MARYLAND

SALISBURY CITY COUNCIL
WORK SESSION AGENDA
DECEMBER 16, 2013
COUNCIL CHAMBERS, ROOM 301
GOVERNMENT OFFICE BUILDING

Closed Session —1:30 p.m.

Vote to convene in Closed Session for the purpose of discussing a personnel matter (City Clerk
evaluation) in accordance with the Annotated Code of Maryland 810-508(a)(1)(i).

Special Meeting — 2:00 p.m.

Ordinance No. 2273 — 2" reading — to authorize and empower City of Salisbury (the “City”) to issue
and sell from time to time, upon its full faith and credit, General Obligation Bonds in one or more
series in an aggregate principal amount not to exceed three million one hundred seventy-eight
thousand dollars ($3,178,000.00), the proceeds of the sale thereof to be used and applied for the
public purpose of financing, reimbursing or refinancing costs (as defined herein, which include
issuance costs and capitalized interest) of the public purpose projects identified herein as: Riverwalk,
Mainstreet Master Plan, Coty Cox drainage improvements, and Germania Circle

Resolution No. 2358 - to approve the terms and conditions for the General Obligation Bond of 2013

Work Session — following adjournment of the Special Meeting

2:15 p.m. Establishing a Stormwater Utility — Michael Moulds

2:45 p.m. Records Retention Policy — Tom Stevenson/Bill Garrett

3:00 p.m. Foreclosure Task Force Resolution — Tom Stevenson/Cheryl Meadows/Brandon
Brittingham

3:30 p.m. Pay for Elected Officials — Council discussion

4:00 p.m. General Discussion

4:15 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: December 11, 2013 (Revised 12/13/13- revision in italics)
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CITY COUNCIL L1
SPECIAL MEETING AGENDA
December 16, 2013 2:00 p.m.
Government Office Building Room 301

Times shown for agenda items are estimates only.

2:00 p.m. CALL TO ORDER

2:01 p.m. WELCOME/ANNOUNCEMENTS

2:03 p.m. ORDINANCE - City Attorney Mark Tilghman
e Ordinance No. 2273 — 2" reading - to authorize and empower City of

Salisbury (the “City”) to issue and sell from time to time, upon its full faith
and credit, General Obligation Bonds in one or more series in an aggregate
principal amount not to exceed three million one hundred seventy-eight
thousand dollars ($3,178,000.00), the proceeds of the sale thereof to be used
and applied for the public purpose of financing, reimbursing or refinancing
costs (as defined herein, which include issuance costs and capitalized interest)
of the public purpose projects identified herein as: Riverwalk, Mainstreet
Master Plan, Coty Cox drainage improvements and Germania Circle

RESOLUTION - Interim City Administrator Tom Stevenson
e Resolution No. 2358 — approving the terms and conditions for the General
Obligation Bond of 2013

2:08 p.m. ADJOURNMENT

Copies of the agenda items are available for review
in the City Clerk’s Office
Room 305 - City/County Government Office Building
410-548-3140
or
on the City’s web site
www.ci.salisbury.md.us

City Council meetings are conducted in open session unless
otherwise indicated. All or part of the Council’s meetings can
be held in closed session under the authority of the Maryland

Open Meetings Law, Annotated Code of Maryland 10-508(a), by vote of th
City Council.

Note: The December 23, 2013 Legislative Session has been cancelled
Proposed agenda items for January 13, 2014 (subject to change)

e Public Hearing/Ordinance No. 2272 - 2" reading - rezoning property (former Linens of the Week property) located
on the Northerly side of Anne Street and on both sides of Short Street from General Commercial to R-5a
Residential

e  Public Hearing/Resolution No. 2356 - approving the Merritt Mill Road/Smith Annexation and establishing a date
for the public hearing

e  Public Hearing/Resolution No. 2357 - approving the Merritt Mill Road/Smith Annexation plan

Posted: December 11, 2013 (Revised 12/13/13 — revision in italics)
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Ordinance No. 2273

