
 

 

 

 

 

 

 

 

SALISBURY CITY COUNCIL 

WORK SESSION AGENDA 

------------- 

TUESDAY, SEPTEMBER 3, 2013 

CONFERENCE ROOM 306 

GOVERNMENT OFFICE BUILDING 

 

4:30 p.m. Charter change/Advertising requirements discussion – Mark Tilghman 

4:45 p.m. Community Presentation – hotDesks.org  

5:00 p.m. Rivers Edge PILOT – Andrew Hanson/Mike Dyer 

5:25 p.m. Accepting grant for Rain Barrels – JaLeesa Tate/Keith Hall 

5:40 p.m. Resolution of Support – CP & P Funding Application – Salisbury Skatepark, Phase II – 

Debbie Stam 

5:55 p.m. Proposal – Reorganization of Internal Services Department – Keith Cordrey 

6:25 p.m. Stormwater Utility Feasibility Study – Amanda Pollack 

6:40 p.m. MOU with DOT for the Northeast Collector Hike & Bike Path – Phase II – Amanda Pollack 

7:00 p.m. Ordinance No. 2258 - EDU Incentive Zone – Amanda Pollack 

7:15 p.m. City Attorney/City Clerk evaluations – Council discussion 

7:25 p.m. General Discussion 

7:30 p.m. Adjournment 

 

Times shown are approximate.  Council reserves the right to adjust the agenda as circumstances warrant. 

The Council reserves the right to convene in Closed Session as permitted under the Annotated Code of Maryland 10-508(a). 

 

 

 

 

 

 

Posted:  August 28, 2013  



175 Admiral Cochrane Drive, Suite 201 • Annapolis, Maryland 21401 
Phone: 410-224-0100 • Fax: 410-224-0120 

 

                
memorandum  via email 

To:   Tom Stevenson, Interim City Administrator 

From:  River Edge Apartments LLC, Andrew Hanson and Mike Dyer 

Cc:   

Date:  August 28, 2013 

Re:  Rivers Edge Apartments and Studio for the Arts, request for PILOT 
                           
              
Attached please find the requested PILOT agreement and associated resolution in draft format.  
We are requesting the PILOT based on the City Council work session of July 1, 2013 at which 
time information was presented to the City Council on the Weinberg Foundation opportunity.  
Weinberg offered to provide Rivers Edge Apartments and Studio for the Arts $189,480 of 
funding in exchange for three (3) units being further restricted to those persons who are 
permanently disabled and non‐elderly with incomes of no more than thirty percent (30%) of 
the area median income for Wicomico County.  Accepting the terms of Weinberg will provide 
for significant reduction of future rental income over the next 40 years.   
 
Please also note that we are enduring a significant rise in construction costs based on several 
complex issues in the labor market and capacity of local subcontractors.  We are also seeing a 
significant increase in interest rates, which directly impacts how much debt the project can 
support.  When we originally underwrote the project interest rates were much lower, but we 
have seen an increase of over 100 bps and this may continue to increase. 
 
All these factors together pose new challenges to the project.  While we greatly appreciate the 
waiver of EDU fees provided by the City Council via Resolution 2318, we respectfully request 
further consideration of assistance to this valuable project. 
 
UNA and Osprey would appreciate an opportunity to present this information, if appropriate, at 
a City Council work session in the near future.   
 
The PILOT agreement provides for a reduction of $100 per unit per year for a term equal to the 
long term affordability restrictions. 
 
Please let us know if you have questions and thank you for your considerartion. 



RESOLUTION NO. _______ 1 
 2 

 3 
A RESOLUTION OF THE CITY OF SALISBURY, MARYLAND PROVIDING A 4 

PAYMENT IN LIEU OF TAXES (PILOT) TO THE DEVELOPMENT OF RENTAL 5 
HOUSING, LOCATED AT 660-680 FITZWATER STREET  6 
 7 
 WHEREAS, the City Council of the City of Salisbury, Maryland recognizes that there is a 8 
significant need for quality housing units in Salisbury for persons with low or limited incomes, 9 
especially those who specialize and work in the arts as well as those with disabilities; and 10 
 11 
 WHEREAS, Rivers Edge Apartments LLC, a Maryland Limited Liability Corporation, 12 
proposes to develop and operate a rental housing development comprised of approximately ninety 13 
(90) units, known as Rivers Edge Apartments and Studio for the Arts and located at 660-680 14 
Fitzwater Street in Salisbury, MD (the "Project"), all or a portion of which will assist persons of 15 
lower income as required by applicable law or regulations; and 16 
 17 
 WHEREAS, United Needs and Abilities, Inc. and Osprey Property Company LLC have 18 
advised the City that financing and economic circumstances warrant a contribution to the project, 19 
in the form of a payment in lieu of taxes (PILOT); and  20 
  21 
 WHEREAS, the City of Salisbury supports this project because it will address the need for 22 
quality, affordable housing for persons with lower incomes; and  23 
  24 
 WHEREAS, the City of Salisbury desires to provide a Payment in Lieu of Taxes (the 25 
“PILOT”); and  26 
 27 
 BE IT FURTHER RESOLVED THAT the City of Salisbury approves a PILOT agreement 28 
between Rivers Edge Apartments LLC and the City of Salisbury, attached hereto, provided Rivers 29 
Edge Apartments LLC construct and operate a rental housing project at 680-660 Fitzwater Street 30 
for persons with low or limited income in accordance with the guidelines of the Department of 31 
Housing and Community Development.  The PILOT agreement provides for a reduction of City of 32 
Salisbury real estate taxes in the amount of $100 per unit per year if the project continues to 33 
provide affordable housing for persons of lower income for a period  of forty (40) years from the 34 
date the building is granted a certificate of occupancy; and  35 
  36 
  BE IT FURTHER RESOLVED THAT, the President of the City Council be 37 
granted the authority to execute said Payment In Lieu of Taxes agreement, which is hereby 38 
attached to this resolution, on behalf of the City of Salisbury; and,    39 
  40 

 THIS RESOLUTION was introduced and duly passed at a meeting of the Council 41 
of the City of Salisbury, Maryland held on __________, 2013 and is to become effective 42 
immediately upon adoption. 43 
 44 
 45 



ATTEST: 46 
 47 
 48 
__________________________  ____________________________ 49 
Kimberly R. Nichols    Jacob R. Day 50 
CITY CLERK     PRESIDENT, City Council 51 
 52 
 53 
APPROVED by me this ______ day of ____________, 2013 54 
 55 
 56 
__________________________ 57 
James Ireton, Jr. 58 
MAYOR, City of Salisbury 59 
 60 



PAYMENT IN LIEU OF TAX AGREEMENT  1 
 2 

 THIS AGREEMENT, made this _________ day of _______________, 2013, by and between 3 
City of Salisbury, MD, a body corporate and politic (hereinafter referred to as the “City”), and Rivers 4 
Edge Apartments LLC, a limited liability corporation formed in the State of Maryland (hereinafter 5 
referred to as the “Owner”). 6 

 WHEREAS, the Owner proposes to develop Rivers Edge Apartments and Studio for the Arts, 7 
consisting of 90 units of rental housing, located at 660-680 Fitzwater Street in Salisbury, Maryland, and 8 
identified under Tax Account Number District 09 Account Number 048243 (the “Property”), for the 9 
purposes of providing rental housing to low to moderate income households (the “Project”); and 10 

 WHEREAS, Section 7-506.1 of the Tax Property Article of the Annotated Code of Maryland, as 11 
amended, provides, among other things, that real property in the City may be exempt from City property 12 
tax if: 13 

(a) the real property is owned by a person engaged in constructing or operating housing structures 14 
or projects; and 15 

(b) the real property is used for a housing structure or project that is constructed or substantially 16 
rehabilitated under a federal, state or local government program that: 17 

(1) funds construction, or insures its financing in whole or in part, or 18 

(2) provides interest subsidy, rent subsidy or rent supplements; and 19 

(c)   the Owner: 20 

(1)  agrees to continue to maintain the real property as rental housing for lower income 21 
persons under the requirements of the government programs and to renew any annual 22 
contributions contract or other agreement for rental subsidy or supplement; or 23 

(2)  enters into an agreement with the City to allow the property or the portion of the 24 
property which was maintained for lower income persons to remain as housing for lower 25 
income persons for a term of at least forty (40) years; and 26 

(d)  the Owner enters into an agreement with the City for the payment of a negotiated sum in lieu 27 
of applicable City property taxes on the Property; and 28 

WHEREAS, the Owner plans to operate the Project as rental housing for low to 29 
moderate income households and intends to comply with Section 7-506.1 of the Tax Property 30 
Article of the Annotated Code of Maryland; and 31 

WHEREAS, the Owner has demonstrated to the City that an agreement for payments in 32 
lieu of taxes is necessary; and 33 



WHEREAS, pursuant to City of Salisbury, MD Resolution No. ____adopted, 34 
September__ 2013, the City Council of the City of Salisbury, Maryland, agreed to enter into an 35 
agreement for payments in lieu of taxes for the Project, and authorized the City Council President 36 
to enter into this Agreement. 37 

NOW, THEREFORE, THIS AGREEMENT WITNESSETH:  In consideration of the 38 
mutual covenants, terms and agreements hereof and pursuant to the power and authority of 39 
Section 7—506.1 of the Tax Property Article of the Annotated Code of Maryland, it is agreed as 40 
follows: 41 

1.  The Owner agrees: (1) that it will operate the Project as rental housing for low to 42 
moderate income households and will limit rents pursuant to the Extended Low Income Housing 43 
Covenant for Low Income Housing Tax Credits between the Owner and the Maryland 44 
Department of Housing and Community Development (herein the "Extended Use Covenant”); (2) 45 
it will make ninety (90) units available to households having incomes of no more than 60 percent 46 
of the area median income; and (3) that the Project qualifies and will continue to qualify in all 47 
respects under the provision of said Section 7-506.1 of the Tax Property Article of the Annotated 48 
Code of Maryland. 49 

