00 810.00 810.00 810.00 810.00 810.00 810.00 810.00 810.00 9,720.00 0.00

     Parking 684.00 2,016.00 126.00 126.00 630.00 126.00 126.00 126.00 126.00 126.00 126.00 126.00 126.00 126.00 2,016.00 0.00

     Per Diem 3,712.48 10,661.00 576.00 512.00 4,197.00 1,024.00 576.00 512.00 512.00 576.00 512.00 576.00 512.00 576.00 10,661.00 0.00

     Taxi/Shuttle 43.57 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Total In-State Travel 31,789.71 62,715.96 4,606.00 3,784.00 17,869.96 4,296.00 4,206.00 3,784.00 3,784.00 4,206.00 3,784.00 4,206.00 3,984.00 4,206.00 62,715.96 0.00

Expenses - Out-of-State Travel 0.00 0.00

     Airfare 6,084.08 2,500.00 0.00 2,500.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 2,500.00 0.00

Nevada State Board of Massage Therapists Budget Fiscal Year 2018 with Passage of AB 179
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Nevada State Board of Massage Therapists Budget Fiscal Year 2018 with Passage of AB 179

     Car Rental 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

     Hotel 5,114.56 4,725.00 0.00 0.00 1,890.00 2,835.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 4,725.00 0.00

     Meals 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

     Parking 245.00 410.00 0.00 0.00 0.00 410.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 410.00 0.00

     Per Diem 1,979.50 1,215.00 0.00 0.00 330.00 885.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 1,215.00 0.00

     Taxi/Shuttle 397.75 250.00 0.00 0.00 100.00 150.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 250.00 0.00

Total Out-of-State Travel 13,820.89 9,100.00 0.00 2,500.00 2,320.00 4,280.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 9,100.00 0.00

Expenses - Payroll and Benefits 0.00 0.00

     Board Salaries 24,924.50 35,400.00 4,650.00 2,550.00 4,650.00 5,250.00 2,550.00 450.00 2,550.00 2,550.00 2,550.00 2,550.00 2,550.00 2,550.00 35,400.00 0.00

     PEBP Employer Portion 52,021.91 41,946.96 3,500.87 3,463.53 3,480.85 3,480.05 3,485.57 3,484.62 3,484.62 3,490.41 3,484.62 3,526.92 3,533.55 3,531.34 41,946.96 0.00

     Industrial Insurance/Workers Comp. 4,363.16 12,609.50 1,112.96 993.51 1,086.26 1,103.02 1,024.52 953.59 1,021.63 1,032.84 1,023.50 1,081.51 1,088.74 1,087.42 12,609.50 0.00

     Medicare 5,065.10 5,643.14 498.09 444.63 486.14 493.64 458.50 426.76 457.21 462.23 458.05 484.01 487.24 486.65 5,643.14 0.00

     Social Security for part-time staff 1,005.14 83.82 80.72 83.82 80.72 83.82 80.72 80.72 87.40 84.30 87.40 84.30 87.40 1,005.14 0.00

     Payroll Expenses 334,390.12 353,782.24 29,700.71 28,113.98 28,876.57 28,793.86 29,070.97 28,981.78 28,981.78 29,327.83 29,039.38 30,829.99 31,053.10 31,012.27 353,782.24 0.00

     Retirement PERS 28% 100,558.67 94,519.67 7,937.64 7,507.35 7,706.88 7,697.72 7,761.31 7,750.34 7,750.34 7,817.11 7,750.34 8,237.71 8,314.18 8,288.75 94,519.67 0.00

     Temp. Services 0.00 0.00

     Vacation Buy-Out 0.00 0.00

     Sick Pay Buy-Out 0.00 0.00

Total Salaries, Wages and Benefits 521,323.46 544,906.65 47,484.10 43,153.73 46,370.52 46,899.01 44,434.71 42,127.81 44,326.30 44,767.82 44,390.17 46,797.54 47,111.11 47,043.83 544,906.65 0.00

Total Revenue and Income 940,924.20 988,048.75 68,905.00 66,880.00 56,620.00 63,370.00 54,325.00 55,000.00 64,517.50 73,046.25 83,726.25 131,636.25 121,781.25 148,241.25 988,048.75 0.00

Less Total Expenses 815,595.21 936,263.36 84,927.77 71,167.19 94,950.44 76,857.24 77,912.26 63,776.93 67,306.57 69,621.37 69,310.29 84,484.69 91,277.78 84,670.83 936,263.36 0.00

Net Profit/(Loss) 125,328.99 51,785.39 (16,022.77) (4,287.19) (38,330.44) (13,487.24) (23,587.26) (8,776.93) (2,789.07) 3,424.88 14,415.96 47,151.56 30,503.47 63,570.42 51,785.39 (0.00)

Possible Increases to Expenses

Staff Cost of Living 2% for all staff 10,190.13 856.68 812.07 834.41 832.98 837.69 833.56 835.53 844.36 836.80 884.95 891.22 889.88 10,190.13

Cost of Living 2% excluding ED 8,530.14 709.17 709.17 709.17 709.17 709.17 709.17 709.17 709.17 709.17 709.17 709.17 709.17 8,510.04

41,595.25

Possible Decreases to Expenses

Less Out-of-State Travel 9,100.00 0.00 2,500.00 2,320.00 4,280.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 9,100.00

Less Out-of-State Travel Board Salaries 2,700.00 0.00 0.00 0.00 2,700.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 2,700.00

63,585.39

Unrestricted Assets - Reconciled through 4/27/17

     City Bank - Checking 51,811.73

     City Bank - Debit Card 5,497.98

     City Bank - Money Market Account 430,271.84

     City Bank - Certificate of Deposit 200,010.82

     Petty Cash - Reno 53.10

     Petty Cash - Las Vegas 0.00

Total Unrestricted Assets 687,645.47

Net Increase/(Decrease)
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FY 2018 Jul 2017 Aug 2017 Sept 2017 Oct 2017 Nov 2017 Dec 2017 Jan 2018 Feb 2018 Mar 2018 Apr 2018 May 2018 Jun 2018 Total Variance

Revenue

     Administrative Fees 15,525.86 0.00 0.00 0.00

     Administrative Fees - Hearing Costs 0.00 0.00 0.00

     Administrative Fines 35,100.00 0.00 0.00 0.00

     Application Fees 74,643.34 56,700.00 4,725.00 4,725.00 4,725.00 4,725.00 4,725.00 4,725.00 4,725.00 4,725.00 4,725.00 4,725.00 4,725.00 4,725.00 56,700.00 0.00

     Background Investigation Fees $125 per 90,541.66 67,500.00 5,625.00 5,625.00 5,625.00 5,625.00 5,625.00 5,625.00 5,625.00 5,625.00 5,625.00 5,625.00 5,625.00 5,625.00 67,500.00 0.00

     Duplicate License Fees 1,350.00 1,080.00 90.00 90.00 90.00 90.00 90.00 90.00 90.00 90.00 90.00 90.00 90.00 90.00 1,080.00 0.00

     Establishment Certificate Fees 0.00 0.00 0.00 0.00

     Late Fees 27,525.00 15,000.00 1,250.00 1,250.00 1,250.00 1,250.00 1,250.00 1,250.00 1,250.00 1,250.00 1,250.00 1,250.00 1,250.00 1,250.00 15,000.00 0.00

     License Fees - Massage 694,775.00 673,110.00 57,105.00 55,080.00 44,820.00 51,570.00 42,525.00 43,200.00 45,360.00 55,890.00 56,970.00 71,280.00 61,425.00 87,885.00 673,110.00 0.00

     Temporary License App Fees 300.00 0.00 0.00 0.00

     Temporary License Fees 100.00 0.00 0.00 0.00

     Verification Fees 1,006.66 960.00 80.00 80.00 80.00 80.00 80.00 80.00 80.00 80.00 80.00 80.00 80.00 80.00 960.00 0.00

     Returned Check Charges 12.00 0.00 0.00 0.00

     Uncatagorized Income 0.72 0.00 0.00 0.00

     Interest Income 343.96 2,361.25 30.00 30.00 30.00 30.00 30.00 30.00 2,031.25 30.00 30.00 30.00 30.00 30.00 2,361.25 0.00

Total Revenue 941,224.20 816,711.25 68,905.00 66,880.00 56,620.00 63,370.00 54,325.00 55,000.00 59,161.25 67,690.00 68,770.00 83,080.00 73,225.00 99,685.00 816,711.25 0.00

Expenses - Operating

     Advertising & Promotions 0.00 2,000.00 1,000.00 500.00 500.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 2,000.00 0.00

     Attorney General $154.36 per hour 2,145.61 11,113.92 2,469.76 1,234.88 2,469.76 0.00 1,234.88 0.00 0.00 1,234.88 0.00 1,234.88 0.00 1,234.88 11,113.92 0.00

     Bank Service Charges 10,630.97 14,400.00 1,200.00 1,200.00 1,200.00 1,200.00 1,200.00 1,200.00 1,200.00 1,200.00 1,200.00 1,200.00 1,200.00 1,200.00 14,400.00 0.00

     Contract Services - A (Attorney) Colleen Platt 21,357.60 30,000.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 2,500.00 30,000.00 0.00

     Contract Services - B (Audit) 4,900.00 5,000.00 0.00 0.00 0.00 0.00 5,000.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 5,000.00 0.00

     Contract Services - C (Software) 4,900.00 9,600.00 5,000.00 0.00 4,600.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 9,600.00 0.00

     Contract Services - D (Computer Maintenance) 1,542.50 2,400.00 200.00 200.00 200.00 200.00 200.00 200.00 200.00 200.00 200.00 200.00 200.00 200.00 2,400.00 0.00

     Contract Services - E (LCB) 375.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

     Contract Services - F (Lobbyist) 12,000.00 12,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 12,000.00 0.00

     Contract Services - G (Private Investigators) 600.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

     Contract Services - H (Shredding & Scanning) 0.00 3,000.00 750.00 0.00 0.00 750.00 0.00 0.00 750.00 0.00 0.00 750.00 0.00 0.00 3,000.00 0.00

     Dues/Registrations 1,105.00 7,800.00 2,300.00 850.00 0.00 0.00 2,100.00 0.00 0.00 0.00 0.00 0.00 250.00 2,300.00 7,800.00 0.00

     Education, Training & Seminars 11,115.00 5,505.00 3,565.00 485.00 0.00 0.00 0.00 970.00 0.00 0.00 0.00 0.00 485.00 0.00 5,505.00 0.00

     EITS Data Communication Charges 16,038.57 13,009.92 1,084.16 1,084.16 1,084.16 1,084.16 1,084.16 1,084.16 1,084.16 1,084.16 1,084.16 1,084.16 1,084.16 1,084.16 13,009.92 0.00

     EITS Telephone & Data Wire 426.52 1,847.52 153.96 153.96 153.96 153.96 153.96 153.96 153.96 153.96 153.96 153.96 153.96 153.96 1,847.52 (0.00)

     Equipment Repair & Rental 2,605.01 12,840.80 810.50 547.50 1,435.95 810.50 547.50 1,435.95 810.50 2,212.50 1,435.95 810.50 547.50 1,435.95 12,840.80 (0.00)

     Fingerprint and Background Investigations 22,130.75 26,712.00 2,226.00 2,226.00 2,226.00 2,226.00 2,226.00 2,226.00 2,226.00 2,226.00 2,226.00 2,226.00 2,226.00 2,226.00 26,712.00 0.00

     Hearing Costs 2,465.11 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

     Insurance Expense - State Tort Fund 1,792.89 1,527.84 0.00 1,527.84 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 1,527.84 0.00

     Insurance Expense - Board Members 1,800.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 1,800.00 0.00 0.00 1,800.00 0.00

     Non-State Owned Building Rent 40,090.22 40,198.00 3,266.29 3,296.13 3,296.13 3,371.05 3,371.05 3,371.05 3,371.05 3,371.05 3,371.05 3,371.05 3,371.05 3,371.05 40,198.00 (0.00)

     Office Expenses 27,631.55 12,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 1,000.00 12,000.00 0.00

     Office Supplies 8,464.33 15,725.00 750.00 725.00 725.00 725.00 4,225.00 725.00 725.00 725.00 725.00 725.00 4,225.00 725.00 15,725.00 0.00

     Postage and Delivery 12,141.14 7,200.00 600.00 600.00 600.00 600.00 600.00 600.00 600.00 600.00 600.00 600.00 600.00 600.00 7,200.00 0.00

     Printing and Reproduction 9,170.66 9,861.56 543.00 180.00 180.00 542.56 180.00 180.00 543.00 180.00 180.00 543.00 6,430.00 180.00 9,861.56 0.00

     Telephone and Data Lines 9,216.72 14,628.00 1,219.00 1,219.00 1,219.00 1,219.00 1,219.00 1,219.00 1,219.00 1,219.00 1,219.00 1,219.00 1,219.00 1,219.00 14,628.00 0.00

Total Operating Expenses 222,845.15 260,169.56 31,637.67 20,529.47 24,389.96 17,382.23 27,841.55 17,865.12 17,382.67 18,906.55 16,895.12 20,417.55 26,491.67 20,430.00 260,169.56 0.00

Expenses - Administrative Fines to General Fund 25,816.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Expenses - In-State Travel 0.00 0.00

     Airfare 11,069.26 13,246.00 1,074.00 716.00 3,580.00 716.00 1,074.00 716.00 716.00 1,074.00 716.00 1,074.00 716.00 1,074.00 13,246.00 0.00

     Car Rental 3,145.30 7,960.00 608.00 608.00 1,072.00 608.00 608.00 608.00 608.00 608.00 608.00 608.00 808.00 608.00 7,960.00 0.00

     Hotel 4,024.03 13,512.96 612.00 612.00 6,780.96 612.00 612.00 612.00 612.00 612.00 612.00 612.00 612.00 612.00 13,512.96 0.00

     Meals 3,826.87 5,600.00 800.00 400.00 800.00 400.00 400.00 400.00 400.00 400.00 400.00 400.00 400.00 400.00 5,600.00 0.00

     Mileage 5,284.20 9,720.00 810.00 810.00 810.00 810.00 810.00 810.00 810.00 810.00 810.00 810.00 810.00 810.00 9,720.00 0.00

     Parking 684.00 2,016.00 126.00 126.00 630.00 126.00 126.00 126.00 126.00 126.00 126.00 126.00 126.00 126.00 2,016.00 0.00

     Per Diem 3,712.48 10,661.00 576.00 512.00 4,197.00 1,024.00 576.00 512.00 512.00 576.00 512.00 576.00 512.00 576.00 10,661.00 0.00

     Taxi/Shuttle 43.57 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Total In-State Travel 31,789.71 62,715.96 4,606.00 3,784.00 17,869.96 4,296.00 4,206.00 3,784.00 3,784.00 4,206.00 3,784.00 4,206.00 3,984.00 4,206.00 62,715.96 0.00

Expenses - Out-of-State Travel 0.00 0.00

     Airfare 6,084.08 2,500.00 0.00 2,500.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 2,500.00 0.00

     Car Rental 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

     Hotel 5,114.56 4,725.00 0.00 0.00 1,890.00 2,835.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 4,725.00 0.00

     Meals 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

     Parking 245.00 410.00 0.00 0.00 0.00 410.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 410.00 0.00

     Per Diem 1,979.50 1,215.00 0.00 0.00 330.00 885.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 1,215.00 0.00

     Taxi/Shuttle 397.75 250.00 0.00 0.00 100.00 150.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 250.00 0.00

Total Out-of-State Travel 13,820.89 9,100.00 0.00 2,500.00 2,320.00 4,280.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 9,100.00 0.00