AN ORDINANCE OF THE CITY OF SALISBURY TO AUTHORIZE AND EMPOWER CITY
OF SALISBURY (THE “CITY”) TO ISSUE AND SELL FROM TIME TO TIME, UPON ITS
FULL FAITH AND CREDIT, GENERAL OBLIGATION BONDS IN ONE OR MORE SERIES
IN AN AGGREGATE PRINCIPAL AMOUNT NOT TO EXCEED THREE MILLION ONE
HUNDRED SEVENTY-EIGHT THOUSAND DOLLARS ($3,178,000.00), THE PROCEEDS OF
THE SALE THEREOF TO BE USED AND APPLIED FOR THE PUBLIC PURPOSE OF
FINANCING, REIMBURSING OR REFINANCING COSTS (AS DEFINED HEREIN, WHICH
INCLUDE ISSUANCE COSTS AND CAPITALIZED INTEREST) OF THE PUBLIC PURPOSE
PROJECTS IDENTIFIED HEREIN AS: RIVERWALK, MAINSTREET MASTER PLAN, COTY
COX DRAINAGE IMPROVEMENTS, AND GERMANIA CIRCLE; SPECIFYING THE
MAXIMUM PRINCIPAL AMOUNT OF THE BONDS OR BOND ANTICIPATION NOTES
PROVIDED FOR HEREIN TO BE ALLOCATED TO EACH SUCH PROJECT, SUBJECT TO
REALLOCATION BY THE CITY IN ACCORDANCE WITH APPLICABLE BUDGETARY
PROCEDURES OR LAW; PROVIDING FOR THE ADOPTION OF A RESOLUTION OR
RESOLUTIONS OF THE COUNCIL TO DETERMINE, APPROVE OR PROVIDE FOR
VARIOUS MATTERS RELATING TO THE AUTHORIZATION, SALE, SECURITY,
ISSUANCE, DELIVERY, PAYMENT AND REDEMPTION OF AND FOR EACH SERIES OF
THE BONDS; AUTHORIZING AND EMPOWERING THE COUNCIL TO PROVIDE BY
RESOLUTION FOR THE ISSUANCE AND SALE FROM TIME TO TIME OF ONE OR MORE
SERIES OF GENERAL OBLIGATION BOND ANTICIPATION NOTES IN AN AGGREGATE
PRINCIPAL AMOUNT NOT TO EXCEED THREE MILLION ONE HUNDRED SEVENTY-
EIGHT THOUSAND DOLLARS ($3,178,000.00), PRIOR TO AND IN ANTICIPATION OF
THE ISSUANCE OF ANY OF THE BONDS AUTHORIZED HEREBY, IN ORDER TO
FINANCE OR REIMBURSE PROJECT COSTS ON AN INTERIM BASIS; AUTHORIZING
AND EMPOWERING THE COUNCIL TO PROVIDE BY RESOLUTION FOR THE
ISSUANCE AND SALE FROM TIME TO TIME OF ONE OR MORE SERIES OF GENERAL
OBLIGATION BONDS IN ORDER TO REFUND ANY OF THE BONDS ISSUED PURSUANT
TO THE AUTHORITY OF THIS ORDINANCE (INCLUDING PAYING ISSUANCE COSTS
AND INTEREST ON SUCH REFUNDING BONDS), PROVIDED THAT, THE AGGREGATE
PRINCIPAL AMOUNT OF ANY SUCH ISSUE OF REFUNDING BONDS SHALL NOT
EXCEED ONE HUNDRED THIRTY PERCENT (130%) OF THE AGGREGATE PRINCIPAL
AMOUNT OF THE BONDS REFUNDED THEREFROM; PROVIDING FOR THE LEVY AND
COLLECTION OF AD VALOREM TAXES SUFFICIENT FOR, AND PLEDGING THE FULL
FAITH AND CREDIT AND UNLIMITED TAXING POWER OF THE CITY TO, THE PROMPT
PAYMENT OF THE PRINCIPAL OF AND INTEREST ON EACH SERIES OF THE BONDS,
THE BOND ANTICIPATION NOTES AND THE REFUNDING BONDS AUTHORIZED
HEREBY (THE “OBLIGATIONS”); PROVIDING THAT THE PRINCIPAL OF AND
INTEREST ON EACH SERIES OF SUCH OBLIGATIONS ALSO MAY BE PAID FROM ANY
OTHER SOURCES OF REVENUE LAWFULLY AVAILABLE TO THE CITY FOR SUCH