2.  Beginning July 1, 2014, or the July 1 following the issuance of certificate of 50 
occupancy, whichever is later, the Property shall be exempt from ordinary City property taxes.  51 
The payments to be made hereunder by the Owner to the City with respect to the Project shall be 52 
in lieu of all ordinary City taxes on real property under the Tax Property Article of the Annotated 53 
Code of Maryland.  The payments to be made hereunder by the Owner to the City shall be made 54 
by the Owner first and accepted by the City through the Fiscal Year 2055, or for forty years 55 
following the issuance of certificate of occupancy. 56 

3.  This Agreement shall be in effect for forty years, which is anticipated to be through 57 
Fiscal Year 2055, ending June 2055, or until one of the following occurs:  (a) the Project is not 58 
used for the provision of rental housing and related facilities to low income households at limited 59 
rents, pursuant to the Extended Use Covenant;  or (b) the Project does not comply with Section 7-60 
506.1 of the Tax Property Article of the Annotated Code of Maryland, as amended 61 

4.  If at any time during the term of this Agreement, the City real property taxes are less 62 
than the Payment in Lieu of Taxes (the “PILOT”) ; the Owner shall pay the ordinary City real 63 
property taxes payable had the Property not been tax exempt. 64 

5.  For the Fiscal Years 2014 through 2054, the Owner’s annual payment in lieu of taxes 65 
shall be calculated as follows: 66 

For the Fiscal Year 2014 Owner shall make payment to the City in an amount equal to Fiscal 67 
Year 2014 taxes, an amount of the assessed value of the property times the City tax rate minus 68 
$9,000  (such subtracted amount calculated as follows: $100 x 90 units = $9,000).   69 
 70 

6.  By July 30th of each year, the City shall bill the Owner for the payment which is due 71 
by September 30th of that year, as set forth in this Agreement. 72 



7.  Payments due hereunder will be considered delinquent thirty (30) days after the due 73 
date of the bill sent to the Owner.  Interest at the rate of one percent (1%) per month shall be 74 
charged and collected by the City on all amounts remaining unpaid thirty (30) days after the due 75 
date. 76 

8.  If the Owner is in default for one hundred eighty (180) days for any payment required 77 
under any of the provisions of this Agreement, the City may, at its option, declare a default by 78 
providing written notice of the default to the Owner and to the holders of all mortgages or deeds 79 
of trust.  If within thirty (30) days of such notice, the payments have not been brought current, 80 
then the City may, at its option, declare all amounts due as follows:   a sum equal to the total real 81 
property taxes which would have been due from the Owner in the absence of this Agreement, 82 
plus all interest, if any, less all amounts actually paid under this Agreement.  To enforce its rights 83 
under this paragraph, the City may renegotiate this Agreement, foreclose, or seek any other 84 
remedy available at law or in equity.  Notwithstanding anything to the contrary which is or might 85 
be contained in this agreement, payments due under this paragraph shall be considered a first lien 86 
against the Property and superior to any other liens placed upon the Property and may be 87 
collected in the same manner as City taxes.  88 

9.  This Agreement may be assigned to a holder of a mortgage or deed of trust in the 89 
event of a foreclosure or transfer under said mortgage or deed of trust, provided that the assignee 90 
shall be subject to the terms and conditions of this Agreement. 91 

10.  For the purposes of this Agreement, all notices shall be hand-delivered or mailed by 92 
first class mail or certified mail, return receipt requested or via overnight delivery service.   93 
Notices shall be given to the parties as follows: 94 

  TO CITY:  Office of Finance/City of Salisbury 95 
     Government Office Building 96 
     125 N. Division Street 97 
     Salisbury, MD 21801 98 
 99 
  TO OWNER:  Rivers Edge Apartments LLC 100 

c/o Osprey Property Company LLC 101 
     175 Admiral Cochrane Drive, Suite 201 102 
     Annapolis, Maryland  21401 103 
 104 
  With a copy to:  Wells Fargo Affordable Housing 105 

Community Development Corporation 106 
MAC D1053-170 107 
301 South College Street, 17th Floor 108 
Charlotte, NC 28202-6000 109 
Attention: Director of Asset Management 110 

 111 
Each notice that is sent by one party to the other party at the listed address shall be presumed to 112 
have been received three (3) days after the date of mailing; except when prior written notice is 113 
given by one party to the other that a party or an address has changed.  Notwithstanding any 114 
provision to the contrary contained in this Agreement, any person or party not listed in this 115 



paragraph shall not be entitled to notice as may be required by this Agreement, unless one party 116 
notifies the other party that additional notice shall also be sent to such person or party. 117 

 11.  This Agreement shall inure to the parties hereto and their respective successors, 118 
assigns, and/or legal representatives. 119 

 12.  It is understood and agreed by the execution of this Agreement that the City does not 120 
waive any rights of governmental immunity which it may have in any damage suits against it, and 121 
that the City reserves the right to plead governmental immunity in such suit in law or in equity or 122 
such pleading as is appropriate notwithstanding the execution of this Agreement. 123 

 13.  This Agreement shall be governed by Maryland law and any actions between the 124 
parties hereto shall be brought in and vest jurisdiction and venue solely in the Circuit Court for 125 
Wicomico County. 126 

IN WITNESS WHEREOF, the City has caused this Agreement to be signed in its name by the 127 
City Council President, to be attested to by the City Clerk, and to have the City Seal affixed 128 
hereto; and the Owner has caused this Agreement to be signed in its name by its Managing 129 
Member, duly attested. 130 

     RIVERS EDGE APARTMENTS LLC 131 

ATTEST: 132 

_____________________________ By: ___________________________________ (Seal) 133 
      By:  Rivers Edge Manager LLC 134 

Its Managing Member 135 
 136 

By: Osprey Property Company LLC 137 
Its Administrative Manager 138 

 139 
By: Brett N. Guy 140 
Chief Executive Officer  141 

 142 

ATTEST:    CITY OF SALISBURY, MARYLAND 143 
 144 
 145 
_____________________________  ___________________________________ (Seal) 146 
     Jacob R. Day, President  147 

       148 
 149 





  

 
 
August 16, 2013 
 
James Ireton, Jr. 
City of Salisbury 
125 North Division Street 
Salisbury, MD 21803 
 
Dear Mayor Ireton: 
 
The Chesapeake Bay Trust would like to thank the City of Salisbury for your proposal. I am pleased 
to report approval of a grant in the amount of $4,980.00 for support for the Stormwater 
Management in Your Backyard project. Funds are provided for rain barrels and postcard printing 
and postage.   
 
The grant award is contingent upon submission to the Trust by 09/01/2013 of a) a plan to 
evaluate the number of rain barrels installed and to support installation of rain barrels that 
are not installed and b) a more robust plan to evaluate increased knowledge in workshop 
participants (via, for example, simple pre and post surveys).  
 
Please sign and return the enclosed grant agreement within sixty days of the date of this letter or the 
Trust reserves the right to cancel the grant award and apply funds to other projects.  
 
If you should have any questions regarding our decision, please feel free to contact Program 
Officer, Kacey Wetzel at 410-974-2941 ext. 104. The Chesapeake Bay Trust greatly appreciates the 
time you invested in proposal development, and we look forward to working with you in the future.  
 
Sincerely, 
 
 
 
 
Jana Davis, Ph.D. 
Executive Director 
 
 
 
Grant #: 12008 
Project Leader: JaLeesa Tate 
 
 
 



RESOLUTION NO. ______ 1 
 2 
 A RESOLUTION OF THE CITY OF SALISBURY ACCEPTING FUNDS FROM THE 3 
CHESAPEAKE BAY TRUST TO PURCHASE AND DISTRIBUTE APPROXIMATELY 50 – 4 
55 RAIN BARRELS AT TWO COMMUNITY WORKSHOPS. 5 
 6 
 WHEREAS, grant funding has been awarded to the City of Salisbury through the 7 
Chesapeake Bay Trust’s Mini Grant Program; and   8 
 9 
 WHEREAS, the purpose of this grant is conduct two public workshops to promote public 10 
education about the importance of improving the quality of local waterbodies by reducing 11 
stormwater run-off; and 12 
 13 
 WHEREAS, these funds will be used to purchase approximately 50 – 55 rain barrels to 14 
distribute at no cost to City residents attending the workshops; and 15 
 16 

WHEREAS, the use of this funding for implementation of a best management practice 17 
designed to reduce stormwater run-off on individual residential properties is consistent with the 18 
goals and objectives of the 2010 City of Salisbury Comprehensive Plan, as well as the 2012 19 
Wicomico Phase II Watershed Implementation Plan. 20 
 21 
 NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY 22 
OF SALISBURY, MARYLAND that grant funds of $4,980.00 be accepted and used to purchase 23 
rain barrels to provide to City residents in an effort to improve the quality of local waterbodies as 24 
a result of reducing stormwater run-off.  25 
 26 
 THIS RESOLUTION was duly passed at a meeting of the Council of the City of 27 
Salisbury held on September 9, 2013, and is to become effective immediately upon adoption. 28 
 29 
ATTEST: 30 
 31 
             32 
Kimberly R. Nichols, City Clerk   Jacob R. Day, President 33 
       Salisbury City Council 34 
 35 
APPROVED BY ME THIS: 36 
 37 
  day of  38 
 39 
   , 2013 40 
 41 
 42 
      43 
James Ireton Jr., Mayor  44 

















 
 
 
 
 
 
 
 
 
 
 
 

To: Tom Stevenson, Interim City Administrator  

From: Keith Cordrey, Director of Internal Services 

Date: August 27 2013  

Re: Internal Services Restructure    

Recent turnover has presented the Internal Services – Finance department an opportunity 
to recommend a restructuring of positions and redistribution of duties necessary in order to 
achieve departmental goals.  This includes the need to change Job Descriptions, titles, and 
classifications to accommodate these changes.  It is our belief that this restructuring will 
provide efficiency and opportunity for job growth within the department and therefore 
encourage retention.   
 
Please find attached the ordinance necessary to authorize the changes and the 
recommended Job Descriptions.  Also included is a presentation booklet to be used at the 
council meeting where we introduce the position changes.   
 
