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At the board and commission members
training session, you received a disk with
information pertaining to your training
session. The disk contains an electronic
copy of the resource manual and this
presentation for using the manual, as well as

a copy of the PowerPoint presentation from
the training.
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The Boards and Commissions training
manual on your disk is in PDF format and
requires either Adobe Acrobat or Adobe
Reader for access. |If you do not have
Adobe Acrobat or Adobe Reader on your
computer, you will need to install a copy of
the program to access the manual.
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Adobe 8.1.1 can be used with al versons of
Windows from 95 forward (95, 98, NT, ME, 2000,
XP, and Vista). Adobe 8.1.1 can be downloaded
from the www.adobe.com website.

Once you have installed Adobe software on your
computer, you can open, search, and read the
boards and commissions resource manual from the
disk you received during the training session.




To download Adobe 8.1.1, go to the website
www.adobe.com. Locate and click on the “Get Adobe
Reader” link on the home page to begin the downl oad.
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Choose whether you wish to downl oad the bonus Photoshop
Album Starter software, and click on the “Download Now”
button to begin download and installation.
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A wizard will indicate that the download has started, and will
guide you through the rest of the setup procedures.
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Once the setup wizard has run, you will
need to restart your computer to be able to
use Adobe Reader 8.1.1.
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The first time you open the Adobe software,
a Licensing Agreement will pop up. Read
the agreement, and click “Accept” If you
accept the terms of use and wish to continue
working with Adobe. If you click anything
other than “Accept”, you will not be able to
use the software.
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Click onthe “File” link on the Adobe toolbar.
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Click on “Open” to choose the destination and file you wish
to view.
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Click on the down arrow beside the “Look In” box
and click to choose the D: drive from thelist.
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Choose the manual file from the list, and click the
“Open” button.
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The boards and commissions training manual will be
displayed on your screen.
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To search the document for specific words, type your
search phrase in the space labeled, “Find”.
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Chose whether you want a “\Whole words only”
search (asearch for “travel” will return only “travel”
—not “travels’, “traveling”, or “traveler”).
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If your search term Is case sensitive, chose the
“Case-sensitive’ option.
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Make sure that the cursor is still in the search text box, and then hit
the “Enter” key. You will be taken to the first instance of your
search term. Y ou can click the “next” or “previous’ buttonsto

navigate between instances of the search term.
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The bookmarks ook like atable of contents for the
manual .
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Click on the bookmark on the |eft side of the page, and you

will be taken to the appropriate section in the manual.
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T — Section Three: Duties, Powers, And Entitlements

& The discussion below is an overview of the duties, powers, and entitlements assigned to state
agencies by law. and the responsibilities inherent in them.

[ Section One:

Regulatory Entities
Generally

] Section Two

a0 [l

e A duiy is an act or course of action that is required by position, social custom, law, or
religion.

e A power is the ability or official capacity to exercise control or authority.

| Section Four Public e An enfitlement is a right or claim to something.

Protection
Responsibilities

] Section Five
Agency Operations
And Finances

[ Section Six: Audits,
Examinations,
Reviews

[E conTACT LIST

1. Duties

e Staffing And Personnel
One important duty of a regulatory entity is to employ sufficient, competent staff to meet
responsibilities. The state’s Merit System Act, which governs the hiring of employees in
state service, is found in the Code of Alabama 1975, Title 36, Chapter 26, which also
creates the State Personnel Board and the State Personnel Department to administer the
state’s hiring. Unless specific statutory authority is granted to hire outside of the merit
system, state agencies must comply with the Merit System Act and with State Personnel
Board’s rules and policies. These rules and policies include detailed procedures
necessary to remain in compliance with federal and state laws regarding hiring,
promotion, non-discrimination, benefits, and termination.
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In the merit system, positions of service are divided into three categories:

o Exempt Service

These positions are completely exempt from the requirements of the merit system
law, the State Personnel Department’s policies, and the rules of the State Personnel
Board. The positions include, among others, officers elected by the vote of the
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Additionally, you can use the URL links, or
links to different websites, embedded in the
text of the manual to go to and browse
various websites for additional information
and guidance. First, make sure that you are
connected to the Internet. You cannot
access URL links unless you are on-line.




The URL links display as the address of a particular
website, and are underlined with blue text.
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meetings to possess or approve the expenditure of funds. They also require a one- @

day notice of all meetings to discuss business matters of the agency. For instance, =

if the License Board for General Contractors wanted to meet in December to ¥l
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discuss issues concerning licensees, a one-day notice would be required. Notice
must be submitted to the secretary of state’s website with enough time to allow
processing and posting of the notice for at least one day prior to the meeting.

Emergency meetings must have at least a one-hour notice. There are only two
reasons for less than 24-hours’ notice. One exception is that the agency requires a
meeting in order to avoid immediate physical injury to persons or damage to
property. The other exception is that a public official or employee is resigning,
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Click on the URL to follow the link to the
appropriate website.
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Adequate Public Notice

In order for the public to be aware of a public meeting, the public must have the
opportunity for notification of the meeting. Notification must include the time,
date, and the nature of the meeting. If a preliminary agenda is available at the
time of notification, this shall also be included. If there is no preliminary agenda,
a general description of the nature and purpose of the meeting shall accompany
the notification. Agencies with statewide jurisdiction must submit a notice to the
secretary of state so that it may be posted on the website of the secretary within
the act’s stated deadlines. Under the Open Meetings Act. Section 2(6)(a)(1)
requires a seven-day notice of all pre-arranged meetings required by law to be
held at a certain place or time. For instance, the Licensure Board for General
Contractors must meet in Januvary, April, July, and October of each year (Section
34-8-24). Therefore, the Licensure Board for General Contractors must submit
notice of the meeting to the secretary of state several days prior to the seven-day
deadline. The secretary of state has formulated a policy by which the agencies are
to submit the notification, and it is available at www.sos.state.al.us.

Sections 2(6)(a)(2) and (3) require a one-day notice to be §|ht¢"ffWWW-SDS-StaUB-a'-USf |
meetings to possess or approve the expenditure of funds. They also require a one-
day notice of all meetings to discuss business matters of the agency. For instance,
if the License Board for General Confractors wanted to meet in December to
discuss issues concerning licensees, a one-day notice would be required. Notice
must be submitted to the secretary of state’s website with enough time to allow
processing and posting of the notice for at least one day prior to the meeting.

Emergency meetings must have at least a one-hour notice. There are only two
reasons for less than 24-hours’ notice. One exception is that the agency requires a
meeting in order to avoid immediate physical injury to persons or damage to
property. The other exception is that a public official or employee is resigning,
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Y ou will be taken straight to the appropriate website
for further searching and review.
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Y ou can also access the boards and
commissions resource manual from the
website for the Department of the
Examiners of Public Accounts.



L og on to the Internet and go to the Examiners
website at www.examiners.state.al.us, or at

WwWWw.examiners.alabama.gov.
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Choose the “Forms and Publications’ button from
the sidebar menu on the left side of the page.
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Select the “ Alabama Regulatory Boards and
Commissions, Training Manual” from the forms and
publications list.
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The manual will be displayed in the Examiners website's
right-hand pane. The pane will be subdivided for the table of
contents and the manual text. Begin your search as
previously described.
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For guestions about the content of the Boards and
Commissions Resource Manual, please contact the

Operations Division of the Examiners of Public Accounts.
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= Phone: (334) 242-9200
= Fax: (334) 353-1331

# Mall: P.O. Box 302251
Montgomery, AL 36130-2251