Underlining . Indicates material added by amendment after introduction
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PURPOSE; PROVIDING THAT CERTAIN ACTIONS MAY BE TAKEN OR PROVIDED FOR
BY RESOLUTION IN CONNECTION WITH THE REISSUANCE OF ANY OBLIGATION;
PROVIDING THAT ANY OF THE OBLIGATIONS AUTHORIZED HEREBY MAY BE
CONSOLIDATED WITH ANY BONDS, BOND ANTICIPATION NOTES AND/OR
REFUNDING BONDS AUTHORIZED BY THE COUNCIL AND ISSUED AS A SINGLE
SERIES OF BONDS, BOND ANTICIPATION NOTES AND/OR REFUNDING BONDS;
AUTHORIZING AND DIRECTING OFFICIALS AND EMPLOYEES OF THE CITY TO TAKE
ANY AND ALL ACTION NECESSARY TO COMPLETE AND CLOSE THE SALE AND
DELIVERY OF THE OBLIGATIONS; PROVIDING THAT THIS TITLE SHALL BE DEEMED
A STATEMENT OF THE SUBSTANCE OF THIS ORDINANCE FOR ALL PURPOSES; AND
OTHERWISE GENERALLY RELATING TO THE ISSUANCE, SALE, DELIVERY AND
PAYMENT OF THE OBLIGATIONS.

RECITALS

WHEREAS, City of Salisbury, a municipal corporation of the State of Maryland (the
“City”), is authorized and empowered by Sections 19-301 through 19-309, inclusive, of the Local
Government Article of the Annotated Code of Maryland (previously codified as Sections 31 to 37,
inclusive, of Article 23A of the Annotated Code of Maryland), as replaced, supplemented or
amended (the “Enabling Act”), and Sections SC7-45 and SC7-46 of the Charter of the City of
Salisbury, as published in Municipal Charters of Maryland, Volume 7, 2008 Replacement Edition,
as replaced, supplemented or amended (the “Charter”), to borrow money for any proper public
purpose and to evidence such borrowing by the issuance and sale of its general obligation bonds;
and

WHEREAS, the City has determined to undertake the public purpose projects identified in
Section 3 of this Ordinance; and

WHEREAS, the City has determined to authorize the issuance from time to time of one or
more series of its general obligation bonds in order to finance, reimburse or refinance all or a
portion of the costs of any of the public purpose projects identified in Section 3 of this Ordinance;
and

WHEREAS, prior to issuing one or more series of the bonds authorized hereby, the City
may need to obtain interim financing in order to finance or reimburse applicable project costs on a
timely basis through the issuance from time to time of general obligation bond anticipation notes in
one or more series pursuant to the authority of Sections 19-211 through 19-223, inclusive, of the
Local Government Article of the Annotated Code of Maryland (previously codified as Section 12 of
Acrticle 31 of the Annotated Code of Maryland), as replaced, supplemented or amended (the “Bond
Anticipation Note Enabling Act”); and
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WHEREAS, subsequent to the issuance of any bonds provided for herein, the City may
desire to refund or advance refund all or a portion of such bonds through the issuance from time to
time of one or more series of its general obligation refunding bonds pursuant to the authority of
Section 19-207 of the Local Government Article of the Annotated Code of Maryland (previously
codified as Section 24 of Article 31 of the Annotated Code of Maryland), as replaced, supplemented
or amended (the “Refunding Act”); and

WHEREAS, the City has determined to pledge its full faith and credit and unlimited taxing
power to the prompt payment of debt service on any bonds, bond anticipation notes or refunding
bonds authorized hereby and

WHEREAS, although Section SC7-46.E of the Charter provides that the City shall
determine the manner of selling any bonds, notes or other evidences of indebtedness by resolution,
it is the expectation of the Council of the City (the “Council”) that, as authorized by such Section of
the Charter, the Bond Anticipation Note Enabling Act and the Refunding Act, as applicable, each
series of the bonds, the bond anticipation notes and the refunding bonds authorized hereby shall be
sold by private (negotiated) sale unless the Council determines otherwise by resolution; and

WHEREAS, the City shall issue any bonds, bond anticipation notes or refunding bonds
authorized hereby in accordance with the terms and conditions provided for in a resolution or
resolutions to be adopted by the Council pursuant to the authority of the Charter, this Ordinance and
other applicable law.

SECTION 1. NOW, THEREFORE BE IT ORDAINED BY THE CITY COUNCIL OF
THE CITY OF SALISBURY, MARYLAND that (a) the Recitals to this Ordinance are deemed a
substantive part of this Ordinance and incorporated by reference herein. Capitalized terms used in
the Sections of this Ordinance and not defined herein shall have the meanings given to such terms in
the Recitals.