If you have any questions, please let me know. 
 

  

JAMES IRETON, JR. 
MAYOR 

 
TOM STEVENSON 

INTERIM CITY ADMINISTRATOR 
 
  
  
 

125 NORTH DIVISION STREET 
SALISBURY, MARYLAND  21801 

Tel:  410-334-3028 
Fax:  410-548-3192 

 
 

KEITH A. CORDREY 
DIRECTOR OF INTERNAL SERVICES 

 

 MARYLAND 



 1 
ORDINANCE NO. ______ 2 

 3 
 4 

AN ORDINANCE OF THE CITY OF SALISBURY APPROVING AN AMENDMENT OF THE FY 13 5 
GENERAL FUND BUDGET TO APPROPRIATE FUNDS TO COVER THE CITYS EMPLOYEE 6 
RETIREMENT MATCH. 7 

 8 
WHEREAS, the Finance department has determined position changes are needed to procure and retain 9 

qualified staff;  10 
 11 
WHEREAS; the position changes effected in this ordinance do not result in additional cost to the city; 12 

and  13 
 14 
WHEREAS, the details of the concerns the position changes address, and the advantages which are 15 

expected to result, are found in the presentation booklet provided with this ordinance; and 16 
 17 

 NOW, THEREFORE, BE IT ORDAINED BY  THE CITY COUNCIL OF THE CITY OF SALISBURY, 18 
MARYLAND THAT THE City’s Fiscal Year 2014 General Fund Budget be and hereby is amended to include the 19 
following position changes: 20 
 21 
 
No 

 
Action From Position 

 
To Position 

Old 
Grade 

New 
Grade 

1 Delete Assistant Director Finance NA 13 NA 
2 Reclassify Accountant Assistant Director Finance Operations  10 13 
3 Reclassify Accountant Assistant Director Finance Accounting 10 13 
4 Reclassify Payroll Clerk Payroll Accountant I/or Payroll Accountant II 5 7/10 
5 Reclassify Account Clerk II Revenue Clerk II 5 6 
6 Add NA Revenue Clerk I Collections  NA 2 

 22 
 23 
Position Title Changes (no grade revisions): 24 
No From To 
1 Chief Account Clerk Utility Billing Supervisor 
2 Account Clerk II  Utility Billing II 
3 Account Clerk I   Utility Billing I/EMS 
4 Account Clerk II  Revenue Clerk II 
5 Account Clerk I   Accounts Payable II  
6 Account Clerk I  Revenue Clerk I - Parking 

 25 
26 



 1 
THIS ORDINANCE was introduced and read at a meeting of the Council of the City of Salisbury held on 2 

this  ____day of __________ 2013, and thereafter, a statement of the substance of the Ordinance having been 3 
published as required by law, was finally passed by the Council on the ____ day of ______, 2013... 4 
 5 
ATTEST: 6 
 7 
___________________________________  __________________________________ 8 
Kimberly R. Nichols, City Clerk    Jacob R. Day, President 9 

Salisbury City Council 10 
 11 
 12 
APPROVED BY ME THIS ____ day of _______, 2013. 13 
 14 
________________________________________ 15 
James Ireton, Jr., Mayor 16 
 17 
 18 



 
CITY OF SALISBURY 1 
ASSISTANT Director, Finance Operations  

 CITY OF SALISBURY 
JOB DESCRIPTION 

 
Assistant Director Internal Services-Finance Operations 
Grade:   13 
 
Department: Internal Services-Finance 
Date: 8/26/2013  
 
Job Summary: Reviews and approves invoices and purchase orders from all city departments and 
authorizes payments; supervises finance staff (e.g. water billing, A/P, cashier,); takes a lead role in 
overseeing monthly accounting and financial reporting; performs other duties as assigned. 
 
Essential Functions: 
(Functions listed are intended only as illustrations of the various types of work performed. The omission of specific duties does not exclude them 
from the position if the work is similar, related or a logical assignment to the position.) 
1. Supervises finance staff; conducts interviews; hires and trains employees; conducts performance 

appraisals; addresses and resolves personnel complaints;  
2. Reviews approved invoices and purchase orders from other City departments for payment and 

general ledger account number; 
3. Processes finance department invoices and purchase orders for payment; 
4. Manages payable subsidiary including reconciling totals to GL balances quarterly; 
5. Review 1099 reporting; 
6. Oversees all Utility Billing processes ensuring billing is completed on time, collections are effective, 

and leak information is communicated effectively to owners;  
7. Looks for opportunities to enhance customer service to striving to make customer experience with the 

city excellent; 
8. Receives request by customers (back up to Asst. Dir. Accounting non water billing related) to speak to 

supervisors and manages resolution complaints; 
9. Maintains and communicates a clearly defined back up loop for phone answering and cashiering;  
10. Verifies, sets up, and tracks grant and project expenditures and revenue; 
11. For grant and projects, corresponds with departments, records activities including 

resolutions/ordinances, and reconciles available balances as needed; 
12. Complete and review Bank Reconciliations;   
13. Participate in completing assigned task on a financial reporting check list; 
14. Prepares and records journal entries; 
15. Serves as MUNIS Administrator for City offices in the government building, troubleshoots issues, 

passwords, back up systems; performs routine updates; 
16. Provides auditors with financial information as needed during the annual audit; 
17. Reviews cash account balances daily and verifies electronic transfers; 
18. Provide support to the Operating and Capital Budget process as directed;   
19. Assist Director with UFR Schedules: IV Revenues Special Revenue Fund, V Expenses Special 

Revenue Fund, X Revenue Enterprise Fund, Expenses Enterprise Fund, XIV Cash & Investments; 
20. Keeps supervisor informed of new issues or trends as well as any unusual or detrimental conditions 

and process problems; 
21. Keeps abreast of emerging finance related issues by reading articles, professional periodicals and 

attending meetings, seminars and workshops; 
22. Monitor markets for software available for processes managed to ensure the city is using the best 

tools available;  
23. Serve as back up to the Assistant Director Accounting and Director of Internal Services when absent 

as needed; and 
24. Performs other duties as assigned. 



 
CITY OF SALISBURY 2 
ASSISTANT Director, Finance Operations  

Required Knowledge, Skills, and Abilities:   
City employees are expected to possess or perform the following: 
 
1. Thorough knowledge of Employee Handbook, City Charter, City Code as they apply to Internal 

Services.  
2. Extensive knowledge of accounting practices and principles, budget management and maintenance; 
3. Effectively supervise and coordinate the work of staff in order to accomplish department goals and 

objectives; 
4. Effectively establish priorities and organize workload; 
5. Effectively maintain a pleasant and productive working atmosphere and maintain composure and 

work under the stress of handling several tasks at one time; 
6. Effectively keep all relevant parties informed of all major issues and to recommend changes as 

appropriate; 
7. Effectively work and communicate with diverse individuals in order to accomplish department goals 

and objectives; 
8. Effectively and accurately make reasonable and logical judgments; and 
9. Effectively communicate and maintain working relationships with other staff members. 
 
Education and Experience:  
 
1. Bachelor’s degree; and 
2. Six years’ experience. 
 
 
Physical and Environmental Conditions:  
 
Work requires no unusual demand for physical effort. 
 
Work environment involves everyday risks or discomforts which require normal safety precautions typical 
of such places as offices or meeting and training rooms, e.g., use of safe work place practices with office 
equipment, avoidance of trips and falls, and observance of fire and building safety regulations. 
 
 
The above job description is not intended as, nor should it be construed as, exhaustive of all 
responsibilities, skills, efforts, or working conditions associated with this job.   
 
Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the 
essential functions of this job. 



 
CITY OF SALISBURY 1 
ASSISTANT Director, Finance Accounting 

CITY OF SALISBURY 
JOB DESCRIPTION 

 
Assistant Director, Internal Services-Finance Accounting  
Grade:   13 
 
Department: Internal Services-Finance Accounting 
Date: 8/26/2013  
 
Job Summary: Responsible for Billing, Collections, Payroll Processing, Revenue Accounting, supervises 
finance staff (e.g. Tax Billing, Licenses, EMS billing, Revenue Clerks); takes a lead role in overseeing 
monthly accounting and financial reporting; performs other duties as assigned. 
 
Essential Functions: 
(Functions listed are intended only as illustrations of the various types of work performed. The omission of specific duties does not exclude them 
from the position if the work is similar, related or a logical assignment to the position.) 
1. Supervises finance staff; conducts interviews; hires and trains employees; conducts performance 

appraisals; addresses and resolves personnel complaints;  
2. Reviews, analyzes and posts (daily) customer payment batches created by Clerk’s to general 

ledger accounts; 
3. Manage payroll process; ensure multiple back up operators are able to perform payroll processing 

as required;  
4. Accounting for payroll related liabilities including but not limited to: Leave balances, Retirement, 

Health Care, payroll taxes and deductions; 
5. Oversee all payroll related reporting including but not limited to W2, 941, Unemployment, 
6. Administer and account for Payroll benefit activities including but not limited to Medicare RDS, 

Health Care Rates, TASC, Retirement; 
7. Accounting and managing Health Care Trust and Health Care Reserve Fund liabilities; 
8. Manage billing, collection, and billing of city taxes and all fees (bulk trash, alarms, licenses etc); 

ensures that all revenues are accounted for in accordance with GASB standards; 
9. Receives request by customers (back up to Asst. Dir. Operations for water billing related) to speak 

to supervisors and manages resolution complaints; 
10. Periodically review process for billing and collection of all revenues (EMS, Taxes, Fees) to ensure 

they are efficient and effective;  
11. Oversee processing of Manufacture Exemptions submitted to the city in accordance with City 

policies; 
12. At the direction of the Director of Internal services account for revenues including managing 

calculation of deferred revenues in accordance with GASB standards; 
13. Verifies fixed assets and tracks additions and/or deletions; runs annual depreciation; ensures that 

all capital assets are accounted for in accordance with GASB standards;   
14. Account for Debt including but not limited to: maintaining subsidiary schedules reconciling debt 

payments by bond to GL accounts, record draw-downs,  
15. Prepares and records journal entries; 
16. Provides auditors with financial information as needed during the annual audit; 
17. Participate in completing assigned task on a financial reporting check list; 
18. Prepares Quarterly financial statements;  
19. Complete and route a reconciliation of all AR Subsidiary ledgers to GL Balances quarterly. 
20. Manage reconcilement of General Ledger Balances for all balance sheet accounts to support 

documents quarterly; 
21. Provide support to the Operating Budget; 
22. Maintain Capital Improvement Plan; 
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ASSISTANT Director, Finance Accounting 