Expenses - Payroll and Benefits 0.00 0.00

     Board Salaries 24,924.50 35,400.00 4,650.00 2,550.00 4,650.00 5,250.00 2,550.00 450.00 2,550.00 2,550.00 2,550.00 2,550.00 2,550.00 2,550.00 35,400.00 0.00

Nevada State Board of Massage Therapists Budget Fiscal Year 2018
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4/10/2017

FY 2017 

Projected 

Budget 

FY 2018 Jul 2017 Aug 2017 Sept 2017 Oct 2017 Nov 2017 Dec 2017 Jan 2018 Feb 2018 Mar 2018 Apr 2018 May 2018 Jun 2018 Total Variance

Nevada State Board of Massage Therapists Budget Fiscal Year 2018

     PEBP Employer Portion 52,021.91 41,946.96 3,500.87 3,463.53 3,480.85 3,480.05 3,485.57 3,484.62 3,484.62 3,490.41 3,484.62 3,526.92 3,533.55 3,531.34 41,946.96 0.00

     Industrial Insurance/Workers Comp. 4,363.16 12,609.50 1,112.96 993.51 1,086.26 1,103.02 1,024.52 953.59 1,021.63 1,032.84 1,023.50 1,081.51 1,088.74 1,087.42 12,609.50 0.00

     Medicare 5,065.10 5,643.14 498.09 444.63 486.14 493.64 458.50 426.76 457.21 462.23 458.05 484.01 487.24 486.65 5,643.14 0.00

     Social Security for part-time staff 1,005.14 83.82 80.72 83.82 80.72 83.82 80.72 80.72 87.40 84.30 87.40 84.30 87.40 1,005.14 0.00

     Payroll Expenses 334,390.12 353,782.24 29,700.71 28,113.98 28,876.57 28,793.86 29,070.97 28,981.78 28,981.78 29,327.83 29,039.38 30,829.99 31,053.10 31,012.27 353,782.24 0.00

     Retirement PERS 28% 100,558.67 94,519.67 7,937.64 7,507.35 7,706.88 7,697.72 7,761.31 7,750.34 7,750.34 7,817.11 7,750.34 8,237.71 8,314.18 8,288.75 94,519.67 0.00

     Temp. Services 0.00 0.00

     Vacation Buy-Out 0.00 0.00

     Sick Pay Buy-Out 0.00 0.00

Total Salaries, Wages and Benefits 521,323.46 544,906.65 47,484.10 43,153.73 46,370.52 46,899.01 44,434.71 42,127.81 44,326.30 44,767.82 44,390.17 46,797.54 47,111.11 47,043.83 544,906.65 0.00                  

Total Revenue and Income 941,224.20 816,711.25 68,905.00 66,880.00 56,620.00 63,370.00 54,325.00 55,000.00 59,161.25 67,690.00 68,770.00 83,080.00 73,225.00 99,685.00 816,711.25 0.00

Less Total Expenses 815,595.21 876,892.16 83,727.77 69,967.19 90,950.44 72,857.24 76,482.26 63,776.93 65,492.97 67,880.37 65,069.29 71,421.09 77,586.78 71,679.83 876,892.16 0.00

Net Profit/(Loss) 125,628.99 (60,180.91) (14,822.77) (3,087.19) (34,330.44) (9,487.24) (22,157.26) (8,776.93) (6,331.72) (190.37) 3,700.71 11,658.91 (4,361.78) 28,005.17 (60,180.91) 0.00

Possible Increases to Expenses

Staff Cost of Living 2% for all staff 10,190.13 856.68 812.07 834.41 832.98 837.69 833.56 835.53 844.36 836.80 884.95 891.22 889.88 10,190.13

Cost of Living 2% excluding ED 8,530.14 709.17 709.17 709.17 709.17 709.17 709.17 709.17 709.17 709.17 709.17 709.17 709.17 8,510.04

(70,371.05)

Possible Decreases to Expenses

Less Out-of-State Travel 9,100.00 0.00 2,500.00 2,320.00 4,280.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 9,100.00

Less Out-of-State Travel Board Salaries 2,700.00 0.00 0.00 0.00 2,700.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 2,700.00

(48,380.91)

Unrestricted Assets - Reconciled through 4/27/17

     City Bank - Checking 51,811.73

     City Bank - Debit Card 5,497.98

     City Bank - Money Market Account 430,271.84

     City Bank - Certificate of Deposit 200,010.82

     Petty Cash - Reno 53.10

     Petty Cash - Las Vegas 0.00

Total Unrestricted Assets 687,645.47

Net Increase/(Decrease)
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 11/03/17

 Nevada Board of Massage Therapists
 All Transactions for Keith Marcher

 All Transactions

 Page 4 of 4

Legal Fees - In-house Counsel Keith Marcher

Transaction Type Date Account Amount

 

Paycheck 08/15/2017 City National Checking 0.00

Paycheck 10/31/2016 City National Checking 1,040.20 2,464.75
Check 10/31/2016 City National Checking 262.00

Paycheck 09/30/2016 City National Checking 0.00

Paycheck 08/31/2016 City National Checking 369.40

Paycheck 07/29/2016 City National Checking 793.15

Paycheck 06/30/2016 City National Checking 546.10 2,005.70
Paycheck 05/31/2016 City National Checking 184.70

Paycheck 05/11/2016 City National Checking 184.70

Paycheck 04/29/2016 City National Checking 461.75

Paycheck 03/07/2016 City National Checking 628.45
Total 4,470.45
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 Nevada Board of Massage Therapists
 All Transactions for Louis A Ling

 All Transactions

 Page 4 of 5

In-house Counsel Louis Ling

Transaction Type Date Account Amount

 

Paycheck 12/30/2015 City National Checking 1,574.87 6,162.27
Paycheck 11/25/2015 City National Checking 1,250.00

Paycheck 10/29/2015 City National Checking 1,296.41

Paycheck 09/30/2015 City National Checking 1,128.95

Paycheck 08/26/2015 City National Checking 88.64

Paycheck 07/31/2015 City National Checking 823.40

Paycheck 06/26/2015 City National Checking 121.91 7,967.23
Paycheck 05/29/2015 City National Checking 77.57

Paycheck 04/30/2015 City National Checking 793.15

Paycheck 03/26/2015 City National Checking 1,230.84

Paycheck 02/26/2015 City National Checking 1,250.00

Paycheck 01/30/2015 City National Checking 675.17

Paycheck 12/31/2014 City National Checking 188.39

Paycheck 12/24/2014 City National Checking 0.00

Paycheck 11/26/2014 City National Checking 1,219.77

Paycheck 10/31/2014 City National Checking 0.00

Paycheck 10/30/2014 City National Checking 144.07

Paycheck 10/15/2014 City National Checking 1,823.08

Paycheck 08/29/2014 City National Checking 177.32

Paycheck 07/31/2014 City National Checking 265.96

Paycheck 06/30/2014 City National Checking 1,238.93 10,001.18
Paycheck 05/30/2014 City National Checking 515.85

Paycheck 04/30/2014 City National Checking 891.97

Paycheck 03/31/2014 City National Checking 772.99

Paycheck 02/28/2014 City National Checking 387.87

Paycheck 01/31/2014 City National Checking 881.88

Paycheck 12/31/2013 City National Checking 44.32

Paycheck 11/29/2013 City National Checking 870.81

Paycheck 10/31/2013 City National Checking 860.72

Paycheck 09/30/2013 City National Checking 1,551.71

Paycheck 08/23/2013 City National Checking 1,029.13

Paycheck 07/31/2013 City National Checking 955.00

Paycheck 06/28/2013 City National Checking 313.99

Paycheck 05/31/2013 City National Checking 0.00

Paycheck 04/30/2013 City National Checking 0.00

Paycheck 03/22/2013 City National Checking 0.00

Paycheck 02/28/2013 City National Checking 0.00

Paycheck 01/31/2013 City National Checking 0.00

Paycheck 12/31/2012 City National Checking 0.00

Paycheck 11/21/2012 City National Checking 0.00

Paycheck 10/22/2012 City National Checking 0.00

Paycheck 09/21/2012 City National Checking 0.00
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 Nevada Board of Massage Therapists
 All Transactions for Louis A Ling

 All Transactions

 Page 5 of 5

Transaction Type Date Account Amount

Paycheck 08/22/2012 City National Checking 0.00

Paycheck 07/20/2012 City National Checking 0.00

Paycheck 06/22/2012 City National Checking 0.00

Paycheck 05/22/2012 City National Checking 0.00

Paycheck 04/23/2012 City National Checking 0.00

Paycheck 03/22/2012 City National Checking 0.00

Paycheck 02/22/2012 City National Checking 0.00

Paycheck 01/20/2012 City National Checking 0.00

Paycheck 12/22/2011 City National Checking 0.00

Paycheck 11/22/2011 City National Checking 0.00

Paycheck 10/21/2011 City National Checking 866.20

Paycheck 09/22/2011 City National Checking 0.00

Paycheck 08/22/2011 City National Checking 0.00

Paycheck 07/22/2011 City National Checking 0.00

Paycheck 05/20/2011 City National Checking 198.14

Paycheck 04/22/2011 City National Checking 1,258.07

Paycheck 02/23/2011 City National Checking 689.06

Paycheck 01/21/2011 City National Checking 188.70

Paycheck 12/23/2010 City National Checking 618.74

Paycheck 10/22/2010 City National Checking 748.04

Paycheck 09/23/2010 City National Checking 772.74

Paycheck 08/23/2010 City National Checking 434.04

Paycheck 07/23/2010 City National Checking 221.64
Total 30,440.04
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Welcome 
 

 

 

Thank you for joining the staff of the State of Nevada, Board of Massage Therapists (NSBMT). 

We hope you agree that you have a great contribution to make to the community and the industry 

by way of the Massage Board, and that you will find your employment with us a rewarding 

experience. We look forward to the opportunity of working together to create a more successful 

Board. We also want you to feel that your employment with the Massage Board will be a 

mutually beneficial and gratifying one. 

 

You have joined an organization that has established an outstanding reputation for quality. Credit 

for this goes to everyone in the organization. We hope you will find satisfaction and take pride in 

your work here. As a member of the Massage Board team, you will be expected to contribute 

your talents and energies to further improve the environment and quality of the Board. 

 

This Employee Manual may provide answers to most of the questions you have about NSBMT’s 

Benefit Programs, as well as Board Policies and Procedures. You are responsible for reading and 

understanding this Employee Manual. If anything is unclear, please discuss the matter with your 

Supervisor or the Executive Director. 

 

I extend to you my personal best wishes for your success and happiness at NSBMT. 

 

Sincerely, 

 

 

Sandra J. Anderson 

Executive Director 
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Notice 
 

This Employee Manual has been prepared to inform you of the Massage Board’s history, 

philosophy, employment practices and policies, and the benefits provided to you as a valued 

employee. 

 

Some Things You Must Understand 

 

 The policies in this Employee Manual are to be considered as guidelines. 

 

 The Massage Board, at its option, may change, delete, suspend or discontinue any part or 

parts of the policies in this Employee Manual at any time without prior notice as business, 

employment, legislation, and/or economic conditions dictate. 

 

 Any such action shall apply to existing as well as to future employees. 

 

 Employees may not accrue eligibility for pay until they have actually spent the time at 

work. 

 

 Employees shall not accrue eligibility for any benefits, rights, or privileges beyond the 

last day worked. 

 

 No one other than the Executive Director or the Massage Board may alter or modify any 

of the policies in this Employee Manual.  Any alteration or modification of the policies in 

this Employee Manual must be in writing and dated. 

 

 No statement or promise by a supervisor, manager, or department head, past or present, 

may be interpreted as a change in policy, nor will it constitute an agreement with an 

employee. 

 

 Neither this Employee Manual, nor any other rule, policy, nor procedure, written or oral, 

constitutes or implies a contract of employment.  No statement, rule, policy, or procedure, 

whether or not contained in this Employee Manual, is intended to be an expressed or 

implied promise, guarantee, or contract regarding the duration or term of employment, or 

any other term or condition of employment. 

 

 Should any provision in this Employee Manual be found to be unenforceable and invalid, 

such finding does not invalidate the entire Employee Manual, but only that particular 

provision. 

 

 This Employee Manual replaces any and all other previous Massage Therapy Board 

Employee Manuals, or other Massage Therapy Board Policies, whether written or oral. 

STIP 00231



NSBMT Employee Manual – April 2016 

 

4 

Receipt and Acknowledgment 

Nevada State Board of Massage Therapy 

Employee Manual 
 

Board of Massage Therapy Copy 
 

Please read the following statements, sign below and return to your supervisor or the Executive 

Director. 

 

 Understanding and Acknowledging Receipt of the Massage Board Employee Manual 

 I have received and read a copy of the Massage Board Employee Manual. I understand that 

the policies and benefits described in it are subject to change at the sole discretion of the 

Massage Board at any time. 

 

At-Will Employment 

 I further understand that my employment is at-will, and neither the Massage Board nor I 

have entered into a contract regarding the duration of my employment. I am free to terminate 

my employment with the Massage Board at any time, with or without reason. Likewise, the 

Massage Board has the right to terminate my employment, or otherwise discipline, transfer, 

or demote me at any time, with or without reason, at the discretion of the Massage Board. No 

employee of the Massage Board can enter into an employment contract for a specified period 

of time, or make any agreement contrary to this policy without written approval from the 

Executive Director. 

 

  Confidential Information 

 I am aware that during the course of my employment, confidential information will be made 

available to me.  I understand that this information is private and confidential and critical to 

the success of the Massage Board and must not be given out or used outside of the Massage 

Board's premises or with non-Massage Board employees. In the event of termination of 

employment, whether voluntary or involuntary, I hereby agree not to utilize or exploit this 

information with any other individual or Board for any reason at any time. 

 

____________________________________ _____________________________  

Employee's Printed Name  Position 

 

____________________________________ _____________________________  

Employee's Signature  Date 

 

 

 

 

Return To Executive Director 
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Receipt and Acknowledgment 

Nevada State Board of Massage Therapy 

Employee Manual 
 

Employee Copy  
 

Please read the following statements, sign below and return to your supervisor or the Executive 

Director. 

 

 Understanding and Acknowledging Receipt of The Massage Board Employee Manual 

 I have received and read a copy of the Massage Board Employee Manual. I understand that 

the policies and benefits described in it are subject to change at the sole discretion of the 

Massage Board at any time. 

 

 At-Will Employment 

 I further understand that my employment is at-will, and neither the Massage Board nor I 

have entered into a contract regarding the duration of my employment. I am free to terminate 

my employment with the Massage Board at any time, with or without reason. Likewise, the 

Massage Board has the right to terminate my employment, or otherwise discipline, transfer, 

or demote me at any time, with or without reason, at the discretion of the Massage Board. No 

employee of the Massage Board can enter into an employment contract for a specified period 

of time, or make any agreement contrary to this policy without written approval from the 

Executive Director. 

 

      Confidential Information 

 I am aware that during the course of my employment, confidential information will be made 

available to me.  I understand that this information is private and confidential and critical to 

the success of the Massage Board and must not be given out or used outside of the Massage 

Board's premises or with non-Massage Board employees. In the event of termination of 

employment, whether voluntary or involuntary, I hereby agree not to utilize or exploit this 

information with any other individual or Board for any reason at any time. 

 

____________________________________ _____________________________  

Employee's Printed Name  Position 

 

____________________________________ _____________________________  

Employee's Signature  Date 

 

 

 

 

 

 

 

Keep For Your Records 
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POLICY STATEMENT 

ALCOHOL/DRUG FREE WORKPLACE 
Alcohol and drug abuse and the use of alcohol and drugs in the workplace are issues of concern to the 

State of Nevada. It is the policy of this State to ensure that its employees do not: report for work in an 

impaired condition resulting from the use of alcohol or drugs; consume alcohol while on duty; or 

unlawfully possess or consume any drugs while on duty, at a work site or on State property. Any 

employee who violates this policy is subject to disciplinary action. The specifics of the policy follow:  

1. As provided by statute, any State employee who is under the influence of alcohol or drugs 

while on duty or who applies for a position approved by the Personnel Commission as 

affecting public safety is subject to a screening test for alcohol, drugs, or both.  