(b) References in this Ordinance to any official by title shall be deemed to refer (i) to
any official authorized under the Charter or other applicable law to act in such titled official’s stead
during the absence or disability of such titled official, (ii) to any person who has been elected,
appointed or designated to fill such position in an acting capacity under the Charter or other
applicable law, (iii) to any person who serves in a “Deputy” or “Assistant” capacity as such an
official, provided that the applicable responsibilities, rights or duties referred to herein have been
delegated to such deputy or assistant in accordance with applicable law or authority, and/or (iv) to
the extent an identified official commonly uses another title not provided for in the Charter or the
code of ordinances of the City (the “City Code”), the official, however known, who is charged
under the Charter, the City Code or other applicable law or authority with the applicable
responsibilities, rights or duties referred to herein.

Underlining . Indicates material added by amendment after introduction
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SECTION 2. BE IT FURTHER ORDAINED that pursuant to the authority of the
Enabling Act and the Charter, the City hereby determines to borrow money and incur indebtedness
from time to time for the public purpose of financing, reimbursing or refinancing the costs (as
defined in Section 3(b) hereof) of any of the Projects identified in Section 3(b) hereof.

SECTION 3. BE IT FURTHER ORDAINED that (a) to evidence the borrowing and
indebtedness authorized in Section 2 of this Ordinance, the City, acting pursuant to the authority of
the Enabling Act and the Charter, hereby determines to issue and sell from time to time, in one or
more series, upon its full faith and credit, its general obligation bonds in an aggregate principal
amount not to exceed Three Million One Hundred Seventy-eight Thousand Dollars ($3,178,000.00)
(collectively, the “Bonds™). Any series of the Bonds may be issued as one or more bonds and any
such bond may be issued in installment form and/or draw-down form.

(b) With respect to the projects listed below, the word “costs” as used in Section 2
hereof shall include, as applicable, land and right-of-way acquisition and development; site and
utility improvements; acquisition, construction, expansion, demolition, reconstruction, replacement,
renovation, rehabilitation, improvement, installation, furnishing and equipping activities and
expenses, and related or similar costs; planning, design, engineering, architectural, feasibility,
inspection, construction management, surveying, permitting, financial and legal expenses, and
related or similar costs; costs of issuance (which may include costs of bond insurance or other credit
or liquidity enhancement); interest during construction and for a reasonable period thereafter
(whether or not expressly so stated); and any such costs that may represent the City’s share or
contribution to the financing, reimbursement or refinancing of any such project. The total Bond (or
BANS, as identified in Section 6 hereof) funds to be appropriated or applied to the costs of such
projects (exclusive of any premium realized upon sale or investment earnings that may be applied
for such purposes) shall be allocated among the following public purpose projects in the maximum
principal amount set forth opposite each, except as otherwise herein provided:

Project Name Maximum Principal Amount
1. | Riverwalk $1,600,000.00
2. | Mainstreet Master Plan 268,000.00
3. | Coty Cox Drainage Improvements 1,200,000.00
4. | Germania Circle 110,000.00
TOTAL $3,178,000.00

The projects and costs of issuance identified in items 1-4 above are collectively referred to herein as
the “Projects”. The City, without notice to or the consent of any registered owners of the Bonds (or
the registered owners of any of the BANSs, as applicable), may reallocate the maximum principal
amount of the Bonds (and of any of the BANSs, as applicable) to be spent among any of the Projects
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identified herein in compliance with applicable budgetary procedures or applicable law, including,
to the extent applicable, by resolution. Further, it is the intention of the Council that proceeds of the
Bonds (or of any of the BANs, as applicable) may be spent on any applicable costs (as defined
above) relating to the Projects identified in items 1-4 above.

(© In the event the City issues any series of the BANs pursuant to Section 6 of this
Ordinance, proceeds of the Bonds of any series in anticipation of which such BANs were issued
may also be applied to prepay or pay principal, premium and/or interest on such series of the BANs
in accordance with the Bond Anticipation Note Enabling Act, and such application shall be deemed
the payment of “costs” for purposes of this Ordinance.

SECTION 4. BE IT FURTHER ORDAINED that the proceeds of the Bonds shall be used
and applied by the City exclusively and solely for the public purposes described in Section 3 of this
Ordinance, unless a supplemental ordinance is enacted by the Council to provide for the use and
application of such proceeds for some other proper public purpose authorized by the Enabling Act,
the Charter or other applicable law.