Essential Functions: (continued) 
 
23. Project revenues and maintain the “Projected Amount in reports used in Budget Preparation;  
24. Estimate revenues for the Operating Budget;  
25. Monitor all revenue account to ensure budgeted revenues are collected; 
26. Assist Director of Internal Services with UFR Schedules: I Revenues General Fund, II Expenses 

General Fund, III Debt Service, VI Revenue Capital Projects, VII Expenses Capital Projects, XV 
Property Tax AR, XVII Debt Outstanding, and XXII Local Highway Info;  

27. Serve as back up to Assistant Director Operations and Director of Internal Services when absent 
as needed; 

28. Keeps supervisor informed of new issues or trends as well as any unusual or detrimental 
conditions and process problems; 

29. Monitor markets for software available for processes managed to ensure the city is using the best 
tools available;  

30. Keeps abreast of emerging finance related issues by reading articles, professional periodicals and 
attending meetings, seminars and workshops; and 

31. Performs other duties as assigned. 
 
 
Required Knowledge, Skills, and Abilities:   
City employees are expected to possess or perform the following: 
1. Thorough knowledge of Employee Handbook, City Charter, City Code as they apply to Internal 

Services.  
2. Extensive knowledge of accounting practices and principles, budget management and maintenance; 
3. Effectively supervise and coordinate the work of staff in order to accomplish department goals and 

objectives; 
4. Effectively establish priorities and organize workload; 
5. Effectively maintain a pleasant and productive working atmosphere and maintain composure and 

work under the stress of handling several tasks at one time; 
6. Effectively keep all relevant parties informed of all major issues and to recommend changes as 

appropriate; 
7. Effectively work and communicate with diverse individuals in order to accomplish department goals 

and objectives; 
8. Effectively and accurately make reasonable and logical judgments; and 
9. Effectively communicate and maintain working relationships with other staff members. 
 
  
Education and Experience:  
 
1. Bachelor’s degree; and 
2. Six year’s experience 
 
Physical and Environmental Conditions:  
Work requires no unusual demand for physical effort. 
 
Work environment involves everyday risks or discomforts which require normal safety precautions typical 
of such places as offices or meeting and training rooms, e.g., use of safe work place practices with office 
equipment, avoidance of trips and falls, and observance of fire and building safety regulations. 
  
The above job description is not intended as, nor should it be construed as, exhaustive of all 
responsibilities, skills, efforts, or working conditions associated with this job.   
 
Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the 
essential functions of this job. 
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 CITY OF SALISBURY 
JOB DESCRIPTION 

 
Payroll Accountant I 
Grade:  7  
 
Department: Internal Services-Finance 
Date: 8/26/2013  
  
Job Summary: Processes Payroll, Maintains Payroll Employee information; Bank Reconciliation 
processing; other accounting duties as assigned. 
  
 
Essential Functions: 
(Functions listed are intended only as illustrations of the various types of work performed. The omission of specific duties does not exclude them 
from the position if the work is similar, related or a logical assignment to the position.) 
 
1. Maintains timesheets and leave records for City Administration; 
2. Runs reports and payroll check/advices; 
3. Manages payroll related GL Liability account and reconciles balances at end of month;   
4. Prepares and deposits 941 tax and State WH taxes; 
5. Maintains W-4 slips, employee action forms and all payroll records and history; 
6. Records data concerning transfers of employees between departments and of new, retiring and 

terminating employees; 
7. Prepares quarterly reports of earning, taxes and deductions; 
8. Maintains state retirement funds for changes or deletions; 
9. Maintains TASC information;  
10. Maintains Medicare RDS Information; 
11. Completes Bank Reconciliations as assigned; 
12. Process Journals and Budget Transfers; 
13. Assist with Audit Preparation; 
14. Keeps supervisor informed of unusual or detrimental issues and process problems; 
15. Keeps informed on current accounting practices by attending workshops and educational programs or 

reading specialized literature; and 
16. Performs other duties as assigned. 
  
 
Required Knowledge, Skills, and Abilities:   
City employees are expected to possess or perform the following: 
 
1. Working knowledge of payroll and accounting practices and procedures;  
2. Effectively and efficiently organize and track information; 
3. Knowledge of Microsoft Office Suite, the Internet, e-mailing systems, and other relevant software or 

accounting packages; 
4. Effectively prioritize and multitask with attention to detail; 
5. Effectively communicate and maintain working relationships   
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Payroll Accountant I 

Education and Experience:  
 
1. High School Diploma or G.E.D; Associates Degree or higher preferred 
2. 3 years relevant experience.  
 
 
Physical and Environmental Conditions:  
 
Work requires no unusual demand for physical effort. 
 
Work environment involves everyday risks or discomforts which require normal safety precautions typical 
of such places as offices or meeting and training rooms, e.g., use of safe work place practices with office 
equipment, avoidance of trips and falls, and observance of fire and building safety regulations. 
  
 
The above job description is not intended as, nor should it be construed as, exhaustive of all 
responsibilities, skills, efforts, or working conditions associated with this job.   
 
Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the 
essential functions of this job. 
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 CITY OF SALISBURY 
JOB DESCRIPTION 

 
Payroll Accountant II 
Grade:  9  
 
Department: Internal Services-Finance 
Date: 8/26/2013  
  
Job Summary: Processes Payroll, Maintains Payroll Employee information; Bank Reconciliation 
processing; other accounting duties as assigned. 
  
 
Essential Functions: 
(Functions listed are intended only as illustrations of the various types of work performed. The omission of specific duties does not exclude them 
from the position if the work is similar, related or a logical assignment to the position.) 
 
1. Maintains timesheets and leave records for City Administration; 
2. Runs reports and payroll check/advices; 
3. Manages payroll related GL Liability account and reconciles balances at end of month;   
4. Prepares and deposits 941 tax and State WH taxes; 
5. Maintains W-4 slips, employee action forms and all payroll records and history; 
6. Records data concerning transfers of employees between departments and of new, retiring and 

terminating employees; 
7. Prepares quarterly reports of earning, taxes and deductions; 
8. Maintains state retirement funds for changes or deletions; 
9. Maintains TASC information;  
10. Maintains Medicare RDS Information; 
11. Completes Bank Reconciliations as assigned; 
12. Process Journals and Budget Transfers; 
13. Assist with Audit Preparation; 
14. Keeps supervisor informed of unusual or detrimental issues and process problems; 
15. Keeps informed on current accounting practices by attending workshops and educational programs or 

reading specialized literature; and 
16. Performs other duties as assigned. 
  
 
Required Knowledge, Skills, and Abilities:   
City employees are expected to possess or perform the following: 
 
1. Working knowledge of payroll and accounting practices and procedures;  
2. Effectively and efficiently organize and track information; 
3. Knowledge of Microsoft Office Suite, the Internet, e-mailing systems, and other relevant software or 

accounting packages; 
4. Effectively prioritize and multitask with attention to detail; 
5. Effectively communicate and maintain working relationships    
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Payroll Accountant II 

Education and Experience:  
 
1. BS in Business Administration or Accounting and or;  
2. Four years relevant experience.   
 
 
Physical and Environmental Conditions:  
 
Work requires no unusual demand for physical effort. 
 
Work environment involves everyday risks or discomforts which require normal safety precautions typical 
of such places as offices or meeting and training rooms, e.g., use of safe work place practices with office 
equipment, avoidance of trips and falls, and observance of fire and building safety regulations. 
  
 
The above job description is not intended as, nor should it be construed as, exhaustive of all 
responsibilities, skills, efforts, or working conditions associated with this job.   
 
Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the 
essential functions of this job. 
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 CITY OF SALISBURY 
JOB DESCRIPTION 

 
Revenue Clerk I - Collections 
Grade:  2  
 
Department: Internal Services-Finance 
Date: 08/27/2013 
  
Job Summary: Provides clerical support for office accounting functions under the direct supervision of a 
designated supervisor; performs other duties as assigned. 
  
 
Essential Functions: 
(Functions listed are intended only as illustrations of the various types of work performed. The omission of specific duties does not exclude them 
from the position if the work is similar, related or a logical assignment to the position.) 
 
1. Processes payments from customers; 
2. Included in cashier settlement rotation which requires balancing of drawer; counts cash, checks, and 

receipts, processes bank deposits; 
3. Assist with inputs parking tickets as directed; 
4. Assist with input of AP Invoices;  
5. Assist Revenue Clerk II with billing and collections; 
6. Responds to inquiries and questions from customers and staff from other departments; 
7. Establishes and maintains systems for tracking requested actions and reports; 
8. Assists with personal property tax billing; adjusts and refunds to customer accounts; 
9. Tracks and submits accounts for sale; 
10. Inputs accounts payable; accounts receivable; cash receipts; and collection of payments; 
11. Processes documents for transfer of property; 
12. Mails weekly check and remittances;  
13. Attends court for disputed parking tickets; 
14. Processes weekly coin deposits; 
15. Performs other clerical tasks: types and files documents; verifies and tracks information; processes 

mail; orders office supplies; 
16. Keeps informed on current accounting practices by attending workshops and educational programs or 

reading specialized literature; and 
17. Performs other duties as assigned. 
  
 
Required Knowledge, Skills, and Abilities:   
City employees are expected to possess or perform the following: 
 

1. Working knowledge of City policies and procedures; 
2. Act as a representative of the City to the public; 
3. Working knowledge of basic accounting practices and procedures;  
4. Effectively and efficiently organize and track information; 
5. Knowledge of Microsoft Office Suite, the Internet, e-mailing systems, and other relevant software 

or accounting packages; 
6. Effectively prioritize and multitask with attention to detail; 
7. Effectively communicate and maintain effective working relationships with other staff members 

and members of the public. 
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Revenue Clerk I Collections 

 
Education and Experience:  
 
1. High School Diploma or G.E.D; 
2. Courses in bookkeeping, office practice and typing;  
3. Or equivalent training, education, and/or experience.  
 