2. Emphasis will be on rehabilitation and referral to an employee assistance program when an 

employee is under the influence of alcohol or drugs while on duty. The appointing authority 

shall, however, take into consideration the circumstances and actions of the employee in 

determining appropriate disciplinary action.  

3. Any State employee who is convicted of violating a Federal or State law prohibiting the sale of 

a controlled substance must be terminated as required by NRS 193.105, regardless of where the 

incident occurred.  

4. Any State employee who is convicted of driving under the influence in violation of NRS 

484.379 or of any other offense for which driving under the influence is an element of the 

offense is subject to discipline, up to and including termination, if the offense occurred while 

he was driving a State vehicle or a privately owned vehicle on State business.  

5. The unlawful manufacture, distribution, dispensing, possession or use of a controlled 

substance in the workplace is prohibited. Any State employee who is convicted of unlawfully 

giving or transferring a controlled substance to another person or who is convicted of 

unlawfully manufacturing or using a controlled substance while on duty or on the premises of a 

State agency will be subject to discipline, up to and including termination.  

6. The term, "controlled substance" means any drug defined as such under the regulations 

adopted pursuant to NRS 453.146. Many of these drugs have a high potential for abuse. Such 

drugs include, but are not limited to, heroin, marijuana, cocaine, PCP, and "crack". They also 

include "legal drugs" which are not prescribed by a licensed physician.  

7. Each State employee is required to inform his or her employer in writing within five days after 

he or she is convicted for violation of any Federal or State criminal drug statute when such 

violation occurred while on duty or on the employer's premises.  

8. Any agency receiving a Federal contract or grant must notify the Federal agency which 

authorized the contract or grant within ten (10) days after receiving notice that an employee of 

the agency was convicted within the meaning used in paragraph 7, above.  

 

This policy is applicable to all classified and unclassified employees of agencies in State government. 

Specific Federal guidelines, statutory provisions and regulations applicable to this policy are set down in 

the Drug Free Workplace Act and Chapter 284 of the Nevada Revised Statutes and Nevada 

Administrative Code.  

 

The policy does not restrict agencies from augmenting the provisions of this policy with additional 

policies and procedures which are necessary to carry out the regulatory requirements of the Drug Free 

Workplace Act.  

 

In accordance with the Governor’s Alcohol and Drug-Free Workplace Policy, all new employees must 

receive a copy of this policy. They are required to sign a form acknowledging receipt of the policy for 

inclusion in their personnel file. A copy of the Governor’s Alcohol and Drug-Free Workplace Policy 

should be posted at the employee’s worksite.  
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Alcohol/Drug Free Workplace Acknowledgment  
 

I, ______________________________hereby certify that I have received a copy 

of the State's policy regarding the maintenance of an alcohol/drug free workplace 

and I acknowledge this policy as a condition of employment with the State of 

Nevada.  

 

Nevada State Board of Massage Therapists 
Department Division  

_________________________________ _____________________________  
Name (Print)  Date  

________________________________  
Signature  

 

 

---------------------------------------------------------------------------------------------------------------------- 

 

________________________________________ ____________________________________ 

Witness' Signature (Required if employee refuses to sign)  Title of Witness  
Acknowledging the employee received the alcohol/drug-  

free workplace policy and employee refuses to sign.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Return to Executive Director 
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Anti-Nepotism Statement 

Board of Massage Therapy Copy 

 
Nevada State Board of Massage Therapy has an anti-nepotism policy. In order to be in compliance with this policy, 

we need to know if you are related to anyone in this department. 

 

 Please list all persons in the department that are related by blood or marriage to you (example; spouse, 

child, sibling, etc): 

_________________________     _______________________ 
NAME  RELATIONSHIP 

_________________________     _______________________ 
NAME RELATIONSHIP 

_________________________     _______________________ 
NAME  RELATIONSHIP 

 

 

 I am not related to anyone at Nevada State Board of Massage Therapy. 

 

YOUR NAME: ______________________________ 

 

SIGNATURE: ______________________________ 

 

DEPARTMENT: ______________________________ 

 

DATE: _____________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Return to Executive Director 
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Email:  nvmassagebd@state.nv.us 

Website:  http://massagetherapy.nv.gov 

Nevada State Board  

of Massage Therapists 
1755 E. Plumb Lane Suite 252 

Reno, NV 89502 

Reno Phone (775) 687-9955 

Las Vegas Phone (702) 486-2212 

Fax (775) 786-4264 

 

EMPLOYEE CONTACT FORM 
 

 

NAME: 

  

 

MAILING ADDRESS: 

  

 

 

  

 

HOME PHONE: 

  

 

CELL PHONE: 

  

   

EMERGENCY CONTACT 

THIS INFORMATION WILL BE USED IN CASE OF AN 

EMERGENCY ONLY.  

PRIMARY 
 

EMG CT NAME: 

  

 

CONTACT PHONE # 

  

    

SECONDARY 
 

EMG CT NAME: 

  

 

CONTACT PHONE# 

  

    

PRIMARY CARE PHYSICIAN 
 

NAME: 

  

 

PHONE # 

   

    

    

 REVISED DATE:   
 

 

 

Return to Executive Director 
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What You Can Expect from the Staff of the Board of Massage Therapy 
 

The Massage Board believes in creating a harmonious working relationship between all 

employees. In pursuit of this goal, the Massage Board has created the following employee 

relations objectives: 

 

1. Provide an exciting, challenging, and rewarding workplace and experience. 

 

2. Select people on the basis of skill, training, ability, attitude, and character without 

discrimination with regard to age, sex, color, race, creed, national origin, religious 

persuasion, marital status, political belief, or a disability that does not prohibit performance 

of essential job functions. 

 

3. Compensate all employees according to their effort and contribution to the success of our 

organization. 

 

4. Review wages, employee benefits and working conditions regularly with the objective of 

being competitive in these areas consistent with sound business practices. 

 

5. Provide paid time off and holidays to all eligible employees. 

 

6. Provide eligible employees with health and retirement benefits. 

 

7. Assure employees, after talking with their Manager, have an opportunity to discuss any issue 

or problem with the Executive Director of the Massage Board. If the issue is not resolved, 

then the person may discuss the issue with the Massage Board by being placed on the next 

available Agenda.  

 

8. Take prompt and fair action of any complaint that may arise in the everyday conduct of our 

business, to the extent that is practicable. 

 

9. Respect individual rights, and treat all employees with courtesy and consideration. 

 

10. Maintain mutual respect in our working relationship. 

 

11. Provide buildings and offices that are comfortable, orderly, and safe. 

 

12. Promote employees on the basis of their ability and merit. 

 

13. Make promotions or fill vacancies from within the Massage Board when practical and when 

the current employees are qualified to fill the vacant position. 
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What the Board of Massage Therapy Expects From You 
 

The Massage Board needs your help in making each working day enjoyable and rewarding. Your 

first responsibility is to know your own duties and how to do them promptly, correctly and 

pleasantly. Secondly, you are expected to cooperate with management and your fellow employees 

and to maintain a good team attitude. 
 

How you interact with fellow employees and those whom the Massage Board serves and how 

you accept direction, can affect the success of your department. In turn, the performance of one 

department can impact the entire service offered by the Massage Board. Consequently, whatever 

your position, you have an important assignment: perform every task to the very best of your 

ability every time and at all times.  
 

You are encouraged to grasp opportunities for personal development offered to you. This manual 

offers insight on how you can perform positively and to the best of your ability to meet and 

exceed expectations. 
 

We strongly believe you should have the right to make your own choices in matters that concern 

and control your life. The Massage Board believes in direct access to management. We are 

dedicated to making the Massage Board an organization where you can approach your Manager, 

or any member of management, to discuss any problem or question. We expect you to voice your 

opinions and contribute your suggestions to improve the quality of the Massage Board.  We are 

all human, so please communicate with each other and with management. 

 

Remember, you help create the pleasant and safe working conditions that the Massage Board 

intends for you. The result will be better performance for the office overall, and personal 

satisfaction for you. 
 

Open Communication Policy 

The Massage Board encourages you to discuss any issue you may have with a co-worker directly 

with that person. If a resolution is not reached, please arrange a meeting with your supervisor or a 

designated representative to discuss any concern, problem, or issue that arises during the course 

of your employment. Any information discussed in an Open Communication Meeting is 

considered confidential. Retaliation against any employee for appropriate usage of open 

communication channels is unacceptable. Please remember it is counterproductive to a 

harmonious workplace for employees to create or repeat rumors or office gossip. It is more 

constructive for an employee to consult his/her supervisor or Executive Director immediately 

with any questions. 

 

Employment 
 

At-Will Employment 

Your employment with the Massage Board is at-will. This means that neither you nor the 

Massage Board has entered into a contract regarding the duration of your employment. You are 

free to terminate your employment with the Massage Board at any time, with or without reason. 

Likewise, the Massage Board has the right to terminate your employment, or otherwise 

discipline, transfer, or demote you at any time, with or without reason, at the discretion of the 

Massage Board.  You are not in the classified or unclassified service of the State of Nevada and 

the State’s rules regarding classified or unclassified employment do not apply to the Massage 

Board’s employees. 
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No employee of the Massage Board can enter into an employment contract for a specified period 

of time, or make any agreement contrary to this policy without written approval from the 

Executive Director. 

 

New Employee Orientation 

On your first working day, you will be asked to complete employment paperwork. Depending on 

your department's workload, your supervisor will introduce you to your co-workers and office 

layout. Please feel free to ask your colleagues any questions not answered during your 

orientation. 

 

New Hire 

When you initially accept a position with the Massage Board, you are considered a new hire. As 

a new hire, you will be required to serve a probationary period of either six (6) months or one (1)  

year as determined by the Executive Director. 

 

Probationary Period/Status of Employment 

As a new hire, your status of employment is “probationary.” After you have successfully 

completed a full probationary period, you are considered a “permanent” employee. If you are 

promoted to a new position after you become a “permanent” employee, your status of 

employment is “trial period.” 

 

During the probationary period, your conduct and job performance is reviewed more frequently. 

Dismissals or demotions may be made at any time during the probationary period.  Once you 

have successfully completed the probationary period, you will attain permanent status. 

 

Anniversary Date 

The first day you report to work is your official anniversary date. Your anniversary date is used to 

compute various conditions and benefits described in this Employee Manual. 

 

Customer Relations 

The success of the Massage Board depends upon the quality of the relationships between the 

Massage Board, our employees, licensees, applicants, and the general public. People’s 

impression of the Massage Board and their interest and willingness to continue to deal with us is 

greatly formed by the people who serve them. In a sense, regardless of your position, you are the 

Massage Board’s ambassador. The more goodwill you promote, the more people will respect and 

appreciate you, the Massage Board and our services. 

 

Below are several things you can do to help give people a good impression of the Massage 

Board. These are the building blocks for our continued success. 

 

1. Always act competently and deal with everyone in a courteous and respectful manner. 

2. Communicate pleasantly and respectfully with other employees at all times. 

3. Follow up on orders and questions promptly, provide businesslike replies to inquiries and 

requests, and perform all duties in an orderly manner. 

4.  Document and record by initial and date when appropriate follow-ups have been completed. 

5. Take great pride in your work and enjoy doing your very best. 

6.  Help co-workers and supervisors when needed or when asked.  
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These policies apply to all areas of employment, including recruitment, hiring, training and 

development, promotion, transfer, termination, layoff, compensation benefits, and all other 

conditions and privileges of employment in accordance with applicable Federal, State, and local 

laws. 

 

Equal Employment Opportunity 

The Massage Board is an Equal Employment Opportunity Employer. Employment decisions are 

based on merit and business needs, and not on race, color, citizenship status, national origin, 

ancestry, gender, sexual orientation, age, religion, creed, physical or mental disability, marital 

status, veteran status, political affiliation, or any other factor protected by law. The Massage 

Board complies with the law regarding reasonable accommodation for handicapped and disabled 

employees.  

 

ADA Policy Statement 

It is the policy of the Massage Board to comply with all the relevant and applicable provisions of 

the Americans with Disabilities Act (ADA). The Massage Board will not discriminate against 

any qualified employee or job applicant with respect to any terms, privileges, or conditions of 

employment because of a person's physical or mental disability. The Massage Board will make 

reasonable accommodations wherever necessary for all employees or applicants with disabilities, 

provided that the individual is otherwise qualified to safely perform the essential duties and 

assignments connected with the job and provided that any accommodations made do not impose 

an undue hardship on the Massage Board. 

 

Equal Employment Opportunity notices are posted near employee gathering places as required by 

law. These notices summarize the rights of employees to equal opportunity in employment and 

list the names and addresses of the various government agencies that may be contacted in the 

event that any person believes he or she has been discriminated against. 

 

Management is primarily responsible for seeing that the Massage Board’s Equal Employment 

Opportunity Policies are implemented, but all members of the staff share in the responsibility for 

assuring that by their personal actions the policies are effective and apply uniformly to everyone. 

 

Any and all employees, without exception, involved in discriminatory practices will be subject to 

termination. 

 

Harassment Policy 

The Massage Board intends to provide a work environment that is pleasant, professional, and 

free from intimidation, hostility or other offenses that might interfere with work performance. 

Harassment of any sort - verbal, physical, and/or visual - will not be tolerated, particularly against 

employees in protected classes. These classes include, but are not necessarily limited to; race, 

color, religion, sex, age, sexual orientation, national origin or ancestry, disability, medical 

condition, marital status, veteran status, or any other protected status defined by law. 

 

What Is Harassment? 

Workplace harassment can take many forms. It may be, but is not limited to, words, signs, 

offensive jokes, cartoons, pictures, posters, e-mail jokes or statements, pranks, intimidation, 

physical assaults or contact, or violence. Harassment is not necessarily sexual in nature. It may 

take the form of other vocal activity including derogatory statements not directed to the targeted 

individual but taking place within their hearing. Other prohibited conduct includes written 
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material such as notes, photographs, cartoons, articles of a harassing or offensive nature, and 

taking retaliatory action against an employee for discussing or making a harassment complaint. 

 

Responsibility 

All of the Massage Board’s employees, and particularly managers, have a responsibility for 

keeping our work environment free of harassment. Any employee who becomes aware of an 

incident of harassment, whether by witnessing the incident or being told of it, must report it to 

their immediate supervisor or the Executive Director. When management becomes aware of the 

existence of harassment, it is obligated by law to take prompt and appropriate action, whether or 

not the victim wants the Board to do so. 

 

Reporting Harassment 

While the Massage Board encourages you to communicate directly with the alleged harasser, and 

make it clear that the harasser's behavior is unacceptable, offensive or inappropriate, it is not 

required that you do so. It is essential, however, to notify your supervisor or the Executive 

Director immediately, even if you are not sure the offending behavior is considered harassment.  

Appropriate investigation and disciplinary action will be taken. All reports will be promptly 

investigated with due regard for the privacy of everyone involved. However, confidentiality 

cannot be guaranteed. Any employee found to have harassed a fellow employee or subordinate 

will be subject to severe disciplinary action up to and including termination. The Massage Board 

will take any additional action necessary to appropriately remedy the situation. Retaliation of any 

sort will not be permitted. No adverse employment action will be taken for any employee making 

a good faith report of alleged harassment. 

 

The Massage Board accepts no liability for harassment of one employee by another employee. 

The individual who makes unwelcome advances, threatens or in any way harasses another 

employee is personally liable for such actions and their consequences. The Massage Board may 

or may not provide legal, financial or any other assistance to an individual accused of harassment 

if a legal complaint is filed. 