SECTION 5. BE IT FURTHER ORDAINED that pursuant to the authority of the Enabling
Act, the Charter and this Ordinance, the Council, prior to the issuance, sale and delivery of each
series of the Bonds, shall adopt a resolution or resolutions (in each such case and, collectively, the
“Resolution”) specifying, prescribing, determining, providing for or approving such matters, details,
forms (including, without limitation, the complete forms of the Bonds of such series), documents or
procedures as may be required by the Enabling Act, the Charter or this Ordinance or as the Council
may deem appropriate for the authorization, sale, security, issuance, delivery, payment, prepayment
or redemption of or for such series of the Bonds. The Resolution shall set forth, determine or
provide for the determination of, provide for, or approve or provide for the approval of, among
other matters, as applicable, the designation of such series of the Bonds; the date of issue of such
series of the Bonds; the aggregate principal amount of such series of the Bonds; the denominations
of such series of the Bonds; the maturity or maturities of such series of the Bonds; the principal
installment or installments payable on such series of the Bonds; the rate or rates of interest, or the
method of determining the rate or rates of interest, payable on such series of the Bonds, which may
be fixed or variable; provisions for the payment of late fees and/or additional interest or penalties
payable on the Bonds of such series or adjustments to interest rates in appropriate circumstances;
the purchase price for such series of the Bonds or the method of determining the purchase price;
provisions relating to the prepayment or redemption of such series of the Bonds at the City’s option
or by mandatory sinking fund payments; provisions allowing the registered owners of such series of
the Bonds to put or cause the prepayment or redemption of the same at their option; the manner of
selling such series of the Bonds, which may be by private (negotiated) sale without advertisement or
solicitation of competitive bids or at public sale after publication or dissemination of the notice of
sale, and all matters in connection therewith; the specific Projects the costs of which are to be
financed, reimbursed or refinanced from proceeds of such series of the Bonds; provisions for the
appropriation, disposal and investment of proceeds of such series of the Bonds; provisions for the
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application of unexpended proceeds, any premium paid upon sale or investment earnings on
proceeds of such series of the Bonds, which may include, without limitation, on costs of the Projects
or on debt service payable on such series of the Bonds; certifications, representations,
determinations, designations or elections relating to the tax-exempt or taxable status of interest
payable on such series of the Bonds; and all other terms and conditions pursuant to which such
series of the Bonds will be issued, sold and delivered, including, without limitation, any
determinations to be made by resolution as required by Charter Section SC7-46.A. Among other
matters, the Council, pursuant to the Resolution, may authorize, approve or otherwise provide for (i)
any commitment fee or similar fee and any other costs payable in connection with any series of the
Bonds, (ii) the obtaining of credit enhancement or liquidity enhancement for any series of the Bonds
(and the execution and delivery of any agreements or documents relating thereto), and (iii) any other
agreements necessary to enhance the marketability of or as security for any series of the Bonds,
including (without limitation) any continuing disclosure undertaking required to satisfy the
requirements of Securities and Exchange Commission Rule 15c¢2-12. Any Resolution may
determine the matters identified in this Section 5 for more than one series of the Bonds.

SECTION 6. BE IT FURTHER ORDAINED that (a) pursuant to the authority of the
Bond Anticipation Note Enabling Act and the Charter, the City is hereby authorized and
empowered to issue and sell, upon its full faith and credit, its general obligation bond anticipation
notes in one or more series from time to time in an aggregate principal amount not to exceed
Three Million One Hundred Seventy-eight Thousand Dollars ($3,178,000.00) (collectively, the
“BANS”), prior to and in anticipation of the sale of any series of the Bonds, for the public purpose
of financing or reimbursing costs of the Projects on an interim basis. Any such series of the BANs
may consist of one or more notes and any note may be issued in installment form and/or draw-down
form. Prior to the issuance, sale and delivery of each series of the BANSs, the Council shall adopt a
resolution or resolutions pursuant to the authority of the Bond Anticipation Note Enabling Act, the
Charter and this Ordinance authorizing such series of the BANs and specifying, prescribing,
determining or providing for the determination of, providing for, or approving or providing for the
approval of, with respect to such series of the BANSs, the same types of matters, details, forms,
documents or procedures and determinations specified to be made or addressed in Section 5 hereof
with respect to each series of the Bonds, to the extent applicable with respect to such series of the
BANSs, and as otherwise may be authorized or required by applicable law.

(b) As authorized by the Bond Anticipation Note Enabling Act, by resolution the
Council may provide for the renewal of any series of the BANs at maturity with or without resale,
together with any amendments or modifications to such series of the BANs and any related
documentation.