Physical and Environmental Conditions:  
 
Work requires no unusual demand for physical effort. 
 
Work environment involves everyday risks or discomforts which require normal safety precautions typical 
of such places as offices or meeting and training rooms, e.g., use of safe work place practices with office 
equipment, avoidance of trips and falls, and observance of fire and building safety regulations. 
  
 
The above job description is not intended as, nor should it be construed as, exhaustive of all 
responsibilities, skills, efforts, or working conditions associated with this job.   
 
Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the 
essential functions of this job. 
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 CITY OF SALISBURY 
JOB DESCRIPTION 

 
Revenue Clerk II 
Grade:  6  
 
Department: Internal Services-Finance 
Date: 08/26/2013 
  
Job Summary: Billing and Collection of Taxes and fees; gives direction to and oversees deadlines for 
Revenue Clerk I, performs other duties as assigned. 
  
 
Essential Functions: 
(Functions listed are intended only as illustrations of the various types of work performed. The omission of specific duties does not exclude them 
from the position if the work is similar, related or a logical assignment to the position.) 
 
1. Reviews information concerning property transfer, printing statements of debts due and forwarding to 

settlement agent.  Interpret intake sheet. Stamps deeds when payment is received for all debts, 
including water & sewer, personal property taxes & miscellaneous receivables;    

2. Inputs data to create invoices for accounts receivable from information received from various City 
Departments. Changes charge codes and repetitive billing files for different groups (i.e. retiree 
insurance, restaurant license fees, and pretreatment);  

3. Serves as back up for input of accounts payable invoices;   
4. Creates checks weekly for accounts payable invoices; posts to general ledger 
5. Included in cashier settlement rotation which requires balancing of drawer; counts cash, checks, and 

receipts, processes bank deposits; 
6. Create payment batches for Marina,   
7. Reviews information in miscellaneous receivables and personal property tax module for approval of 

trader’s license and enters approval on-line in “elicense system”.  Tracks changes in location and 
ownership. 

8. Downloads personal property tax account assessments; creates and mails bills. Maintains billing 
codes, change rates, roll over tax year at end of each fiscal year. Check for credits created by 
reduced assessments and process refunds.  Send statement of past due accounts, when current year 
bill indicates a delinquency. 

9. Adjust personal property tax bills for manufacturing exemptions and create a worksheet that tracks 
the application of those exemptions. 

10. Print reports and produce statements of delinquent personal property tax accounts and report to 
lawyer’s office as needed. 

11. Collect and track customer bankruptcy information and send Proof of Claims to the court as needed. 
12. Send out various license renewal applications (manually issued), secure needed approvals from other 

agencies and departments and then issue the license.  
13. Annually review all properties which receive real estate tax deferrals and exemptions for qualification 

standards, and report amount or percentage to Wicomico County for billing. This includes overseeing 
the Homeowner Rental Tax Conversion Program and tracking any deferrals or exemptions due to 
annexations and Pilot programs. Update worksheets with annual amounts for audit. 

14. Review the entire accounts receivable file annually to check for delinquencies and submit properties 
for annual Tax Sale by online worksheet to Wicomico County. 

15. Review worksheets sent from other departments for accounts receivable billing for accuracy, 
contacting and working with other departments to resolve discrepancies in information before billing. 

16. Process annual landlord license billing, including original scan of information for any needed 
maintenance of accounts, copying and including any enclosures, reviewing returned information for 
completeness before accepting payment, make adjustments and post to the general ledger on a 
regular basis for additions and deletions to the program. 

17. Print, sort and mail periodic statements for accounts receivable accounts. 
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Revenue Clerk II 

Essential Functions: (Continued from previous page)  
 
18. Provides customer service by working the pubic counter, receipting all types of bills as cashier relief, 

and helping customers interpret personal property tax information, and other charges. Answering 
phone calls; 

19. Keeps supervisor informed of unusual or detrimental issues and process problems; 
20. Trains and directs Revenue Clerk I on daily tasks needed and coordinates work to deadlines. 
21. Keeps informed on current accounting practices by attending workshops and educational programs or 

reading specialized literature; and 
22. Performs other duties as assigned. 
  
 
Required Knowledge, Skills, and Abilities:   
City employees are expected to possess or perform the following: 
 
1. Working knowledge of City policies and procedures; 
2. Act as a representative of the City of Salisbury to the public; 
3. Working knowledge of accounting practices and procedures;  
4. Effectively and efficiently organize and track information; 
5. Knowledge of Microsoft Office Suite, the Internet, e-mailing systems, and other relevant software or 

accounting packages; 
6. Effectively prioritize and multitask with attention to detail; 
7. Effectively communicate and maintain effective working relationships with other staff members and 

members of the public.  
  
 
Education and Experience:  
 
1. High School Diploma or G.E.D; 
2. Courses in bookkeeping, office practice and typing;  
3. One year relevant experience; 
4. Or equivalent training, education, and/or experience. 
  
 
Physical and Environmental Conditions:  
 
Work requires no unusual demand for physical effort. 
 
Work environment involves everyday risks or discomforts which require normal safety precautions typical 
of such places as offices or meeting and training rooms, e.g., use of safe work place practices with office 
equipment, avoidance of trips and falls, and observance of fire and building safety regulations. 
  
 
The above job description is not intended as, nor should it be construed as, exhaustive of all 
responsibilities, skills, efforts, or working conditions associated with this job.   
 
Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the 
essential functions of this job. 



Internal Services: 
Managing Change 
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Presentation Outline 

• Concerns 

• Position Changes  

• Organizational Chart  
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Concerns 

Asst Director  Vacant 

Accountants (2)  Added responsibilities without additional recognition or pay 

Payroll Clerk  Vacant for third  time in several years  

 

Chief Accounts Clerk 

Account Clerk II (2) 

Account Clerk I (2)  

Cashier 

 

 

Staff Concerns 

• lack of career ladder 

• resources available to cover adequate leave 

• additional work load added over the recent years   

  
Finance Department 



Concerns – Assistant Director Finance  

– It is difficult to attract someone who can effectively manage 
complex financial reporting activities at the current pay 
range.  

– Since it takes time to be effective in supporting the optimal 
use of the city’s software applications, and to be intimate 
with the processes in place, it is important to retain 
leadership.   It is hard to retain such a professional at the 
current pay scale. 

– The span of control is large (i.e. 10 direct reports) and 
dilutes the attention that can be given to each function.     

 

  

Finance Department 



Concerns – Accountants 

 The Accountants have taken on additional duties beyond their 
currently defined job description. 

 The Accountants have more to offer the city given their  skills and 
experience.  Shawanda has over 8 years of experience but spends 
much of her time doing cash reconciliations and risk management 
leaving little time to handle more advanced duties such as project and 
grant accounting. 

 We need to offer opportunity and recognize achievements in order to 
retain skilled professionals like these. 
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Concerns – Payroll Clerk 

• The Payroll Clerk position has turned over 3 times in a short period of 
time.   

• Currently the Payroll Clerk is in the customer service phone loop for 
billing inquiries and also assist with cashiering.   This makes it difficult 
to concentrate on the sometimes complex and tedious tasks required 
to process  payroll for over 400 employees. 

• The Payroll Clerk’s desk is in an open area in close proximity to other 
staff members which does not afford the confidentiality appropriate 
for personnel matters.  
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Concerns - Clerical Staff 

– Clerks, with significant tenure, have expressed concerns that there is 
a lack of a Career Ladder which recognizes the skills acquired over 
the years. We have staff members which have been here 8 years and 
are making less than $25,000. 

– Additional work loads, without additional pay, have resulted in a 
decline in Moral. 

– Outdated Job Descriptions/Titles need revision to be more specific 
and to reflect current activities. 

– More Resources are needed to reduce spikes in work loads.   
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Adapting to Change 

Finance Department 



Experts Say   

Periodic change is needed 
to: 

– Align Resources 

– Enhance Performance 

– Provide Opportunity 

– Nourish Team Development 
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An Action Plan is needed for Departmental 
Change 

Finance Department 



Position Changes  

1. There is no increase in cost based on current pay plan.  Also, there is no increase in cost assuming the evergreen plan was adopted. 
2. The position count before the changes (3 accountants and 8 clerks) is unchanged  We deleted an accountant and added one.  We deleted a clerical position 

and added one. 
3. Numerous alternatives were considered.  One of the alternatives was to elevate the salary of the Asst. Dir. and reclassify the accountants in order to 

recognize their increased skills and responsibilities.  This plan was eliminated due to the increased cost associated with it.   
4. This plan does not compete with the evergreen study.  This plan is targeted at addressing the vacancies and making certain we act now, while the vacancies 

exist and we have the appropriate mix of staff. 



Organizational Chart 
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Advantages of Departmental Change 

Overall 
– More clerical staff improves Customer Service 

– Promoting from within raises Employee Moral 

– Salary increases enhance Retention by  
• Compensating for Additional Duties 

• Rewarding Longevity 

• Acknowledging increased value to city  
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Advantages of Departmental Change 

Assistant Directors – Operations/Accounting 

– Enhances Organization Structure by adapting to the 
evolution of responsibilities accepted to accommodate 
vacancies in recent years 

– Enhanced Supervisory Resources with shorter span of 
control 

– Improved Retention by providing compensation for 
accepted responsibilities  

– Proven Methodology – County Finance 
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Advantages of Departmental Change 

Payroll Clerk upgraded to Accountant 

– Provides Confidentiality by relocating this position 
from open area to a back office 

– Increases Skill Level  

– Aides Assistant Directors and allows them to 
concentrate on more advance accounting. 