 

Sexual Harassment and Discrimination Policy 

Sexual harassment is a form of discrimination that is unlawful under State and Federal statutes. 

The State of Nevada regards it as a very serious offense that, under certain conditions, can lead to 

termination even on the first occurrence. “Sexual harassment” means unwelcome sexual 

advances, requests for sexual favors, or any conduct of a sexual nature when: 

1. Submission to such speech or conduct is made either explicitly or implicitly a term or 

condition of a person’s employment; or  

2. Submission to or rejection of such speech or conduct by a person is used as the basis for 

employment decisions affecting that person; or  

3. Such speech or conduct has the purpose of or effect of unreasonably interfering with a 

person’s work performance or creating an intimidating, hostile or offensive working 

environment. 

Employees have the right to raise the issue of sexual harassment or discrimination without 

reprisal. Employees who believe they have been a victim of sexual harassment or 

discrimination are encouraged to advise the person believed to have engaged in sexual 

harassment or discrimination that the conduct is unwelcome, undesirable, or offensive. If the 

employee elects not to confront the alleged harasser or if the conduct persists after an 

objection, the employee should inform their supervisor, next level of authority or Human 
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Resources. If you experience or witness sexual harassment or discrimination you must do one 

of the following: 

 Report the incident(s) to your agency coordinator;  

 File a complaint with the Board Attorney at: cplatt@plattlawgroupreno.com 

 Complete the form Sexual Harassment or Discrimination Complaint Form located 

in the Employee Forms Section. 

 Employees are entitled to file a complaint with the Equal Employment 

Opportunity Commission, the Nevada Equal Rights Commission or consult with 

an attorney. 

The State’s policy prohibits retaliation against employees who bring sexual harassment or 

discrimination charges or assist in investigating charges. Any employee bringing a sexual 

harassment or discrimination complaint or assisting in the investigation of such a complaint will 

not be adversely affected in terms and conditions of employment, nor discriminated against or 

discharged because of the complaint. Failure to participate in any investigation of alleged 

discrimination, including an investigation concerning sexual harassment, may lead to disciplinary 

action.  

 

Anti-Nepotism Policy  

The employment of relatives in the same area of an organization may cause serious conflicts and 

problems with favoritism and employee morale.  In addition to claims of partiality in treatment at 

work, personal conflicts from outside the work environment can be carried into day-to-day 

working relationships. 

 

Relatives of persons currently employed by the Massage Board may be hired only if they will not 

be supervising a relative, not working directly with nor working directly for a relative.  In other 

cases where a conflict or the potential for conflict arises, even if there is no supervisory 

relationship involved, the parties may be separated by reassignment or termination of 

employment. 

 

For purposes of this policy, a relative is any person who is related by blood or marriage, or whose 

relationship with the employee is similar to that of persons who are related by blood or marriage. 

 

Standards of Conduct 

Whenever people gather together to achieve goals, some rules of conduct are needed to help 

everyone work together efficiently, effectively, and harmoniously. By accepting employment 

with us, you have a responsibility to the Massage Board and to your fellow employees to adhere 

to certain rules of behavior and conduct. The purposes of these rules are not to restrict your 

rights, but rather to be certain that you understand what conduct is expected and necessary. When 

each person is aware that she/he can fully depend upon fellow workers to follow the rules of 

conduct, our organization will be a better place to work for everyone. 

 

Unacceptable Activities 

Generally speaking, we expect each person to act in a mature and responsible way at all times. If 

you have any questions concerning any work or safety rules, or any of the unacceptable activities 

listed below, please see your supervisor or the Executive Director for an explanation. 

 

Note that the following list of Unacceptable Activities does not include all types of conduct that 

can result in disciplinary action, up to and including termination. Nothing in this list alters the at-
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will nature of your employment; either you or the Massage Board may terminate the employment 

relationship with or without reason, and in the absence of any violation of these rules. 

 

1. Violation of any Board rule; any action that is detrimental to the Massage Board’s efforts to 

operate in the public interest. 

2. Violation of security or safety rules, failure to observe safety rules or the Massage Board’s 

safety practices; failure to wear required safety equipment; tampering with the Massage 

Board’s equipment or safety equipment. 

3. Negligence or any careless action that endangers the life or safety of another person. 

4. Being intoxicated or under the influence of alcohol or a controlled substance while at work; 

use, possession or sale of alcohol or a controlled substance in any quantity while on Board 

premises is prohibited, except medications prescribed by a physician which do not impair 

work performance. 

5. Unauthorized possession of dangerous or illegal firearms, weapons or explosives on Board 

property or while on duty. 

6. Engaging in criminal conduct or acts of violence, or making threats of violence toward 

anyone on Board premises or when representing the Massage Board; fighting, or provoking a 

fight on Board property, or negligent damage of property. 

7. Insubordination or refusing to obey instructions properly issued by your supervisor pertaining 

to your work; refusal or failure to help out on a special assignment. 

8. Threatening, intimidating or coercing fellow employees on or off the premises at any time, 

for any purpose. 

9. Engaging in an act of sabotage; negligently causing the destruction or damage of Board 

property, or the property of fellow employees, licensees, applicants, or visitors in any manner. 

10. Theft or unauthorized possession of Board property or the property of fellow employees; 

unauthorized possession or removal of any Board property, including documents, from the 

premises without prior permission from management; unauthorized use of Board equipment 

or property for personal reasons; using Board equipment for profit. 

11. Dishonesty; falsification or misrepresentation on your application for employment or other 

work records; lying about sick or personal leave; falsifying reason for a leave of absence or 

other data requested by the Massage Board; alteration of Board records or other Board 

documents. 

12. Spreading malicious gossip and/or rumors; engaging in behavior which creates discord and 

lack of harmony; interfering with another employee on the job; restricting work output or 

encouraging others to do the same. 

13. Indecency on Board property. 

14. Unsatisfactory or careless work; failure to meet production or quality standards as explained 

to you by your supervisor 

15. Any act of harassment, sexual, racial or other; telling sexist or racist jokes; making racial or 

ethnic slurs on or off the premises at any time, for any purpose.  

16. Leaving work before the end of a workday or not being ready to work at the start of a 

workday without approval from your supervisor; stopping work before time specified for 

such purposes.  (Refer to # 26) 

17. Sleeping or loitering during working hours. 

18. Excessive use of telephone for personal calls while on duty. 

19. Smoking in restricted areas or at non-designated times, as specified by department rules. 

20. Creating, contributing or not correcting unsanitary conditions. 

21. Posting, removing or altering notices on any bulletin board on Board property without the 

permission of an officer of the Massage Board. 
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22. Failure to report an absence or late arrival; excessive absence or lateness. 

23. Obscene or abusive language toward any manager, employee or customer; indifference or 

rudeness towards a customer or fellow employee; any disorderly/antagonistic conduct on 

Board premises. 

24. Speeding or careless driving of Board vehicles or of personal vehicles while on Board time. 

25. Failure to immediately report damage to, or an accident involving, Board equipment. 

26. Failure to use your timesheet; alteration of your own timesheet or records or attendance 

documents; punching or altering another employee's timesheet or records, or causing 

someone to alter your timesheet or records. 

 

Disciplinary Actions 

This Disciplinary Actions Policy applies to all regular employees who have completed the 

Introductory Period. 

 

This policy pertains to matters of conduct as well as the employee's competence. However, an 

employee who does not display satisfactory performance and accomplishment on the job may be 

dismissed, in certain cases, without resorting to the steps set forth in this policy. 

 

Under normal circumstances, supervisors are expected to follow the procedure outlined below. 

There may be particular situations, however, in which the seriousness of the offense justifies the 

omission of one or more of the steps in the procedure. Likewise, there may be times when the 

Board may decide to repeat a disciplinary step. 

 

Discipline Procedure 

Unacceptable behavior that does not lead to an immediate dismissal may be dealt with in the 

following manner: 

 

1. Oral Reminder and Oral Warning 

2. Written Warning 

3. Written Warning with Administrative Leave 

4. Termination  

 

To insure that the Massage Board’s business is conducted properly and efficiently, you must 

conform to certain standards of attendance, conduct, work performance and other work rules and 

regulations. When a problem in these areas does arise, your supervisor will coach and counsel 

you in mutually developing an effective solution. However, if you fail to respond to coaching or 

counseling, or an incident occurs requiring formal discipline, the following procedures occur. 

 

Step One: Oral Reminder and Oral Warning 

Your supervisor will meet with you to discuss the problem or violations, making sure that you 

understand the nature of the problem or violation and the expected remedy. The purpose of this 

conversation is to remind you of exactly what the rule or performance expectation is and also to 

remind you that it is your responsibility to meet the Massage Board’s expectations. 

 

You will be informed that the Oral Reminder and Oral Warning is the first step of the discipline 

procedure. Your supervisor will fully document the Oral Reminder, which will remain in effect 

for three (3) months. Documentation of the incident will remain in your personnel record in the 

event another disciplinary event occurs. 

 

STIP 00246



NSBMT Employee Manual – April 2016 

 

19 

Step Two: Written Warning 

If your performance does not improve within the three (3) month period, or if you are again in 

violation of the Massage Board’s practices, rules or standards of conduct, your supervisor will 

discuss the problem with you, emphasizing the seriousness of the issue and the need for you to 

immediately remedy the problem. Your supervisor will advise you that you are now at the second 

formal level of disciplinary action. After the meeting your supervisor will write a memo to you 

summarizing the discussion and your agreement to change. A copy of the memo will go in your 

personnel file. 

 

The Written Warning will remain in your personnel file for six (6) months. 

 

Step Three: Written Warning with Administrative Leave 

If your performance does not improve within the six (6) month period following the Written 

Warning, or if you are again in violation of the Massage Board’s practices, rules or standards of 

conduct, you may be terminated or placed on Administrative Leave. The Administrative Leave is 

the third and final step of the Massage Board’s disciplinary process. 

 

Administrative Leave is an unpaid, one (1) day disciplinary suspension. Employees on 

Administrative Leave will spend the following day away from work deciding whether to commit 

to correcting the immediate problem and to conform to all of the Board's practices, rules and 

standards of conduct, or to quit and terminate their employment with the Massage Board. 

 

If your decision following the Administrative Leave is to return to work and abide by the 

Massage Board’s practices, rules and standards of conduct, your supervisor will write a letter to 

you explaining your commitment and the consequences of failing to meet this commitment. You 

will be required to sign the letter to acknowledge receipt. A copy will be placed in your personnel 

file. 

 

You will be allowed to return to work with the understanding that if a positive change in 

behavior does not occur, or if another disciplinary problem occurs within the next six (6) months, 

you will be terminated. 

 

If you are unwilling to make such a commitment, you may either resign or be terminated. 

 

Crisis Suspension 

If you commit any of the actions listed below, or any other action not specified but similarly 

serious, you will be suspended without pay pending an investigation of the situation. Following 

the investigation you may be terminated without any previous disciplinary action having been 

taken. 

 

1. Theft, including falsification of time records. 

2. Falsification of the Massage Board’s records. 

3. Failure to follow safety practices. 

4. Breach of Confidentiality Agreement. 

5. Threaten to, or the act of, doing bodily harm to a customer, client, fellow employee, or 

supervisor. 

6. Willful or negligent destruction of the Massage Board’s property or the property of its clients. 

7.   Sale, use and/or possession of intoxicants, drugs or narcotics. 

8. Willful neglect of duty. 
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9. Unauthorized possession of lethal weapons on the Massage Board’s property. 

10. Insubordination - Disobedient to authority. 

 

The provision of this Disciplinary Policy is not a guarantee of its use.  The Massage Board 

reserves the right to terminate employment at any time, with or without reason. Additionally, the 

Massage Board reserves the right to prosecute any employee for any of the above infractions that 

may be in violation of State or Federal law. 

 

Grievance Procedure 

It is the policy of the Massage Board that employees may appeal a disciplinary action to the next 

higher appropriate authority. 

 

The chain of appeal shall advance from the immediate supervisor through the Executive Director. 

 

An appeal of a disciplinary action must be filed in writing with the immediate supervisor not 

later than ten (10) working days from the date of the action. 

 

If the employee does not accept the written decision of the immediate supervisor, the employee 

may, within five (5) working days, appeal to the Executive Director, in writing. 

 

The decision of the Executive Director shall be final and binding. 

 

This section does not give any additional rights; all employees are still at-will employees.  

 

Immigration Law Compliance 

All offers of employment are contingent on verification of your right to work in the United 

States. On your first day of work you will be asked to provide original documents verifying your 

right to work and, as required by Federal law, to sign Federal Form I-9, Employment Eligibility 

Verification Form. If you at any time cannot verify your right to work in the United States, the 

Massage Board shall be obliged to terminate your employment. 

 

Work Schedule 

 

Business Hours – Effective January 1, 2007 

Operating hours are from 8:30 a.m. to 4:30 p.m. Monday through Friday with a half hour lunch.  

 

All employees are to report to work at the location they are scheduled to work from, on their 

scheduled days, each morning and at the end of each workday, unless extenuating circumstances 

arise. The Executive Director will approve extenuating circumstances on a case-by-case basis 

only.  

 

Your particular hours of work and the scheduling of your meal period will be determined and 

assigned by your supervisor. Most employees are assigned to work a forty (40) hour workweek. 

You are required to take a ½ hour paid lunch break each day.  Optional hours may apply at the 

discretion of the Executive Director and the Massage Board. Should you have any questions 

concerning your work schedule, please ask your supervisor. 
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Attendance 

The Massage Board would like you to be ready to work at the beginning of your assigned daily 

work hours, and to reasonably complete your projects by the end of your assigned work hours. 

Please let your supervisor know if you will be away from your workstation for an extended 

period of time and when you expect to return. 

 

Absence or Lateness 

From time-to-time, it may be necessary for you to be absent from work.  The Massage Board is 

aware that emergencies, illnesses, or pressing personal business that cannot be scheduled outside 

your work hours may arise.  If you are unable to report to work, or if you will arrive late, you 

must contact your supervisor immediately. If you know in advance that you will need to be 

absent, please request this time off in writing directly from your supervisor. 

 

When you call in to inform the Massage Board of an unexpected absence or late arrival, call your 

supervisor. If you're arriving to work late, please let your supervisor know when you expect to 

arrive for work. If you are unable to call in yourself because of an illness, emergency or for some 

other reason, be sure to have someone call for you. 

 

Absence from work without notifying your supervisor or the Executive Director will be 

considered a voluntary resignation. 

 

If you are absent because of an illness for three (3) or more successive days, you must submit to 

your supervisor written documentation from your doctor stating you are able to resume normal 

work duties before you will be allowed to return to work. 

 

A consistent pattern of questionable absences can be considered excessive, and may be cause for 

concern. In addition, excessive lateness or leaving early without letting your supervisor know 

will be considered a "lateness pattern" and may carry the same weight as an absence. Other 

factors, like the degree and reason for the lateness, will be taken into consideration. 

 

Your supervisor will make a note of any absence or lateness and the reasons in your personnel 

file. Be aware that excessive absences, lateness or leaving early may lead to disciplinary action, 

including possible dismissal. 

 

Note: Information on the types of leaves offered and their qualification criteria are included in 

the "Leaves" section of this Employee Manual. 

 

Meal and Break Periods 

You are entitled to two (2) fifteen (15) minute paid breaks each workday. Normally these breaks 

will be scheduled at two different intervals, one prior to your meal period and one after your meal 

period. These breaks should be scheduled with your supervisor. If you work in a department 

where breaks are not directly assigned, please coordinate with your co-workers to maintain 

adequate coverage at all times.  Break and lunch periods should be taken away from your desk.   