– Improves Productivity by reducing distractions 

Finance Department 



Advantages of Departmental Change 

Additional Clerk 
• Improves Customer Service 

• Increase Productivity 

• Eliminates Overload due to 
additional responsibilities 

• Provides coverage needed 
for  lunch, vacations, etc. 

 

 

Finance Department 



Advantages of Departmental Change 

4 Promotions 
– Career advancement 

– Retention 

– Improved Moral  
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Conclusion 
• We identified concerns that require an action plan. 

This plan addresses many of the conerns. 

• The proposed organization structure leverages and 
makes best use of existing personnel.  While it is 
important to optimize organizational structures based 
on the long run, it is still advantageous to be flexible 
and fluid enough to take advantage of skilled 
personnel by making minor tweaks along the way. 

• This plan requires no additional cost to the city.  This 
plan would be worthy of investing if additional cost 
were required.  In these economic conditions, it is 
prudent to find a path that does not require increased 
cost. 
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RESOLUTION NO. _______ 1 
 2 

A RESOLUTION OF THE CITY OF SALISBURY AUTHORIZING THE MAYOR TO SIGN 3 
THE GRANT AGREEMENT AND ACCEPT A GRANT OF $90,000.00 FROM MARYLAND 4 
DEPARTMENT OF TRANSPORTATION MARYLAND BIKEWAYS PROGRAM FOR THE 5 
NORTHEAST COLLECTOR BIKE PATH PHASE II PEDESTRIAN-AND-BICYCLE-6 
FACILITIES IMPROVEMENTS 7 
 8 
 WHEREAS, the Maryland Department of Transportation has a Maryland Bikeways 9 
Program for making pedestrian-and-bicycle-facilities improvements;  10 
 11 
 WHEREAS, the Maryland Department of Transportation Maryland Bikeways Program 12 
provides grant funds to the City of Salisbury for use in specific areas;  13 
 14 
 WHEREAS, Maryland Department of Transportation and the City of Salisbury have been 15 
working together to improve bicycle connectivity along the west side of Beaglin Park Drive from 16 
the existing path which ends at approximately Shamrock Drive, across US Route 50, and 17 
terminating at the Salisbury Urban Greenway at North Park Drive; 18 
 19 
 WHEREAS, the total construction cost is estimated to be Five Hundred Forty Thousand 20 
Dollars ($540,000); 21 
 22 
 WHEREAS, the City has previously obtained commitments of Four Hundred Fifty 23 
Thousand Dollars ($450,000), which includes Two Hundred Twenty Five Thousand Dollars 24 
($225,000) from the Federal Highway Administration’s Transportation Enhancements Program, 25 
One Hundred Twelve Thousand Five Hundred Dollars ($112,500) from Program Open Space 26 
funds, Sixty-Six Thousand Seven Hundred Fifty Dollars ($66,750) from a municipal bond, and 27 
Forty-Five Thousand Seven Hundred Fifty Dollars ($45,750) from in-kind Public Works 28 
services; 29 
 30 
 WHEREAS, Maryland Bikeways Program is awarding a grant in the amount of Ninety 31 
Thousand Dollars ($90,000.00) to enhance bicycle safety and improve bicycle circulation. 32 
 33 
 NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of Salisbury, 34 
Maryland does hereby authorize the Mayor to sign the attached Grant Agreement dated 35 
_________, 2013 and accepts the grant of $90,000.00 from Maryland Bikeways Program for the 36 
Northeast Collector Bike Path Phase II. 37 
 38 
 THE ABOVE RESOLUTION was introduced and read and passed at the regular meeting 39 
of the Council of the City of Salisbury held on this ____ day of ___________, 2013 and is to 40 
become effective immediately upon adoption. 41 
 42 
ATTEST: 43 
 44 
 45 
__________________________  ____________________________ 46 



Kimberly R. Nichols    Jacob R. Day 47 
CITY CLERK     PRESIDENT, City Council 48 
 49 
APPROVED by me this ______ day of ____________, 2013 50 
 51 
 52 
__________________________ 53 
James Ireton, Jr. 54 
MAYOR, City of Salisbury 55 



GRANT AGREEMENT 1 
 2 

BY AND BETWEEN 3 
 4 

THE MARYLAND DEPARTMENT OF TRANSPORTATION 5 
 6 

AND 7 
 8 

THE CITY OF SALISBURY, MARYLAND 9 
 10 

THIS GRANT AGREEMENT executed in triplicate and entered into this             day of 11 
____________, 2013, by and between the Maryland Department of Transportation 12 
(“Department”) and the City of Salisbury (“City”), in Wicomico County, Maryland.  13 

WITNESSETH: 14 

WHEREAS, the Department has programmed in the FY 2012-2017 Consolidated 15 
Transportation Program-2012 State Report on Transportation a total of Ten Million Dollars 16 
($10,000,000) for the Maryland Bikeways Program (“Program”);   17 

WHEREAS, the Department budgeted within the Program Ninety Thousand dollars 18 
($90,000) for the construction of Phase II of the Northeast Collector Bike Path, a 1.27 mile, 8-19 
foot wide paved path along the west side of Beaglin Park Drive from US Route 50 to the existing 20 
Salisbury Urban Greenway at South Park Drive in Salisbury (the “Project”); 21 

WHEREAS, the City has committed One Hundred Twelve Thousand Five Hundred 22 
Dollars ($112,500) in City matching funds to support the Project (the “Local Match”); 23 

WHEREAS, additionally the City has obtained commitments of Two Hundred Twenty 24 
Five Thousand Dollars ($225,000) from the Federal Highway Administration’s Transportation 25 
Enhancements Program and One Hundred Twelve Thousand Five Hundred Dollars ($112,500) 26 
from Program Open Space funds for use in support of the Project; 27 

WHEREAS, pursuant to Section 2-602 of the Transportation Article of the Annotated 28 
Code of Maryland, it is in the public interest for the State of Maryland to include enhanced 29 
transportation facilities for pedestrians and bicycle riders as an essential component of the State’s 30 
transportation system;  31 

WHEREAS, the Maryland Bikeways Program was established and approved by the 32 
General Assembly to provide state transportation funding to support and expedite projects that 33 
improve bicycle transportation in the State;  34 

WHEREAS, the Project will enhance bicycle safety and access in the City and will 35 
improve bicycle circulation and increase access to recreational facilities, shopping and residential 36 
areas in Salisbury, Maryland;  37 



 2 

WHEREAS, the Project has been presented at public meetings at which public support 38 
has been documented;  39 

WHEREAS, the City will assume all maintenance and operating costs associated with the 40 
Project when it is completed;  41 

WHEREAS, the Project is a valuable component of Maryland’s transportation system;  42 

 WHEREAS, the Department has supported similar projects in various locations in the 43 
State;  44 

 WHEREAS, the Department and the City agree that the Project will benefit the parties to 45 
this Agreement and will promote the safety, health, and general welfare of the citizens of the 46 
State of Maryland;  47 

WHEREAS, Section 2-103(i) of the Transportation Article of the Annotated Code of 48 
Maryland (2008 Replacement Volume, 2011 Cum. Supp.) authorizes the Secretary of 49 
Transportation, to the extent permitted by the State budget, to make grants-in-aid to any person, 50 
including political subdivisions of the State of Maryland, for any transportation related purpose;  51 

 WHEREAS, the Secretary of Transportation has delegated to the Deputy Secretary of 52 
Transportation authority to execute this Agreement. 53 

 NOW, THEREFORE, THIS AGREEMENT WITNESSETH:  That for and in 54 
consideration of the mutual covenants contained herein and other good and valuable 55 
consideration, the receipt and sufficiency of which is hereby acknowledged, the parties hereto 56 
agree as follows: 57 

1. The above recitals are re-affirmed and incorporated herein by reference. 58 

2. The Department hereby grants to the City a sum not to exceed Ninety Thousand 59 
dollars ($90,000) (“Grant”) to be used by the City for the completion of the Project.  The City 60 
shall be responsible for all work in connection with the Project, including but not limited to the 61 
following: 62 

a. Construction of the Northeast Collector Bike Path; 63 
 64 

b. Contribution of the Local Match, which may include the value of in-kind staffing 65 
and/or cash contributions;  66 
 67 

c. Preparation of quarterly status reports and final reports, as requested by the 68 
Department; and 69 
 70 

d. Maintaining compliance with all provisions of this Agreement. 71 
 72 

 73 
3. The Project shall be completed consistent with relevant design standards and 74 

guidelines, including 2012 AASHTO Bicycle Design Guidelines, the Maryland Manual of 75 
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Uniform Traffic Control Devices, and the Access Board Advance Notice of Proposed 76 
Rulemaking (ANPRM) on Accessibility Guideline for Shared Use Paths. 77 

4. The City shall engage professional services, as needed on the Project. Design 78 
services shall be performed by an engineer registered in the State of Maryland.  The City shall 79 
provide to the Department draft deliverables for review and comment and final deliverables for 80 
the Project. 81 

5. The City shall require all contractors and subcontractors, prior to commencement 82 
of work on the Project, to secure and keep in force during the term of this Agreement, from 83 
insurance companies, government self-insurance pools or government self-retention funds, 84 
authorized to do business in Maryland, the following insurance coverages:  85 

a. commercial general liability, including premises or operations, contractual, 86 
and products or completed operations coverages (if applicable), with 87 
minimum liability limits of $250,000 per person and $1,000,000 per 88 
occurrence; 89 

b. automobile liability, including Owned (if any), Hired, and Non-Owned 90 
automobiles, with minimum liability limits of $250,000 per person and 91 
$1,000,000 per occurrence; 92 

c. workers compensation coverage meeting all statutory requirements.  93 

This insurance may be in policy or policies of insurance, primary and excess, including the so-94 
called umbrella or catastrophe form and must be placed with insurers rated “A-” or better by 95 
A.M. Best Company, Inc., provided any excess policy follows form for coverage. The City shall 96 
evidence limits of insurability for general liability coverage in an amount of $500,000 aggregate 97 
and $200,000 each occurrence, and $30,000 per person, $60,000 per accident for bodily injury 98 
and $15,000 for property damage for automobile liability and State of Maryland statutory limits 99 
for workman’s compensation.  The City shall have the right to self-insure.   100 