 

Meal period and break periods may not be combined to extend a scheduled meal period. All meal 

periods must be taken prior to 2:00 pm on any given day, unless approved by your supervisor.  
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If you work longer than four (4) hours, you will be given a paid meal period. You are requested 

not to perform any work during your regularly scheduled meal period. It is important to return to 

work on time at the end of your meal period. 

 

Employment Classifications 

 

At the time you are hired, you are classified full-time, part-time or temporary. In addition, you 

are classified as either non-exempt or exempt. All other policies described in this Employee 

Manual and communicated by the Massage Board apply to all employees, with the exception of 

certain wage, salary and time off limitations applying only to non-exempt employees. If you are 

unsure of which job classification your position fits into, please ask your supervisor. 

 

Regular Employees 

Employees hired to work on a regular basis for an indefinite period of time are classified as 

regular employees. Such employees may be either full or part-time. 

 

Regular Full-Time Employees 

An employee who has successfully completed his or her introductory period (see the Introductory 

Period Policy for a specific definition) and who works at least thirty-two (32) hours or more per 

week is considered a regular full-time employee. 

 

Unless otherwise specified, the benefits described in this Employee Manual apply only to full-

time employees. 

 

If you were a full-time employee and have been on an approved leave of absence, upon return 

you will be considered a full-time employee, provided you return to work as agreed in the 

provisions of your leave. 

 

Regular Part-Time Employees 

Employees who are not assigned to a temporary or introductory status and who are regularly 

scheduled to work less than the full-time work schedule, but at least thirty (30) hours per week 

are classified as regular part-time employees and are eligible for some benefits sponsored by the 

Massage Board, subject to the terms, conditions and limitations of each benefit program.  

 

Temporary Employees 

From time-to-time, the Massage Board may hire employees for specific periods of time or for the 

completion of a specific project. An employee hired under these conditions will be considered a 

temporary employee. The job assignment, work schedule and duration of the position will be 

determined on an individual basis. 

 

Normally, a temporary position will not exceed six (6) months in duration, unless specifically 

extended by a written agreement. Summer employees, interns and seasonal employees are 

considered temporary employees, but not limited to. 

 

A temporary employee does not become a regular employee by virtue of being employed longer 

than the agreed upon specified period. 

 

Temporary employees are not eligible for benefits described in this Employee Manual, except as 

granted on occasion, or to the extent required by provision of State and Federal laws. Those 
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temporary employees classified as non-exempt (see the section titled "Non-Exempt and Exempt 

Employees" below) who work more than forty (40) hours during any workweek will receive 

overtime pay. 

 

Non-Exempt and Exempt Employees 

At the time you are hired, you will be classified as either exempt or non-exempt.  This is 

necessary because, by law, employees in certain types of jobs are entitled to overtime pay for 

hours worked in excess of forty (40) hours per workweek. These employees are referred to as 

non-exempt in this Employee Manual. This means that they are not exempt from (and therefore 

should receive) overtime pay or compensatory time. 

 

Note: See Wage and Salary Policies in the section of this Employee Manual titled 

"Compensation" for a full description of overtime payment policies. 

 

Exempt employees are managers, executives, professional staff, technical staff, Board Members 

and others whose duties and responsibilities allow them to be exempt from overtime pay 

provisions as provided by the Federal Fair Labor Standards Act (FLSA) and any applicable State 

laws. If you are an exempt employee, you will be advised that you are in this classification at the 

time you are hired, transferred or promoted. 

 

Personnel Records and Administration 

The task of handling personnel records and related personnel administration functions at the 

Massage Board has been assigned to the Executive Director. Questions regarding insurance, 

wages, and interpretation of policies may be directed to your supervisor in writing. 

 

Your Personnel File 

Keeping your personnel file up-to-date can be important to you with regard to pay, deductions, 

benefits and other matters. If you have a change in any of the items listed below, please be sure to 

notify the Executive Director as soon as possible. 

 

1. Legal name 

2. Home address 

3. Home telephone number  

4. Person to call in case of emergency  

5. Number of dependents 

6. Marital status 

7. Change of beneficiary 

8. Driving record or status of driver's license. 

9. Exemptions on your W-4 tax form 

10. Training Certificates 

11. Professional License 

12. Payroll deductions, mandatory, automatic or court ordered garnishments.  

 

Upon experiencing a family status change, please notify the Executive Director within 31 days 

for benefit modifications, if necessary. 

 

You may see information that is kept in your own personnel file if you wish, and you may request 

and receive copies of all documents you have signed. Please make arrangements with the 

Executive Director. 
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Compensation 

 

The goal of the Massage Board’s Compensation Program is to attract potential employees, meet 

the needs of all current employees, and encourage well-performing employees to stay with our 

organization. With this in mind, our Compensation Program is built to balance both the 

employee’s and the Massage Board’s needs. 

 

Compensation Philosophy 

It is the Massage Board's desire to pay all regular employees wages and salaries that will be 

motivational, fair, and equitable. Compensation may vary with individual and Board performance 

and in compliance with all applicable statutory requirements. 

 

The Massage Board applies the same principles of fairness to all employees, regardless of 

organizational level, race, color, citizenship status, national origin, ancestry, gender, sexual 

orientation, age, religion, creed, physical or mental disability, marital status, veteran status, 

political affiliation, or any other factor protected by law. 

 

Basis for Determining Pay 

Several factors may influence your rate of pay. Some of the items the Massage Board considers 

are the nature and scope of your job, what other employers pay their employees for comparable 

jobs (external equity), what the Massage Board pays their employees in comparable positions 

(internal equity), and individual as well as the Massage Board performance. It is the Massage 

Board’s goal to have a current Job Description on hand that broadly defines your job 

responsibilities. 

 

Pay Cycle 

Payday is normally on the 15
th

 and the last day of every month.  In most instances, if the payday 

falls on Saturday or Sunday, you will be paid the preceding Friday. The semi-monthly pay 

schedule is made up of twenty-four (24) pay periods per year. 

 

Changes will be made and announced in advance whenever the Massage Board’s holidays or 

closings interfere with the normal pay schedule. 

 

Computing Pay 

The Massage Board will compute your time on the basis of a forty (40) hour workweek. 

(Exempt Employee’s hourly wage will be computed as such – 40 hours in a work week x 52 

weeks = 2,080 hours per year) 

 

Longevity Pay When you have completed eight years of continuous service with the State and 

have standard or better performance, you will be entitled to longevity pay based upon the 

following schedule: 

 

No. Of Years 

of Cont Svc 

Semi-Ann 

Pmt 

No. of Years 

of Cont Svc 

Semi-Ann 

Pmt 

No. of Yrs of 

Cont Svc 

Semi-Ann 

Pmt 

8 $75.00 16 $325.00 24 $725.00 

9 $100.00 17 $375.00 25 $800.00 

10 $125.00 18 $425.00 26 $875.00 

11 $150.00 19 $475.00 27 $950.00 
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12 $175.00 20 $525.00 28 $1,025.00 

13 $200.00 21 $575.00 29 $1,100.00 

14 $225.00 22 $625.00 30 or more 

years 

$1,175.00 

15 $275.00 23 $675.00 

 

Eligible full-time or part-time employees who work less than full-time for a portion of the six (6) 

month qualifying period are entitled to a prorated amount based on the semi-annual payment. 

Longevity payments are issued in July and December. The dates when employees become 

eligible for the semi-annual payments are December 31 and June 30. Employees who are eligible 

and who have not been separated from State service as of these dates will receive longevity pay. 

 

Mandatory Deductions from Paycheck  

The Massage Board is required by law to make certain deductions from your paycheck each time 

one is prepared. Among these are your Federal Income Taxes as required by law. These 

deductions will be itemized on your check stub. The amount of the deductions will depend on 

your earnings and the information you furnish on your W-4 Form regarding the number of 

exemptions you claim. If you wish to modify this number, please request a new W-4 Form from 

the Executive Director immediately. Your W-4 Form may be modified by you, no exceptions. 

Verbal or written instructions are not sufficient to modify withholding allowances. We advise 

you to check your pay stub to ensure that it reflects the proper number of withholdings. 

 

The W-2 Form you receive annually reflects how much of your earnings were deducted for these 

purposes. 

 

In addition, the Massage Board may make deductions for State Pension Plans.  Any other 

mandatory deductions to be made from your paycheck, such as court-ordered garnishments, will 

be explained whenever the Massage Board is ordered to make such deductions. 

 

Note: Please see "Wage Garnishments" later in this section for further information. 

 

Direct Payroll Deposit 

Direct payroll deposit is the automatic deposit of your pay into the financial institution account of 

your choice. 

 

Payroll Advance 

It is the policy of the Massage Board to refuse all salary advances to employees for any reason. 

  

Error in Pay 

Every effort is made to avoid errors in your paycheck. If you believe an error has been made, tell 

your supervisor immediately. He/she will take the necessary steps to research the problem and to 

assure that any necessary correction is made promptly. 

 

Overtime Pay 

If you are a non-exempt employee, you will be eligible to receive overtime pay of one and one-

half (1 1/2) times your regular hourly wage for approved hours worked over forty (40) hours in 

one (1) week. If, during that week, you were away from the job because of a job-related injury, 

paid holiday, jury duty, or vacation day, those hours not worked will not be counted as hours 

worked for the purpose of computing eligibility for overtime pay. 
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No overtime shall be worked unless your supervisor has given prior written approval. 

 

Employees designated as exempt under the provision of the Fair Labor Standards Act and the 

Nevada Revised Statutes are not entitled to compensation for overtime. (NRS 284.148) 

 

Work Performed on Board Holidays 

Full-time "non-exempt" employees are eligible for overtime pay in accordance with the Fair 

Labor Standards Act.  Employees who work on a State holiday are considered to have worked 

overtime on that day and will be paid regular pay plus overtime for hours worked, regardless of 

the number of hours worked during that same work week. 

 

Compensatory Time  

Exempt employees do not receive overtime.  Compensatory time off shall be granted to 

supervisors for hours worked beyond forty (40) hours in one week (except where the work week 

is an extended one of more than 40 hours).  Compensatory time will only be granted for hours 

worked of at least four (4) hours.  Compensatory time will be granted at the convenience of the 

Board considering workload, available staffing and any other circumstances affecting 

productivity. 

 

At no time are employees paid in cash for the compensatory hours worked.  If an employee 

terminates with compensatory time on the books there is no compensation for the compensatory 

time earned.     

  

Time Records 

By law, we are obligated to keep accurate records of the time worked by employees. You are 

responsible for accurately recording your time. No one may clock in or out hours worked on 

another's timecard or timesheet. Tampering with another's time record is cause for disciplinary 

action, up to and including termination, of both employees. In the event of an error in recording 

your time, please report the matter to your supervisor immediately. 

 

If changes to a time sheet are necessary, the correction should be made so that both the initial 

entry and the changes are legible and identifiable.  Any such changes should be initialed by both 

the employee and the supervisor (next to the change). Time sheets containing erasures or 

whiteout will be returned to the employee. 

 

Time sheets not complying with this policy will be returned, and the employee will not be 

paid until a time sheet complying with the requirements has been completed. 

 

Performance and Compensation Reviews 

 

Performance Reviews 

Because we want you to grow and succeed in your job, the Massage Board may conduct a Formal 

Performance Review after ninety (90) days on the job, then after one (1) year, and annually 

thereafter for each employee. New employees may be reviewed near the end of their introductory 

period. A review may be conducted in the event of a promotion or change in duties and 

responsibilities. 

 

During a Formal Performance Review your supervisor may cover the following areas: 
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- The quality and quantity of your work 

- Strengths and areas for improvement 

- Attitude and willingness to work 

- Initiative and teamwork 

- Attendance 

- Customer service orientation 

- Problem solving skills 

- Ongoing professional growth and development 

 

Additional areas may also be reviewed as they relate to your specific job. 

 

Your review provides a golden opportunity for collaborative, two-way communication between 

you and your supervisor. Your supervisor can answer any questions you may have about the 

Performance Review process. 

 

Compensation Reviews 

The Massage Board’s Compensation Reviews are given with Performance Reviews. The Board 

may set a cost of living increase each year based on the change in the State of Nevada Salary 

Grades.  Merit increases may be considered based on employee performance.  All salary 

increases will depend on the Massage Board's income and ability to pay all expenses. Any 

applicable compensation increase will appear in the pay period ending after the date granted. 

Compensation increases may be retroactive in the case of late reviews. Having your 

compensation reviewed does not necessarily mean that you will be given a pay increase due to 

individual and/or Board performance. 

 

An individual's pay will depend on how consistently he/she performs over a given period of time. 

During the review, significant performance events that occurred throughout the year will be 

discussed.  

 

Higher levels of performance, as documented at the time of a Performance Review, may earn a 

higher level of salary increase. In addition to individual job performance reviews, the Massage 

Board periodically may conduct a review of job descriptions to insure that we are fully aware of 

any changes in the duties and responsibilities of each position and that such changes are 

recognized. 

 

Benefits 

The Massage Board is committed to sponsoring a Comprehensive Benefits Program for all 

eligible employees. In addition to receiving an equitable salary and having an equal opportunity 

for professional development and advancement, you may be eligible to enjoy other benefits that 

will enhance your job satisfaction. We are certain you will agree the benefits program described 

in this Employee Manual represents a very large investment by the Massage Board. 

 

A good benefits program is a solid investment in the Massage Board’s employees. The Massage 

Board will periodically review the benefits program and will make modifications as appropriate 

to the Board's condition. The Massage Board reserves the right to modify, add or delete the 

benefits it offers. 
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Eligibility for Benefits 

If you are a full-time employee, after ninety (90) days of employment (completion of your 

introductory period) you will enjoy all of the benefits described in this Employee Manual as soon 

as you meet the eligibility requirements for each particular benefit. Coverage is available to you 

and your dependents as defined in the Benefit Summary Plan descriptions. 

 

If you are a part-time employee, you will enjoy only those benefits specifically required by law, 

provided that you meet the minimum requirements set forth by law and in the benefit plan(s). 

 

Temporary employees are not eligible for benefits. 

 

Insurance Coverage 

 

Group Insurance 

The Massage Board is dedicated to the health and well being of both you and your family. A 

comprehensive, quality insurance program is available to you and your family through the Public 

Employees Benefit Program (PEBP). You become eligible for coverage on the first of the month 

following your ninetieth (90
th)

 day of employment (after the completion of your introductory 

period). In order to be covered you must complete the enrollment packet.  

 

Upon enrolling, you will obtain summary plan descriptions describing your benefits in detail. 

 

You may enroll yourself and your dependents in one of the available PEBP plans. The Massage 

Board provides a subsidy for each employee based on the plan and tier of coverage selected. The 

employee’s share of the cost of insurance is made through monthly pre-tax payroll deductions.  

 

Applicable employee contributions will be automatically deducted from your paycheck. 

 

According to the Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) of 1985, 

in the event of your termination of employment with the Massage Board or loss of eligibility to 

remain covered under the PEBP program, you and your eligible dependents may have the right to 

continued coverage under our health insurance program for a limited period of time at your own 

expense. Consult the health insurance provider directly. 

 

Basic Life and Long-Term Disability Insurance 

Effective July 1, 2014, State employees enrolled in a PEBP medical plan receive $25,000 Basic 

Life and Long-Term Disability (LTD) Insurance.  The terms of such insurance are controlled by 

PEBP, and information regarding each is available upon request.   

 

Government Required Coverage 

 

Workers' Compensation 

All employees are entitled to Workers' Compensation benefits. This coverage is automatic and 

immediate and protects you from an on-the-job injury. An on-the-job injury is defined as an 

accidental injury suffered in the course of your work, or an illness that is directly related to 

performing your assigned job duties. The Massage Board pays for this job-injury insurance. If 

you cannot work due to a job-related injury or illness, Workers' Compensation Insurance pays 

your medical bills and provides a portion of your income until you can return to work. 
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All injuries or illnesses arising out of the scope of your employment must be reported to your 

supervisor immediately. Prompt reporting is the key to prompt benefits. Benefits are automatic, 

but nothing can happen until your employer knows about the injury. Insure your right to benefits 

by reporting every injury, no matter how slight. 