The Department and its agencies, officers, and employees shall be endorsed on the general 101 
liability policies, including any excess policies (to the extent applicable), as additional insured. 102 
Coverage will be primary and noncontributory with any other insurance and self-insurance.  103 
There will be no cancellation, material change, potential exhaustion of aggregate limits or non-104 
renewal of insurance coverage(s) without thirty (30) days written notice to the Department.  At 105 
the request of the Department, certificates of insurance shall be provided to the Department prior 106 
to commencement of any work.  All endorsements shall be provided as soon as practicable. 107 
Failure to provide insurance as required in this Agreement is a material breach of contract 108 
entitling the Department to terminate this Agreement. 109 

6. The Grant represents the maximum financial liability of the Department under 110 
this Agreement. The parties agree that the City will utilize the Grant for the Project in 111 
conjunction with other funds it has obtained from funding sources other than the Maryland 112 
Bikeways Program to complete the Project. 113 
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7. The City may use funds only for costs incurred in connection with the Project.  114 
Payment of the Grant by the Department shall be made on a reimbursable basis upon the City’s 115 
submission of invoices for such payment, subject to the following conditions. 116 

All invoices for payment shall include: 117 

(a) actual expenditures incurred by the City in connection with these Projects; 118 

(b) a certification by the City that all costs charged to the Project are in 119 
connection therewith and supported by properly executed records, 120 
vouchers, invoices or contracts evidencing the nature and propriety of the 121 
charges. 122 

Invoices/requests for reimbursement will be submitted not more frequently than once per 123 
month (30 days). Invoices/requests for reimbursement will be reviewed by MDOT to determine 124 
(a) that the indicated costs are allowable hereunder and (b) that the invoiced work contributes 125 
directly to the accomplishment of the Project.  Failure to meet these conditions will result in 126 
disallowed costs that will be deducted from the authorized appropriated amount.  Payment shall 127 
be made by the Department to the City within thirty (30) days of the Department’s receipt and 128 
approval of the invoice and accompanying certifications. The final invoice must be submitted 129 
with a Final Report as stipulated by the Department. The final invoice will not be paid until the 130 
Final Report is submitted. No Project costs incurred prior to the execution of this Agreement will 131 
be reimbursed.   132 

8. The City shall comply with all applicable Federal, State and local laws in 133 
expending Grant funds and in carrying out the Project, including compliance with the Americans 134 
with Disabilities Act of 1990, particularly as it relates to public meetings held in connection with 135 
the Project.  136 

9. The term of this Agreement shall commence upon the date first set forth above 137 
and shall terminate when all payments of the Grant have been made or in 24 months, whichever 138 
is sooner. 139 

10. The Department reserves the right to suspend or terminate all or part of the 140 
financial assistance herein provided and to terminate this Agreement, in whole or in part, if: 141 

(a) the City breaches or fails to fulfill any of the terms of this Agreement; 142 

(b) funds are not appropriated by the General Assembly of Maryland to fund 143 
this Grant.   144 

The City acknowledges and agrees that funding under this Agreement is expressly 145 
dependent upon the availability to the Department of funds appropriated by the General 146 
Assembly and that, except as otherwise provided for herein, the Department shall not be liable 147 
for any breach of this Agreement due to the absence of an appropriation.  Termination of this 148 
Agreement will not invalidate obligations properly incurred by the City prior to the date of 149 
termination if such obligations are unable to be canceled.  The acceptance of a remittance from 150 
the Department of any or all funds, or the closing out of the Department’s financial participation 151 
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under this Agreement, shall not constitute a waiver of any claim which the Department may 152 
otherwise have against the City arising out of this Agreement.  If, upon termination of this 153 
Agreement, it is determined by the Department that funds are due to the Department, the City 154 
shall promptly remit such amount to the Department within forty-five (45) days following 155 
written notification to the City from the Department.  The City’s agreement to remit any excess 156 
Grant funds to the Department shall survive the termination of this Agreement. 157 

In addition to the Department’s remedies under this Section, the Department may proceed 158 
to protect and enforce all rights available to it, by suit in equity, action in law or by any other 159 
appropriate proceedings, any or all of which may be exercised contemporaneously with each 160 
other and all of which rights and remedies shall survive the termination of this Agreement. 161 

11. The City shall maintain separate and complete accounting records which are 162 
consistent with generally accepted accounting procedures and accurately reflect all income and 163 
expenditures of Grant funds for the Projects.  City accounting records shall be maintained for a 164 
period of three (3) years after the termination of this Agreement.  The records of the City must be 165 
in sufficient detail to determine the nature of the costs incurred and/or expenditures made by the 166 
City for the Project. 167 

12. The Department may perform interim and final audits of the Grant provided for 168 
under this Agreement.  Any final audit shall commence within three (3) years of the expiration or 169 
earlier termination of this Agreement.  In connection with any audit undertaken hereunder, the 170 
City shall provide access to all records with respect to the Project.  Following the completion of 171 
any audit undertaken hereunder, the City shall refund to the Department within forty-five (45) 172 
days following notification by the Department any Grant payments that are found to be 173 
unsupported by acceptable accounting records or not expended in accordance with the terms of 174 
this Agreement.  The City’s covenant to repay any excess Grant payments shall survive the 175 
expiration or earlier termination of this Agreement. 176 

13. This Agreement may be modified only by written instrument, executed by the 177 
Department and the City. 178 

14. The City shall, to the extent permitted by law, defend, indemnify, and hold 179 
harmless the Department, its officers, agents, and employees, from any and all claims, demands, 180 
suits, causes of action, liability, damages, losses, costs and expenses (including reasonable 181 
attorneys’ fees) of whatsoever nature, including, without limitation, those arising on account of 182 
any injury or death of persons or damage to property, caused by, arising out of, or resulting from 183 
any and all services and activities performed by the City or its employees, agents, subcontractors, 184 
or consultants relating to the Project and this Agreement. 185 

 186 
15. It is understood and agreed that the sole obligation of the Department is the 187 

payment to the City the sum of money specified in Section 2 of this Agreement. 188 

16. All payments hereunder by the Department to the City are subject to the 189 
budgetary and appropriation requirements of Section 3-216(d)(2) of the Transportation Article of 190 
the Annotated Code of Maryland, as amended and supplemented. 191 
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17. No right, benefit or advantage inuring to the City under this Agreement may be 192 
assigned and no burden imposed on the City hereunder may be delegated or assigned without the 193 
prior written approval of the Department. 194 

18. The parties hereby agree that this Agreement shall be construed in accordance 195 
with the law of the State of Maryland. 196 

19. As an inducement to the Department to make the Grant, the City hereby certifies 197 
to the Department that: 198 

(a) any resolution, ordinance or other action which may be required by local 199 
law has been introduced and adopted, passed, enacted or taken as an 200 
official act of the City’s governing body, authorizing the execution and 201 
delivery of this Agreement by the City in such manner and form as to 202 
comply with all applicable laws to make this Agreement the valid and 203 
legally binding act and agreement of the City; 204 

(b) no officer or employee of the City, or its designees or agents, no 205 
consultants, no member of the City’s governing body, and no other public 206 
official of the City, who exercises any functions or responsibilities over 207 
the Projects or the Grant shall have or obtain a personal or financial 208 
interest or benefit from any activity in connection with the Projects or 209 
Grant or have an interest in any contract, subcontract or agreement with 210 
respect therewith; 211 

(c) the City is not in arrears with respect to the payment of any moneys due 212 
and owing the State of Maryland, or any department or unit thereof, 213 
including, but not limited to, the payment of taxes and employee benefits, 214 
and that it shall not become so in arrears during the term of this 215 
Agreement. 216 

20. The Department and the City certify that they prohibit, and covenant that they will 217 
continue to prohibit, discrimination on the basis of: 218 

(a) age, ancestry, color, creed, marital status, national origin, race or religious 219 
or political affiliation, belief or opinion, or sexual orientation; 220 

(b) sex or age, except when age or sex constitutes a bona fide occupational 221 
qualification; or 222 

(c) the physical or mental disability of a qualified individual with a disability.   223 

Upon the request of the other party, the Department and the City will submit to the other 224 
party information relating to its operating policies and procedures with regard to age, ancestry, 225 
color, creed, marital status, mental or physical disability, national origin, race, religious or 226 
political affiliation, belief or opinion or sex or sexual orientation.  227 



 7 

21. The Department and the City shall comply with the State’s policy concerning 228 
drug and alcohol free workplaces, as set forth in COMAR 01.01.1989.18 and 21.11.08, and must 229 
remain in compliance throughout the term of this Agreement. 230 

22. It is specifically agreed between the Department and the City that it is not 231 
intended by any of the provisions of this Agreement to create in any public entity, or any 232 
member thereof, or in any private entity third party beneficiary status in connection with the 233 
performance of the obligations herein. 234 

23. If any provisions of this Agreement is held to be illegal, invalid or unenforceable 235 
by a court of competent jurisdiction: 236 

(a) such provision shall be fully severable; 237 

(b) this Agreement shall be construed and enforced as if such illegal, invalid 238 
or unenforceable provision had never comprised a part of this Agreement; 239 
and 240 

(c) the remaining provisions of this Agreement shall remain in full force and 241 
effect and shall not be affected by the illegal, invalid or unenforceable 242 
provision or by its severance from this Agreement. 243 

24. This Agreement may be executed in a number of identical counterparts, each of 244 
which shall constitute an original and all of which shall constitute, collectively, one agreement. 245 

25. This Agreement shall inure to and be binding upon the parties hereto, their agents, 246 
successors and, to the extent an assignment has been approved pursuant to Section 14 of this 247 
Agreement, their assigns. 248 

26. Each notice, invoice, demand, request, consent, approval, disapproval, 249 
designation or other communications between the parties, to the extent required to be in writing 250 
shall be made by United States Mail to the following addressees:   251 

In the case of MDOT: 252 

Ms. Kate Sylvester 253 
7201 Corporate Center Drive 254 
P.O. Box 548 255 
Hanover, MD. 21076 256 
 257 

In the case of the City: 258 

Mr. Bill Sterling 259 
125 North Division St.  260 
Salisbury, MD 21801 261 

The next page is the signature page. 262 
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IN WITNESS WHEREOF, the parties here to have executed this Agreement as of the 263 
day and year first above written. 264 

 265 

      MARYLAND DEPARTMENT OF 266 
WITNESS:     TRANSPORTATION 267 
 268 
 269 
      By: 270 
           Leif A. Dormsjo 271 
           Deputy Secretary    272 
 273 
 274 
FUNDS AVAILABLE:   APPROVED AS TO FORM AND 275 

LEGAL SUFFICIENCY: 276 
 277 
 278 
       279 
David L. Fleming, Chief Financial Officer     Assistant Attorney General 280 
Office of Finance        Maryland Department of Transportation 281 
 282 

 283 

WITNESS:     CITY OF SALISBURY, MARYLAND 284 

       285 

 286 

 287 

      By:  288 





ORDINANCE NO.  2258 1 
 2 
AN ORDINANCE OF THE CITY OF SALISBURY TO ELIMINATE OR REDUCE WATER 3 
OR SEWER CHARGES FOR EQUIVALENT DWELLING UNITS (EDUs) IN 4 
ACCORDANCE WITH CHAPTER 13.02 OF THE CITY CODE TO ENCOURAGE 5 
DEVELOPMENT IN THE DOWNTOWN AREA AND THE ENTERPRISE ZONE. 6 
 7 
WHEREAS, Chapter 13.00.070 states that the Council may allow discounts for the 8 
comprehensive connection charges established in this chapter; and  9 
 10 
WHEREAS, the City seeks to encourage development and redevelopment in the Downtown 11 
Development District, the Central Business District, the Riverfront Redevelopment Area, and the 12 
Enterprise Zone; and 13 
 14 
WHEREAS, the City seeks to reduce the capacity fees for eligible development and 15 
redevelopment in the Downtown area by means of an Equivalent Dwelling Unit (EDU) Incentive 16 
Area; and 17 
 18 
WHEREAS, the Director of Public Works made due diligence efforts to notify as many 19 
developers as practical that may be potentially impacted by an EDU Incentive Area; and 20 
 21 
WHEREAS, the Director of Public Works provided the City Council with a recommendation of 22 
the proposed EDU Incentive Area at the May 20, 2013 and June 17, 2013 City Council work 23 
sessions, and the July 22, 2013 City Council legislative meeting. 24 
 25 
NOW THEREFORE, BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF 26 
SALISBURY, MARYLAND that Chapter 13.04 be amended by the addition of Section: 27 
 28 
13.04.110 EDU Incentive Area 29 
 30 
A.  An Equivalent Dwelling Unit (EDU) Incentive Area is established for a period of five years 31 
from the date of final passage of the ordinance.  The incentive shall be reevaluated prior to the 32 
end of the five year period.  Three hundred (300) EDUs are available to be allocated. 33 
 34 
B.  A developer may submit written documentation to the Director of Public Works to establish 35 
eligibility for a project within the EDU Incentive Area if the project meets all of the following 36 
criteria: 37 
 38 

1. The project is within the Downtown Development District, the zoning district entitled the 39 
Central Business District, the Riverfront Redevelopment Area, or in the Enterprise Zone. 40 

2. In the downtown area, the project must be either new development or revitalization of an 41 
existing building. Outside of the downtown area and in the Enterprise Zone, the project 42 
must be a revitalization of an existing building. 43 

3. The project meets the zoning criteria at the time of application. 44 
4. The project does not receive the capacity fee waiver for public sponsored or affordable 45 

housing. 46 
 47 
C.  If eligible, the developer shall comply with the following requirements and submit the 48 
required documentation to the Director of Public Works. 49 
 50 



1. Written requests for EDU allocations will be submitted to the Director of Public Works 51 
for review.  After review, Public Works shall submit the allocation request to the Mayor 52 
for approval.  With the Mayor’s approval, a Resolution will be forwarded to City Council 53 
for its approval. 54 

2. The Resolution for each property will specify that the EDU allocation is valid for two 55 
years, with the option to extend the allocation for two one-year terms if approved in 56 
writing by the Public Works Director prior to expiration of the term. The Public Works 57 
Director may refuse to grant a requested extension if the Public Works Director finds that 58 
the property owner is not making good faith efforts to complete the project. 59 

3. The two-year allocation begins to run from the time of the signing of the Resolution 60 
awarding the EDU allocation. 61 

4. Allocated EDUs are assigned to a project and to the property on which the project is 62 
located, and cannot be transferred by the recipient. 63 

 64 
BE IT FURTHER ORDAINED that this ordinance shall take effect from the date of its final 65 
passage. 66 
 67 
THIS ORDINANCE was introduced and read at a meeting of the Council of the City of Salisbury 68 
held on the ___ day of ________, 2013, and thereafter, a statement of the substance of the 69 
Ordinance having been published as required by law, was finally passed by the Council on the 70 
____ day of _________, 2013. 71 
 72 
 73 
ATTEST 74 
 75 
 76 
             77 
Kimberly R. Nichols, City Clerk     Jacob R. Day, President 78 
        Salisbury City Council 79 
 80 
Approved by me this ___ day of ________________, 2013 81 
 82 
 83 
     84 
James Ireton, Jr. Mayor 85 



memo 

 
 

Salisbury City Council 

To: Members of the City Council  

From: Laura Mitchell 
CC: Mayor Jim Ireton, Kim Nichols, Tom Stevenson 

Date: 8/14/2013 

Re: City Attorney & Clerk Evaluations  

Comments: 
 

Now that the City Attorney and City Clerk have been in their current 
positions for more than a year, it seems appropriate to do performance 
evaluations on each. A summary of the proposed process will be 
presented for discussion at the work session. 
 
Because both positions serve a wide range of City Officials, both elected 
and appointed, it is appropriate to use a 360˚ approach. As such, the 
Mayor, each Council member, the City Administrator, and each 
Department Head will be asked to anonymously complete a survey using a 
numeric rating scale. Chairs of City Boards and Committees that interact 
with or rely on the attorney will also be asked to participate as well.  
 
The statistics for each question (average, median, mode, and range) will 
be compiled confidentially and provided to the Council for review and 
discussion with the City Attorney to aid in setting goals for the future.  



City Attorney 

PERFORMANCE EVALUATION PROCEDURE 

 

Purpose of Evaluation 

The purpose of the performance evaluation process to be conducted by and between the City 
Council and the City Attorney are:  

1. To strengthen the relationship between the Council and Legal Counsel. 
2. To provide a mechanism for regular evaluation. 
3. To consider any performance or project objectives for the Attorney’s office. 
4. To provide feedback to the attorney and identify areas where improvements may be 

needed. 

This process and policy recognizes that Legal Counsel is a private law firm retained by the City 
Council under agreement with the City. Terms of the contractual relationship with Legal 
Counsel may or may not be part of the evaluation process. 

 

Frequency 

The council will evaluate the City Attorney at least annually. The Schedule for the evaluation 
will be established jointly by the Council and the Attorney within 30 days before or after the 
anniversary of the engagement of services with the Attorney.  

 

Evaluation Procedures 

The evaluation procedure provides guidelines for the City Council and the Legal Counsel to use 
in reviewing legal services to the City. 

On an annual interval, the Mayor, each Council member, the City Administrator, and each 
Department Head will be asked to anonymously complete a survey using a numeric rating scale. 
Chairs of City Boards and Committees that interact with or rely upon the advice of the attorney 
will also be asked to participate as well. 

The statistics for each response (average, median, mode, and range) will be compiled 
confidentially and provided to the Council for review. The Council will meet in closed session to 
discuss the Attorney’s performance. The Council will then conduct a closed session evaluation 
with the City Attorney to discuss all related Legal Counsel services, performance issues and 
objectives. The Council may direct that the performance evaluation and any subsequent actions 
be placed in the City Attorney’s contract or vendor file.   



City Clerk 

PERFORMANCE EVALUATION PROCEDURE 

 

Purpose of Evaluation 

The purpose of the performance evaluation process to be conducted by and between the City 
Council and the City Clerk are:  

1. To strengthen the relationship between the Council and the City Clerk. 
2. To provide a mechanism for regular evaluation. 
3. To consider any performance or project objectives for the City Clerk’s office. 
4. To provide feedback to the clerk and identify areas where improvements may be 

needed. 

 

Frequency 

The council will evaluate the City Clerk at least annually. The Schedule for the evaluation will be 
established jointly by the Council and the City Clerk within 30 days before or after the 
anniversary of the appointment to the position of City Clerk.  

 

Evaluation Procedures 

The evaluation procedure provides guidelines for the City Council and the City Clerk to use in 
reviewing quality of services to the City by the City Clerk. 

On an annual interval, the Mayor, each Council member, the City Administrator, and each 
Department Head will be asked to anonymously complete a survey using a numeric rating scale.  

The statistics for each response (average, median, mode, and range) will be compiled 
confidentially and provided to the Council for review. The Council will meet in closed session to 
discuss the City Clerk’s performance. The Council will then conduct a closed session evaluation 
with the City Clerk to discuss all related services, performance issues and objectives. The 
Council may direct that the performance evaluation and any subsequent actions be placed in 
the City Clerk’s employee file.  

 


	Agenda - 9-3-13 - Note: no material attached for 4:30 p.m. - 4:45 p.m. topics 
	5:00 p.m. -  Rivers Edge PILOT

	5:25 p.m. - Accepting grant for Rain Barrels

	5:40 p.m. -  Res. of Support - CP&P Funding App. - Salis. Skatepark, Phase II 
	5:55 p.m. - Proposal-Reorg. Int. Srvcs. Dept. 
	6:25 p.m. - Stormwater Utility Feasibility Study

	6:40 p.m. - MOU with DOT for NE Collector Hike & Bike Path - Phase II

	7:00 p.m. -  Ord. No. 2258 - EDU Incentive Zone

	7:15 p.m. - City Atty/City Clrk evaluations