 

Employees returning to work after being absent due to a work-related injury must report to their 

supervisor prior to beginning work and must bring a doctor's clearance for returning to work. 

 

Unemployment Compensation 

Depending upon the circumstances, employees may be eligible for Unemployment Compensation 

upon termination of employment with the Massage Board.  The Department of Employment, 

Training and Rehabilitation determines eligibility for unemployment compensation. The Massage 

Board pays the entire cost of this insurance program. 

 

Unemployment compensation is designed to provide you with a temporary income when you are 

out of work through no fault of your own. For your claim to be valid, you must have a minimum 

amount of earnings determined by the State, and you must be willing and able to work. You 

should apply for benefits through the local State Unemployment Office as soon as you become 

unemployed. 

 

Public Employee Retirement System (PERS) 

Employee/Employer Pay Contribution Plan (EEs/ERs): The employee and employer share 

equally in the contribution to PERS, currently 14.5% each for regular members and 20.75% for 

police/fire members. Employee contributions are subject to withholding for Federal Income 

Taxes.  

 

The employee’s share of the contribution is refundable upon termination. A refund of member 

contributions cancels membership in the system and any and all rights to a monthly benefit 

earned. If you elect the employee/employer-pay plan, you may switch at any time to the 

employer-paid plan.  

 

Employer Pay Contribution Plan (EPC): Employees may voluntarily choose to participate 

under the EPC Plan. Employees who elect this plan pay their portion of the contribution by way 

of a salary reduction equal to approximately ½ of the contribution rate on a pre-tax basis. The 

employer then pays the contribution to PERS, 28% for regular members and 40.50% for 

police/fire members. Contributions made by the employer under EPC are not deposited to an 

individual member’s account and are not available for refund upon termination of employment. 

Once you select the EPC, you cannot later choose or go back to the EEs/ERs.  

 

Paid Leaves 

Both paid and unpaid time off may be granted to eligible employees, according to the following 

leave policies. Please consult your supervisor for further information. 

 

Annual Leave 

If you are a new employee working a full-time schedule, you will earn ten (10) hours (1¼ 

working days) of annual (vacation) leave for each month of continuous full-time service. You 

will have accrued seven and one half (7½) working days of annual leave after six (6) months of 

full-time service and will be eligible to use leave at this time. Your appointing supervisor must 

pre-approve annual leave.  
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If you are a part-time employee, you will earn a prorated amount of annual leave based on full-

time equivalent service.  

 

After ten (10) years of continuous service, you will earn up to a maximum of twelve (12) hours 

(1½ working days) of annual leave per month and, with fifteen (15) years of service, up to 

fourteen (14) hours (1¾ working days) per month.  

 

If you separate from State service and have worked at least six (6) months, you will be paid for 

any unused annual leave you have accumulated. 

 

Notification Requirement for Annual Leave 

1. Advance Notice – When foreseeable, employees shall give at least thirty (30) calendar 

days advance notice to their supervisor of their request to use annual leave. 

2. Advance Notice Not Possible – When advance notice is not possible, notice by the 

employee should be provided as soon as practicable.  

3. Written Notice – All vacation requests to use annual leave must be submitted on the 

“Leave Request Form” and submitted to their supervisor and approved by the 

Executive Director. 

 

Sick Leave  

If you are a full-time employee, you earn ten (10) hours (1¼ working days) of sick leave for each 

month of full-time service. Part-time employees earn a prorated amount based on full-time 

equivalent service. Sick leave can be used as soon as it is accrued.  

 

Sick leave may be used only for authorized reasons. Sick leave can be used if you are unable to 

work because of illness or injury, incapacity due to pregnancy or childbirth, for medical and 

dental appointments, family illness (subject to some limitations) and a death (typically up to five  

(5) working days) in your immediate family. 

 

Nonexempt employees must report any sick leave taken, even if it is for an appointment or part 

of the day.  

 

Recognized Holidays 

The holiday schedule for Massage Board employees is as follows for regular full-time 

employees: 

 

January 1  New Year’s Day  

Third Monday in January  Martin Luther King Jr.’s Birthday  

Third Monday in February  Presidents Day  

Last Monday in May  Memorial Day  

July 4  Independence Day  

First Monday in September  Labor Day  

Last Friday in October  Nevada Day  

November 11 

Fourth Thursday in November  

Veterans’ Day  

Thanksgiving Day 

Friday following the fourth Thursday in November  Family Day  

December 25  Christmas Day  
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Holiday Policy 

All national holidays are scheduled on the day designated by common business practice at the 

rate of eight (8) hours per day.  In order to qualify for holiday pay, you must work the scheduled 

workday immediately before and after the holiday unless prior written approval has been granted.  

 

You are not eligible to receive holiday pay when you are on an unpaid leave of absence. 

  

Other Paid Leaves 

 

Jury Duty 

It is your civic duty as a citizen to report for jury duty whenever called. If you are called for jury 

duty, you must notify your supervisor within forty-eight (48) hours of receipt of the jury 

summons and present a copy of the jury summons. 

 

If you are required to serve as a juror for a case in which you have no personal financial/legal 

interest or liability and you are a full-time employee who has completed ninety (90) days of 

work, the staff of the Massage Board will pay the difference between jury duty compensation 

received and your regular wages.  Whenever possible, you are expected to report to work before 

or after jury duty sessions, according to your normally scheduled working hours. 

 

Once you have received your pay voucher for any time served, the original voucher must be 

presented to the Massage Board in order to receive regular pay. The Massage Board will pay the 

difference between your regular wages and the jury duty pay received. The Massage Board will 

reimburse you up to eight (8) hours of wages per day for a maximum of three (3) days of service 

per year. 

 

This policy shall not apply to persons whose appearance in court is the result of their status as 

defendants in a criminal proceeding or to persons called or appearing as a party in a civil 

proceeding where they are the charging party or plaintiff. 

 

Voter Leave  

Employees who do not have sufficient time to vote may take between one (1) and three (3) hours 

leave, depending on the distance between the workplace and polling place, to vote.  Employees 

must apply for leave before Election Day on a “Leave Request Form.” Your supervisor may 

specify the time during the day that leave can be taken and the employee must submit a copy of 

his or her voters receipt the following business day.  

 

Unpaid Leaves 

Occasionally, for medical, personal, or other reasons, you may need to be temporarily released 

from the duties of your job with the Massage Board. It is the policy of the Massage Board to 

allow its eligible employees to apply for and be considered for certain specific leaves of absence. 

 

Time off for any reason during a working day will count first against your allotted Paid Time Off 

(PTO) as appropriate, in hourly, quarter-day, half-day or full-day increments. Once you have used 

all of your PTO, any time off will be without pay. 
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Failure to return to work as scheduled from an approved leave of absence or to inform your 

supervisor of an acceptable reason for not returning as scheduled will be considered a voluntary 

resignation of employment. 

 

All requests for leaves of absence shall be submitted in writing to your supervisor. Each request 

shall provide sufficient detail such as the reason for the leave, the expected duration of the leave, 

and the relationship of family members, if applicable. 

 

There are several types of unpaid leaves for which you may be eligible. 

 

Disability Leave of Absence (Illness, Family Illness) 

The Massage Board may grant an unpaid leave of absence for illness, disability or pregnancy. To 

request a disability leave of absence from your supervisor, you should submit, or have someone 

submit for you, a statement of ill health or disability from your doctor. An approved disability 

leave without pay may be granted for up to ninety (90) days. Whenever possible, you are required 

to give as much notice as possible of your pending need for a disability leave of absence. 

 

At the time the disability leave begins, any PTO will be used. These benefits do not continue to 

accrue during a leave of more than thirty (30) days. This policy applies to all employees. Your 

group insurance booklet should be reviewed to determine your insurance coverage during a leave 

of absence.   

 

Employees who must remain away from work for more than the period of time allowed above 

will be considered terminated from employment. They are welcome to re-apply subject to the 

Massage Board’s usual hiring policies. 

 

Employees who develop an illness or physical condition which requires medical treatment or 

restrictions and precautions will be required to submit a physician's statement. This statement 

must give approval that continued full-time employment in his/her present position would not 

jeopardize his/her health or the safety of others, in the event she/he continues to work. A similar 

statement is required upon return from a disability leave. 

 

Should your attendance or job performance suffer during the period preceding and/or following a 

disability leave, we will accommodate you to the extent provided by law. 

 

Maternity Leave  

Maternity leave is not a special type of leave, but may consist of a combination of sick leave, 

annual leave, compensatory time, and leave without pay. If you are eligible for the protections 

under the Family and Medical Leave Act (FMLA), you will be required to use your FMLA 

entitlement concurrently with applicable leave types, unless you are receiving Short Term 

Disability Benefits. For more information regarding the FMLA as it applies to State employees, a 

Family and Medical Leave Act (FMLA) Overview document is available by request from the 

Division of Human Resource Management. 

 

Family Illness  

If there is an illness or a medical, optometric or dental service or examination in your immediate 

family requiring your attendance, you may use your accumulated sick leave not to exceed one 

hundred and twenty (120) hours in any one calendar year. The appointing authority may approve 

an exception to the 120 hour limit; however, the request must be in writing and accompanied by 
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a certification from a health care provider that verifies the need. Immediate family (with regard to 

family illness) is defined as an employee’s parents, spouse, children (regardless of age), brothers, 

sisters, grandparents, great-grandparents, uncles, aunts, nephews, grandchildren, nieces, great-

grandchildren and stepparents; and, if they are living in the employee’s household, the 

employee’s father-in-law, mother-in-law, son-in-law, daughter-in-law, grandfather-in-law, 

grandmother-in-law, great-grandfather-in-law, great-grandmother-in-law, uncle-in-law, aunt-in-

law, brother-in-law, sister-in-law, grandson-in-law, granddaughter-in-law, nephew-in-law, niece-

in-law, great-grandson-in-law, and great-granddaughter-in-law.  

 

Death in the Family  

If a member of your immediate family dies, you may use your accumulated sick leave not to 

exceed ten (10) working days for each death. The appointing authority may approve additional 

time in instances where extended travel is involved. Immediate family (with regard to a death in 

the family) is defined as an employee’s parents, spouse, children, brothers, sisters, grandparents, 

great-grandparents, uncles, aunts, nephews, grandchildren, nieces, great-grandchildren, father-in-

law, mother-in-law, son-in-law, daughter-in-law, grandfather-in-law, grandmother-in-law, great-

grandfather-in-law, great-grandmother-in-law, uncle-in-law, aunt-in-law, brother-in-law, sister 

in-law, grandson-in-law, granddaughter-in-law, nephew-in-law, niece-in-law, great-grandson-in-

law, great-granddaughter-in-law, step-parents and step-children.  

 

Military Leave of Absence 

If you are a full-time employee and are inducted into the U.S. Armed Forces, you will be eligible 

for re-employment after completing military service, provided: 

 

1. You show your orders to your supervisor as soon as you receive them. 

2. You satisfactorily complete your active duty service. 

3. You enter the military service directly from your employment with the Massage Board. 

4. You apply for and are available for re-employment within ninety (90) days after discharge 

from active duty. If you are returning from up to six (6) months of active duty for training, 

you must apply within thirty (30) days after discharge. 

 

Military Reserves or National Guard Leave of Absence 

Employees who serve in U.S. military organizations or state militia groups may take the 

necessary time off without pay to fulfill this obligation, and will retain all of their legal rights for 

continued employment under existing laws. These employees may apply Paid Time Off (PTO) to 

the leave if they wish, however, they are not obliged to do so. 

 

You are expected to notify your supervisor as soon as you are aware of the dates you will be on 

duty so that arrangements can be made for replacement during this absence. 

 

Personal Leave of Absence 

In special circumstances, the Massage Board may grant a leave for a personal reason, but never 

for taking employment elsewhere or going into business for yourself. You should request an 

unpaid personal leave of absence from your supervisor. A personal leave of absence must not 

interfere with the operations of your department or the Massage Board. Your supervisor will 

submit your request to the appropriate member of management for final approval. 

 

A personal leave of absence may be granted for up to thirty (30) days at the option of the Board 

and at its discretion. Consult your group insurance booklet to determine your insurance coverage 
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during a leave of absence. Failure to return from a leave at the time agreed will result in 

termination of employment. 

 

Accepting Other Employment or Establishing/Entering Into Business While on Leave of 

Absence 

If you accept any employment or enter into a business venture while on a leave of absence from 

the Massage Board, you will be considered to have voluntarily resigned from employment with 

the Massage Board as of the day on which you began your leave of absence. 

 

Insurance Premium Payment During Leaves of Absence 

The Massage Board will continue to pay its share of insurance premiums for employee coverage 

for a maximum of thirty (30) days while you are on a disability leave of absence. 

 

While you are on any type of unpaid leave of absence from the Massage Board, you will be 

responsible for paying the total premiums for your coverage and that of your dependents after 

thirty (30) days on the subsequent pay period. Failure to do so may result in loss of coverage and 

possible refusal by the insurance carrier to allow your coverage to be reinstated. Please consult 

with the Executive Director to set up a payment schedule. 

 

Per Diem and Travel  

Many State employees must travel in connection with official duties. If you travel on official 

business, you will receive an allowance for meals and lodging. If you have been employed by the 

State for at least six (6) months, a State sponsored credit card may be issued for use in covering 

travel advances and expenses. Travel should be made by the least expensive method available.  

 

Use of Private Automobile 

If, in the course of official duties, you are directed by your agency to use your own personal 

vehicle, reimbursement will be made at the current rate authorized by the State Department of 

Administration and published in the State Administrative Manual. This rate is adjusted 

periodically to reflect the allowable Federal rate. If you prefer to use your private automobile for 

personal convenience when conducting State business, you may receive one-half of the 

authorized rate.  

 

Fleet Services  

It is the policy of the State that employees use Fleet Services vehicles rather than private 

automobiles whenever possible. Only State employees are authorized to drive State-owned 

vehicles and only persons traveling on State business are authorized to ride in these vehicles. 

Drivers of State vehicles must hold a valid driver’s license and complete a driver’s safety course 

sponsored by the Division of Risk Management. Fleet Services also requires a completed Vehicle 

Requisition Form signed by an authorized agency head. Fleet Services is available to all agencies 

in Carson City, Reno, and Las Vegas.  

 

Safety 

 

General Employee Safety 

The Massage Board is committed to the safety and health of all employees and recognizes the 

need to comply with regulations governing injury and accident prevention and employee safety. 

Maintaining a safe work environment, however, requires the continuous cooperation of all 

employees. 
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The Massage Board will maintain safety and health practices consistent with the needs of our 

industry. If you are ever in doubt about how to safely perform a job, it is your responsibility to 

ask your supervisor for assistance. Any suspected unsafe conditions and all injuries that occur on 

the job must be reported immediately. Compliance with these safety rules is considered a 

condition of employment. Therefore, it is a requirement that each supervisor make the safety of 

employees an integral part of her/his regular management functions. It is the responsibility of 

each employee to accept and follow established safety regulations and procedures. 

 

The Massage Board encourages you to communicate with your supervisor regarding safety 

issues. 

 

Reporting Safety Issues 

All accidents, injuries, potential safety hazards, safety suggestions and health and safety related 

issues must be reported immediately to your supervisor. If you or another employee is injured, 

you should contact outside emergency response agencies, if needed. If an injury does not require 

medical attention, a supervisor and Employee Report of Accident Form must still be completed 

in case medical treatment is later needed and to insure that any existing safety hazards are 

corrected. The Employee's Claim for Worker's Compensation Benefits Form must be completed 

in all cases in which an injury requiring medical attention has occurred. 

 

Federal law (Occupational Safety and Health Administration) requires that we keep records of all 

illnesses and accidents that occur during the workday. The Nevada Workers' Compensation Act 

also requires that you report any workplace illness or injury, no matter how slight. If you fail to 

report an injury, you may jeopardize your right to collect Workers' Compensation payments as 

well as health benefits. OSHA also provides for your right to know about any health hazards that 

might be present on the job. Should you have any questions or concerns, contact your supervisor 

for more information. 

 

Weapons 

The Massage Board believes it is important to establish a clear policy that addresses weapons in 

the workplace. Specifically, the Massage Board prohibits all persons who enter Board property 

from carrying a handgun, firearm, knife, or other prohibited weapon of any kind regardless of 

whether the person is licensed to carry the weapon or not. 

 

Any and every employee disregarding this policy will be subject to immediate termination. 

 

Security 

Maintaining the security of the Massage Board’s buildings and vehicles is every employee's 

responsibility. Develop habits that insure security as a matter of course. For example: 

 

- Always keep cash properly secured. If you are aware that cash is insecurely stored, 

immediately inform the person responsible. 

- Know the location of all alarms and fire extinguishers, and familiarize yourself with the 

proper procedure for using them, should the need arise. 

- When you leave the Massage Board’s premises make sure that all entrances are properly 

locked and secured. 
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Smoking Policy 

State law prohibits smoking in a public building (NRS 202.2491). This policy applies to 

buildings that are either owned or leased by the State and are managed by the State Public Works 

Division’s Buildings & Grounds unit. Contact your Agency Personnel Representative for 

information regarding smoking policies that may apply specifically to the building in which you 

work. Smoking is prohibited in, near, or adjacent to any entrance or exit of any public building. 

The “no smoking zone” is a minimum of 30 feet, and a smoking location must be far enough 

away from the entrance or exit of any public building so that no smoke will drift or travel into the 

building or be smelled by any person entering or exiting the building. Authorized smoking 

locations must be outdoors in an area that is safe and free from any hazardous chemicals, 

materials, or conditions. 

 

Separation of Employment 

 

Termination of Your Employment 

The Massage Board operates under the principle of at-will employment. This means that neither 

you nor the Massage Board has entered into a contract regarding the duration of your 

employment. You are free to terminate your employment with the Massage Board at any time, 

with or without reason. Likewise, the Massage Board has the right to terminate your 

employment, or otherwise discipline, transfer, or demote you at any time, with or without reason, 

at the discretion of the Massage Board. 

 

The Massage Board will consider you to have voluntarily terminated your employment if you do 

any of the following: 

 

1. Resign as a staff member of the Massage Board, either orally or in writing.  

2. Fail to return from an approved leave of absence on the date specified by the Massage 

Board, or 

3. Fail to report to work or call in for one (1) or more consecutive workdays. 

 

The Massage Board expects that you will give at least two (2) weeks notice in the event of your 

resignation.  

 

Lump Sum Payment 

An employee who separates from the Massage Board through resignation or termination is 

entitled to a lump sum payment for accrued and unused annual leave when: 

1. The employee has six (6) months of continuous benefits or eligible State employment 

prior to separation and  

2. The lump sum payment is processed as of the date of separation in accordance with State 

law. 

3. The payment is based on the employee's rate of pay at the time of separation.  

 

Insurance Conversion Privileges 

 

COBRA Coverage 

According to the Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) of 1985, 

in the event of your termination of employment with the Massage Board or loss of eligibility to 

remain covered under our group health insurance program, you and your eligible dependents may 
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have the right to continued coverage under our health insurance program for a limited period of 

time at your own expense.  Upon termination, you will learn how you can continue your 

insurance coverage and any other benefits you currently have as an employee who is eligible for 

continuation. Consult your supervisor for additional details. 

 

Return of Board Property 

Any Massage Therapy Board property issued to you must be returned to the Massage Board at 

the time of your termination. You will be responsible for any lost or damaged items. The value of 

any property issued and not returned may be deducted from your paycheck, and you may be 

required to sign a Wage Deduction Authorization Form for this purpose. 

 

Former Employees 

Depending on the circumstances, the Massage Board may consider a former employee for re-

employment. Such applicants are subject to the Massage Board’s usual pre-employment 

procedures. To be considered, an applicant must have been in good standing at the time of their 

previous termination of employment with the Massage Board. 

 

Workplace Policies 

 

This Employee Manual is designed to answer many of your questions about the practices and 

policies of the Massage Board.  Feel free to consult with your supervisor for help concerning 

anything you don't understand. 

 

Communications 

Successful working conditions and relationships depend upon successful communication. Not 

only do you need to stay aware of changes in procedures, policies and general information, you 

also need to communicate your ideas, suggestions, personal goals or problems as they affect your 

work. 

 

In addition to the exchanges of information and expressions of ideas and attitudes which occur 

daily, make certain you are aware of and utilize all of the Massage Board’s methods of 

communication, including this Employee Manual, bulletin boards, discussions with your 

supervisor, memoranda, staff meetings, newsletters, training sessions, Board e-mail and intranet. 

 

You will receive other information booklets, such as your insurance booklets, from time to time. 

You may take these booklets home so that your family may know more about your job and your 

benefits. 

 

Computer Software (Unauthorized Copying) 

The Massage Board does not condone the illegal duplication of software. The copyright law is 

clear. The copyright holder is given certain exclusive rights, including the right to make and 

distribute copies. Title 17 of the U.S. Code states that "it is illegal to make or distribute copies of 

copyrighted material without authorization" (Section 106). The only exception is the user’s right 

to make a backup copy for archival purposes (Section 117). 

 

The law protects the exclusive rights of the copyright holder and does not give users the right to 

copy software unless the manufacturer does not provide a backup copy. Unauthorized duplication 

of software is a Federal crime. Penalties include fines up to and including $250,000, and jail 

terms of up to five (5) years. 
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Furthermore, the users of unlawful copies suffer from their own illegal actions. They receive no 

documentation, no customer support and no information about product updates. 

 

1. The Massage Board licenses the use of computer software from a variety of outside 

companies. The Massage Board does not own this software or its related documentation 

and, unless authorized by the software manufacturer, does not have the right to reproduce 

it. 

 

2. With regard to use on local area networks or on multiple machines, the Massage Board’s 

employees shall use the software only in accordance with the software publisher's license 

agreement. 

 

3. The Massage Board’s employees learning of any misuse of software or related 

documentation within the Board must notify their supervisor or the Massage Board’s 

Executive Director immediately. 

 

4. According to the U.S. Copyright Law, illegal reproduction of software can be subject to 

civil damages and criminal penalties, including fines and imprisonment. The Massage 

Board’s employees who make, acquire or use unauthorized copies of computer software 

shall be disciplined as appropriate under the circumstances. Such discipline may include 

termination. 

 

Computers, Electronic Mail, and Voice Mail Usage Policy 

The Massage Board makes every effort to provide the best available technology to those 

performing services for the Massage Board. In this regard, the Massage Board has installed, at 

substantial expense, equipment such as computers, electronic mail, and voice mail. This policy is 

to advise those who use our business equipment on the subject of access to and disclosure of 

computer-stored information, voice mail messages and electronic mail messages created, sent or 

received by the Massage Board's employees with the use of the Massage Board's equipment. 

 

This policy also sets forth policies on the proper use of the computer, voice mail, and electronic 

mail systems provided by the Massage Board. 

 

The Massage Board’s property, including computers, electronic mail and voice mail, should only 

be used for conducting Board business. 

 

Incidental and occasional personal use of Board computers and our voice mail and electronic 

mail systems is permitted, but information and messages stored in these systems will be treated 

no differently from other business-related information and messages, as described below. 

 

The use of the electronic mail system may not be used to solicit for commercial ventures, 

religious or political causes, outside organizations, or other non-job related solicitations. 

Furthermore, the electronic mail system is not to be used to create any offensive or disruptive 

messages. Among those which are considered offensive, are any messages which contain sexual 

implications (including, but not limited to, pornography), racial slurs, gender-specific comments, 

or any other comments that offensively address someone's age, sexual orientation, religious or 

political beliefs, national origin, or disability. In addition, the electronic mail system shall not be 
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used to send (upload) or receive (download) copyrighted materials, trade secrets, proprietary 

financial information, or similar materials without prior authorization. 

 

Although the Massage Board provides certain codes to restrict access to computers, voice mail 

and electronic mail to protect these systems against external parties or entities obtaining 

unauthorized access, employees should understand that these systems are intended for business 

use, and all computer information, voice mail and electronic mail messages are Board records. 

 

The Massage Board also needs to be able to respond to proper requests resulting from legal 

proceedings that call for electronically stored evidence. Therefore, the Massage Board must, and 

does, maintain the right and the ability to enter into any of these systems and to inspect and 

review any and all data recorded in those systems. Because the Massage Board reserves the right 

to obtain access to all voice mail and electronic mail messages left on or transmitted over these 

systems, employees should not assume that such messages are private and confidential or that the 

Massage Board or its designated representatives will not have a need to access and review this 

information. Individuals using the Massage Board’s business equipment should also have no 

expectation that any information stored on their computer - whether the information is contained 

on a computer hard drive, computer disks or in any other manner - will be private. 

 

The Massage Board has the right to, but does not regularly monitor, voice mail or electronic mail 

messages. The Massage Board will, however, inspect the contents of computers, voice mail or 

electronic mail in the course of an investigation triggered by indications of unacceptable behavior 

or as necessary to locate needed information that is not more readily available by some other less 

intrusive means. 

 

The Massage Board, if necessary within or outside of the Massage Board, may disclose the 

contents of computers, voice mail, and electronic mail, properly obtained for some legitimate 

business purpose. 

 

Given the Massage Board’s right to retrieve and read any electronic mail messages, such 

messages should be treated as confidential by other employees and accessed only by the intended 

recipient. 

 

The Massage Board’s Executive Director will review any request for access to the contents of an 

individual's computer, voice mail, or electronic mail prior to access being made without the 

individual's consent. 

 

Any employee who violates this policy or uses the electronic communication systems for 

improper purposes may be subject to discipline, up to and including termination. 

 

Employee passwords are to be maintained by the Executive Director.  

 

Dress Code and Personal Appearance 

Please understand that you are expected to dress and groom yourself in accordance with accepted 

social and business standards, particularly if your job involves dealing with customers or visitors 

in person. 

 

1. Employees are expected at all times to present a professional, businesslike image to 

customers, prospects, and the public. Acceptable personal appearance, like proper 

STIP 00267



NSBMT Employee Manual – April 2016 

 

40 

maintenance of work areas, is an ongoing requirement of employment with the Massage 

Board. Radical departures from conventional dress or personal grooming and hygiene 

standards are not permitted. 

 

2. Office workers and any employees who have regular contact with the public must comply 

with the following personal appearance standards:  

a. Employees are expected to dress in a manner that is normally acceptable in similar 

business establishments. Employees should not wear suggestive attire, jeans, 

athletic clothing, shorts, sandals, T-shirts, novelty buttons, baseball hats, and 

similar items of casual attire that do not present a businesslike appearance. 

b. Hair should be clean, combed, and neatly trimmed or arranged. Shaggy, unkempt 

hair is not permissible regardless of length. 

c. Sideburns, moustaches, and beards should be neatly trimmed.  

d. Tattoos and body piercing (other than earrings) should not be visible.  

 

3. Certain employees may be required to meet special dress, grooming, and hygiene 

standards, such as wearing uniforms, depending on the nature of their job. 

 

4. At its discretion, the Executive Director may allow employees to dress in a more casual 

fashion than is normally required. On these occasions, employees are still expected to 

present a neat appearance and are not permitted to wear ripped or disheveled clothing, 

athletic wear, or similarly inappropriate clothing.  

 

5. Any employee who does not meet the standards of this policy will be required to take 

corrective action, which may include leaving the premises. Nonexempt employees (those 

employees subject to the minimum wage and overtime requirements of the Fair Labor 

Standards Act) will not be compensated for any work time missed because of failure to 

comply with this policy. Violations of this policy will result in disciplinary action. 

 

Appropriate Attire 

Slacks  

Skirts (at the knee or 1 inch above) 

Blouses 

Jackets/Blazers 

Vests  

Sweaters 

 

Inappropriate Attire 

Jeans (except casual Friday) 

Cargo Pants 

Sweat Pants 

Flip Flops (except causal Friday) 

Tennis Shoes 

Shorts  

Skorts  

Sweat Shirts 

T-Shirts 

Tank Tops 

Halter Tops 
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Employees are encouraged to use their best judgment in their attire. Management reserves the 

right to determine what is and isn’t appropriate business attire. 

 

Alcohol and Drug-Free Workplace 

The State of Nevada has a zero tolerance for employees who consume alcohol or drugs while on 

duty, report to work in an impaired condition, or unlawfully possess drugs while on duty, at a 

work site, or on State property. Included in the State’s policy are provisions for pre-employment 

drug testing of applicants for designated positions effecting public safety and the testing of 

employees when there is reasonable suspicion (i.e. objective evidence) that an employee may be 

under the influence of alcohol and/or drugs, following certain types of accidents, and before 

returning to work following a positive test result. The State’s allowable concentration of alcohol 

in the blood and/or breath is 0.02 for employees on duty. This is a more stringent standard than 

those used by law enforcement for the general population. This standard was established to 

ensure that employees have the ability to safely and efficiently perform their assigned duties. An 

employee who violates this policy is subject to disciplinary action. An employee who tests 

positive for the first time in a screening test, and has committed no other acts for which he or she 

is subject to termination during the course of conduct giving rise to the screening test, must be 

referred to an employee assistance program for consultation. If an employee has been convicted 

of driving under the influence while on State business, he or she will be subject to disciplinary 

action up to and including termination. 

 

Expense Reimbursement 

You must have your supervisor's written authorization (usually by way of a requisition or 

purchase order) prior to incurring an expense on behalf of the Massage Board.  To be reimbursed 

for all authorized expenses, you must submit an expense report or voucher accompanied by 

receipts, and it must be approved by your supervisor. Please submit your expense report or 

voucher each month, as you incur authorized reimbursable expenses. In order for the Massage 

Board to keep records and accounting accurate and current, expense reports or vouchers older 

than two (2) months may not be honored. 

 

Gifts 

Employees are not permitted to give or accept unauthorized gifts to or from licensees, applicants, 

or members of the public. 

 

Personal Use of Board Property 

In some instances, employees may be allowed to borrow certain Massage Board tools or 

equipment for their own personal use while on our premises. In no instance may this be done off 

our premises, nor without prior management approval. You understand and agree that the 

Massage Board is not liable for personal injury incurred during the use of Board property for 

personal projects. As a Massage Board employee, you accept full responsibility for any and all 

liabilities for injuries and/or losses that occur, or for the malfunction of equipment. You are 

responsible for returning the equipment or tools in good condition, and you agree that you are 

required to pay for any damages that occur while using the equipment or tools for personal 

projects. 

 

Violence in the Workplace Policy 

The personal safety and health of each employee is of primary importance. It is the responsibility 

of all employees to support safety and health programs by reporting any threats received or 
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restraining orders granted against a disgruntled spouse, domestic partner or acquaintance. All 

incidents of direct or indirect threats and actual violent events must be reported to a supervisor, 

and will be treated seriously. A direct or indirect threat and/or actual violence will be 

documented and reported to both the Attorney General’s office and the Department of 

Administration, Risk Management Division, using the report form found under Employee Forms. 

All incidents will be immediately investigated and appropriate action taken. 
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Organizational Chart 
Revised 10/2/2017 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Nevada State Board of Massage Therapy  

Executive Director 

Executive Assistant 
Southern Nevada 

Operations Manager 

Admin Assistant II 

Northern Nevada 

Investigator/Inspector 

Admin Assistant II 

Office Clerk 

Compliance Inspector 
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OFFICER TITLE: CHAIRPERSON 

 

 

RESPONSIBLE TO:  THE BOARD MEMBERS 

 

 

SUPERVISORY RESPONSIBILITY:  NONE 

 

 

DEFINITION AND SUMMARY 

 

  

 

Acts as presiding officer of the Board 

 

   

ASSIGNED RESPONSIBILITIES:  

 

  

1. Serves as Chairperson of the Board; 

2. Serves as spokesperson for the Board; 

3. Serves as liaison between the Board Members and the Executive Director 

4. Serves as sole intermediary with the media and with the exception of matters of public 

record; 

5. Certifies and signs orders of the Board;  

6. Acts for the Board in ruling on motions in disciplinary actions after consultation with 

legal counsel; 

7. Reviews credentials of renewal, continuing education and approves or denies and advises 

for Board appeal.  

8. Appoints members to ad hoc committees as necessary and appropriate unless specified 

otherwise in statute or regulations; 

9. Appoints voting representative of the Board to represent the Board at conferences and 

Regional Meetings of other organizations when the Board has a vote based on rank order 

of attendees, i.e., Chairperson then Vice Chair, then Secretary-Treasurer, and then senior 

member based on appointment to the Board;  

10. Signs all licenses issued by the Board;  

11. Petitions the District Court for an order of the court compelling compliance with the 

subpoena (see NRS 640C.750); 

12. Is a signer on checks per statute;  

13. Consults with the Board’s attorney and determines when an appeal should be filed by the 

Board in any legal matter and order the filing of such appeal;  

14. Performs other duties as deemed necessary and appropriate or required by statute or 

regulation.  

 

APPROVED   

 

1/11/08 

  

REVISED:   6/13/08   
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OFFICER TITLE:  VICE CHAIRPERSON 

 

RESPONSIBLE TO:  THE CHAIRPERSON AND THE BOARD 

 

SUPERVISORY RESPONSIBILITY:  NONE 

 

DEFINITION AND SUMMARY  

Fulfills duties of the Chairperson when the Chairperson is unavailable 

or when the Chairperson delegates that responsibility. 

 

 

 

ASSIGNED RESPONSIBILITIES: 

 

1. Acts for the Chairperson when the Chairperson is unavailable or when the Chairperson 

delegates that responsibility; (See Chairperson responsibilities)  

2. Performs other duties as deemed necessary and appropriate or required by statute or 

regulation. 

 

 

APPROVED:  1/11/08  

REVISED:  2/8/08  
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OFFICER TITLE:  SECRETARY-TREASURER 

 

RESPONSIBLE TO:  THE CHAIRPERSON AND THE BOARD 

 

SUPERVISORY RESPONSIBILITY:  NONE 

 

DEFINITION AND SUMMARY  

Fulfills statutory responsibilities of the Nevada State Board of 

Massage Therapists as delegated by the Board 

 

 

ASSIGNED RESPONSIBILITIES:   

1. Serves as Chief Financial Officer of the Board; 

2. Oversees turnover of the investments and recommends the Board’s budget to the Board 

for approval; reviews finances;  

3. Oversees the Board’s budget to the Board and makes recommendations to the Board 

concerning necessary fiscal adjustments during the biennium; 

4. At each meeting of the Board, presents a financial statement reflecting the Board’s 

income and expenditures, and current financial status; 

5. Applies to any court of competent jurisdiction for Injunctive Relief (see NRS 640C.900); 

6. Approves expense reports ;  

7. A co-signer on checks; 

8. Works in conjunction with the Executive Director to fulfill the administrative duties of 

the Secretary. 

9.  Performs other duties as deemed necessary and appropriate or required by statute or 

regulation. 

 

 

 

APPROVED:  1/11/08  

REVISED:  2/8/08  
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JOB TITLE :  EXECUTIVE DIRECTOR 

 

RECEIVES DIRECTIVES FROM  CHAIRPERSON AND THE BOARD 

 

SUPERVISORY RESPONSIBILITY:  STAFF 

 

DEFINITION AND SUMMARY  

Under general direction of the Board, administers the day-to-day operations of the Nevada State 

Board of Massage Therapists. Provides information and advice as required by the Board. 

ASSIGNED RESPONSIBILITIES:   

1. Oversee the management of the Board office consistent with Board policy and directives; 

2. Assist the Secretary-Treasurer in the preparation of the biennial budget; administer the 

biennial budget as approved by the Board; recommend budget adjustments to the 

Secretary-Treasurer; 

3. Recruit, screen, hire, discipline employees; assign, train, supervise and evaluate staff; 

approve all staff travel; 

4. Schedule, coordinate, and attend Board and Committee Meetings; 

5. Maintain records and confidential files, arrange for Administrative Hearings, report 

disciplinary actions to requesting entities, and maintain records of such reports;  

6. Provide necessary information to the Board and committees of the Board; report progress 

and needs and recommend necessary actions concerning operation of the Board office; 

7. Research and recommend revision in statutes or regulations; 

8. Research and recommend purchases of major equipment items; 

9. Coordinate the activities of the Board with other Boards and agencies as necessary 

10. Attend meetings of professional organizations as approved by the Board; 

11. Provide public information to the public as directed; 

12. Review credentials of applicants for licensure and recommend licensure or Board action 

on the applications; 

13. Manage office computer hardware, software and network, and serve as central point of 

contact within office regarding all computer matters; 

14. Assist the Board’s auditor with year-end closing of books and audit; 

15. Oversee the records of employee vacation, compensatory time, and sick leave balances; 

16. Process travel claims for Board Members; 

17. Perform and coordinate all payroll functions with respect to Board employee salaries and 

payments due to Board Members, etc.;  

18. Coordinate Board and staff insurance matters with the State of Nevada Office of Risk 

Management; 

19. Assist the Attorney General’s office in drafting Legislative Bills and Administrative 

Regulations and revisions as required by the Board;  

20. Direct the investigation of all complaints and disciplinary matters and operationally 

supervise the investigative staff;  

21. Has the authority to delegate any duties as sees fit;  

22. Works with the Chairperson and legal counsel to get the Agenda out timely; 

23. Oversees the preparation and distribution of the Agenda and copies to the Board 

Members and all interested person’s mailing lists; 

24. Distribute any necessary information to all Board Members; 

25. Performs other duties as deemed necessary and appropriate or required by statute or 

regulation. 
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EXECUTIVE DIRECTOR Cont’d  

 

 

MINIMUM QUALIFICATIONS:  

 

  

 SALARY LEVEL 

 $62,000.00 TO $95,000.00 

 

 KNOWLEDGE, SKILLS AND ABILITIES: 

 

 

 TRAINING AND EXPERIENCE: 

 

 

 LICENSES AND CERTIFICATES:   

APPROVED:  2/8/08  

REVISED:    
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EMPLOYEE FORMS 

 

 

 

Harassment Form 49-52  

Compensatory Time Request 53-54 

Time Off Request Form 55-56
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TRACKING #_______________ 

 

STATE BOARD OF MASSAGE THERAPISTS 

  

Sexual Harassment or Discrimination Complaint Form 
Sexual harassment and discrimination based on race, color, national origin, religion, sex, age, 

disability, pregnancy, sexual orientation, gender identity or genetic information in any term, 

condition or privilege of employment are violations of State and Federal law. 

 

(This form may be completed by the complainant or person receiving the complaint) 

Date of Complaint:                                                                                                                                        

For more efficient processing, submit this complaint online in the NEATS system. 

 

Please answer the questions completely and use as many additional sheets as necessary. 

 

If you do not use the NEATS online system, then submit this completed form to your agency coordinator or 

Board Counsel The Platt Law Group, c/o Colleen Platt, 1575 Delucchi Lane, Suite 115-105F, Reno, NV 

89502 or email to cplatt@plattlawgroupreno.com.  

Complainant Name: Title: 

 

Immediate Supervisor:   Department: 

Division: 

 

Section/Unit: 

 

Work Location: 

 

 Work Phone: 

 

 

Home Address: Home Phone:  

1.  Type of Complaint: 
 

Check the type of discrimination or harassment that relates to this complaint: 
 

Sexual Harassment      Sex Discrimination   Racial Discrimination  

Age Discrimination      Religious Discrimination   National Origin Discrimination       

Disability Discrimination     Pregnancy Discrimination                  Color Discrimination  

Sexual Orientation     Gender Identity                                   Genetic Information  

         

 
 

*Hostile Work Environment      *Hostile Work Environment and Retaliation must be based 

*Retaliation                                  on one of the protected groups listed above.  Check if appropriate. 
 

 

If you make a complaint of sexual harassment/discrimination it will be investigated. Please initial _______ 
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2.  Who or what do you believe was responsible for the alleged sexual harassment or discrimination incident(s)? 

 

 

 

 

3.  Accused Name 

 

4.  Title 

 

5.  Relationship to the Complainant (i.e. supervisor, co-worker, subordinate, etc.) 

 

6.  Department 

 

7.  Division 

 

8.  Section/Unit 

 

9.  Work Location 

 

10.  Work Phone 

 

11. Home Phone (or other) 

 

12.  Describe the alleged sexual harassment or discrimination incident(s).  Please specify location(s), date(s) and time(s) of 

each occurrence. Use as much detail as possible.  Attach additional sheets, if necessary. 
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13.  Did you inform the alleged offender(s) their behavior was unacceptable? 
  YES       NO 

If yes, please describe. 

 

 

14.  Were there any witnesses to the alleged sexual harassment or discrimination incident(s)? 

  YES       NO 
If yes, please provide the name(s), address(es), and phone number(s). 

 

15.  Have you reported this incident to anyone else? 
  YES       NO 

If yes, please provide the name(s), address(es), and phone number(s). 

 

 
 

 

 

 

16.  What remedy are you seeking? 

 

 

 

 

 

 

 

 

 

 

STIP 00280



NSBMT Employee Manual – April 2016 

 

53 

 

 

NOTE:    Please attach any supporting documentation to this form. 

 

I,________________________________ certify this statement is true and factual. 

(complainant name) 

 

__________________________________________

 ______________________ 

Complainant Signature     Date 

 

* * * * * * * * * * * * * * * * * * * * * * * * * * * 

 

Note:  Complaints of sexual harassment and discrimination may also be filed with: 

 

Nevada Equal Rights Commission 

1675 East Prater Way, Suite 103 

Sparks, NV 89434 

(775) 823-6690 

 

Nevada Equal Rights Commission 

555 E. Washington Ave., Suite 4000 

Las Vegas, NV 89101 

(702) 486-7161 

 

Equal Employment Opportunity Commission 

(800) 669-4000 

 

Northern Nevada Counties 

350 The Embarcadero, Suite 500 

San Francisco, CA  94105-1260 

(415) 625-5600 

 

Southern Nevada Counties 

333 Las Vegas Blvd., Suite 8112 

Las Vegas, NV  89101 

(702) 388-5099 

 

 

* * * * * * * * * * * * * * * * * * * * * * * * * * * 

 

INTAKE SECTION (Completed by agency coordinator or other person receiving the complaint) 

 

17.  Comments 

 

 

 

 
 

18. Has the complainant been asked to file this complaint online in NEATS? 

        Yes        No     If not, please explain. 

19. Name and phone number of person completing this form. 

 

20.  Date and time when form is sent to investigative unit. 

 

ORIGINAL TO INVESTIGATOR 
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INSTRUCTIONS FOR REQUESTING COMPENSATORY TIME 

 

When to use this form: Anytime an employee needs to deviate from the normal 

work schedule of Monday through Friday – 8:30 am to 4:30 pm to get an 

investigation done.  

 

1. Enter name and date of request 

2. Position held with organization 

3. Date of requested comp time 

4. Number of hours requested to complete investigation 

5. Give a brief description as to why the comp time is necessary  

 

Compensatory Time must be approved a minimum of two weeks prior to 

working the hours.  

 

Overtime must be approved a minimum of two weeks prior to working the hours.  
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Email:  nvmassagebd@state.nv.us 

Website:  http://massagetherapy.nv.gov 

Nevada State Board  

of Massage Therapists 

1755 E. Plumb Lane Suite 255 

Reno, NV 89502 

Reno Phone (775) 687-9955 

Las Vegas Phone (702) 486-2212 

Fax (775) 786-4264 

 

COMPENSATORY/OVERTIME REQUEST FORM 
 

EMPLOYEE:  

  

DATE: 

 

 

 

POSITION:  

  

     

 

DATE REQUESTED FOR COMP TIME 

  

   

 

# OF HOURS REQUESTED  

  

 

 

  

REASON FOR TIME 
Give a brief description for the reason to request additional time.  

 

 

 

 

 

 

 

 APPROVED  

 

 DENIED  

   

     

 

 

 

  

EMPLOYEE’S SIGNATURE  DATE 

 

 

 

SUPERVISOR’S SIGNATURE  DATE 
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 INSTRUCTIONS FOR TIME OFF REQUEST 

 

When to use this form: Anytime an employee needs to deviate from the normal 

work schedule of Monday through Friday.  

 

1. Enter name and date of request 

2. Position held with organization 

3. Date or Dates of requested time off 

4. Number of hours requested off. A two hour minimum is required (this 

section needs to be completed only if taking off hours from a day)  

a. Example: I am taking off for an appointment. I need to leave one hour 

early: apply for two hours of sick time. You cannot skip your lunch 

and take it for an early out.  

5. Reason for time out - check one 

Note:  

a. Notice of Jury Duty does not require any type of time to use. The 

Board allows time off for this without any effect on your time off 

balances.  

b. FMLA must be taken from Sick Time then Vacation Time. Once this 

time has expired it is considered Leave Without Pay.  

6. Type of time employee is requesting to be used for Time Off Request. 

a. Available Balance is the balance that is on your check stub. 

b. Ending Balance is the balance after the requested time is subtracted.   

 

Sick Time must be submitted as soon as possible after return of day off.  

Vacation Time must be requested a minimum of two weeks in advance.  

Comp Time must be approved prior to working the hours.  

Make-up Time within week must be approved prior to change of schedule. 

Leave Without Pay can be used at any time. 
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Email:  nvmassagebd@state.nv.us 

Website:  http://massagetherapy.nv.gov 

Nevada State Board  

of Massage Therapists 

1755 E. Plumb Lane Suite 255 

Reno, NV 89502 

Reno Phone (775) 687-9955 

Las Vegas Phone (702) 486-2212 

Fax (775) 786-4264 

 

TIME OFF REQUEST FORM 
 

EMPLOYEE:  

  

DATE: 

 

 

 

POSITION:  

  

     

DATE/DATES 

REQUESTED OFF 

 

 

 

TO 

 

 

   

   

# OF HOURS REQUESTED OFF - 2 HOUR 

INCREMENT MINIMUM 

  

 

DATE/TIME RETURN TO WORK 

  

 

REASON FOR TIME OFF 

  

TYPE OF TIME TO USE 
 

 APPOINTMENT 

  

 SICK TIME  VACATION TIME  COMP TIME 

 

 MAKE UP TIME WITHIN WEEK  LEAVE W/O PAY 
 

SICK  

 

VACATION 

  

 FLOATING HOLIDAY 

 

UNPAID TIME OFF 

  

AVAILABLE BALANCE 

  

 

 NOTICE OF JURY DUTY 

 

 

 

ENDING BALANCE: 

  

 

 

 F.M.L.A.  

    

   

 

 APPROVED  

 

 DENIED  

 

 

 

 

 

  

EMPLOYEE’S SIGNATURE  DATE 

 

 

 

  

SUPERVISOR’S SIGNATURE  DATE 
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SEMI-MONTHLY TIME SHEET 

CAN BE FOUND ON THE SHARED DRIVE  

UNDER YOUR EMPLOYEE FOLDER 
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