SECTION 7. BE IT FURTHER ORDAINED that pursuant to the authority of the
Refunding Act and the Charter, the City is hereby authorized and empowered to issue and sell,
upon its full faith and credit, its general obligation refunding bonds in one or more series from
time to time (collectively, the “Refunding Bonds”), for the purpose of refunding or advance
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refunding any of the Bonds authorized hereby, including the payment of any prepayment or
redemption premium and any interest accrued or to accrue to the date of prepayment,
redemption, purchase or maturity of the Bonds to be refunded, paying costs and expenses in
connection with the issuance, sale and delivery of such series of the Refunding Bonds, and, to
the extent determined by the Council by resolution, paying interest on such series of the
Refunding Bonds, for the public purpose of realizing savings to the City in the aggregate cost of
debt service on either a direct comparison or present value basis or in order to accomplish any
debt restructuring or other purpose that is permitted by applicable law; provided that, the
aggregate principal amount of any series of the Refunding Bonds shall not exceed one hundred
thirty percent (130%) of the aggregate principal amount of the Bonds refunded therefrom. Any
such series of the Refunding Bonds may consist of one or more bonds and any bond may be issued
in installment form and/or draw-down form. Prior to the issuance, sale and delivery of each series
of the Refunding Bonds, the Council shall adopt a resolution or resolutions authorizing such
series of the Refunding Bonds and specifying, describing, determining or providing for the
determination of, providing for, or approving or providing for the approval of, with respect to
such series of the Refunding Bonds, the same types of matters, details, forms, documents,
procedures and determinations specified to be made or addressed in Section 5 hereof with respect
to each series of the Bonds, to the extent applicable to such series of the Refunding Bonds, and
as otherwise may be authorized or required by applicable law, including the purposes of the
Refunding Act to be achieved by the issuance of such series of the Refunding Bonds.

SECTION 8. BE IT FURTHER ORDAINED that (a) for the purpose of paying the
principal of and interest on the Bonds, the BANs and the Refunding Bonds (individually or
collectively, the “Obligations”) when due, the City shall levy or cause to be levied, for each and
every fiscal year during which any series of the Obligations may be outstanding, ad valorem taxes
upon all real and tangible personal property within its corporate limits subject to assessment for
unlimited municipal taxation in rate and amount sufficient to provide for the prompt payment, when
due, of the principal of and interest on such series of the Obligations in each such fiscal year. If the
proceeds from the taxes so levied in any such fiscal year are inadequate for such payment,
additional taxes shall be levied in the succeeding fiscal year to make up such deficiency.

(b) The full faith and credit and unlimited taxing power of the City are hereby
irrevocably pledged to the prompt payment of the principal of and interest on each series of the
Obligations as and when they become due and payable and to the levy and collection of the taxes
hereinabove described as and when such taxes may become necessary in order to provide sufficient
funds to meet the debt service requirements of such series of the Obligations. The City hereby
covenants and agrees with the registered owners, from time to time, of each series of the
Obligations to levy and collect the taxes hereinabove described and to take any further action that
may be lawfully appropriate from time to time during the period that such series of the Obligations
remains outstanding and unpaid to provide the funds necessary to pay promptly the principal thereof
and the interest due thereon.
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(© The foregoing provisions shall not be construed so as to prohibit the City from
paying the principal of and interest on any series of the Obligations from the proceeds of the sale of
any other obligations of the City or from any other funds legally available for that purpose
(including, without limitation, (i) with respect to the BANSs, from the proceeds of the Bonds and (ii)
with respect to the Bonds, from the proceeds of the Refunding Bonds). Within any applicable
limitations of Maryland or federal law (including without limitation, the Internal Revenue Code of
1986, as amended, and the U.S. Treasury Regulations promulgated thereunder), the City may apply
to the payment of the principal of or interest on any series of the Obligations any funds received by
it from the State of Maryland or the United States of America, or any governmental agency or
instrumentality, or from any other source, if such funds are granted or paid to the City for the
purpose of assisting the City in the types of projects which the Obligations of such series are issued
to finance, reimburse or refinance or are otherwise available for such purpose, and to the extent of
any such funds received or receivable in any fiscal year, the taxes hereby required to be levied may
be reduced proportionately.

SECTION 9. BE IT FURTHER ORDAINED that by resolution, the Council may make any
appropriate arrangements (including, without limitation, by authorizing one or more appropriate
officials to make any elections, designations, determinations or filings on the City’s behalf) in the
event any right of the registered owner of an Obligation to put or cause the prepayment or
redemption of such Obligation at its option, or any change in the interest rate of an Obligation, or
any other modification to an Obligation could lead to a reissuance of such Obligation for purposes
of the Internal Revenue Code of 1986, as amended, and the U.S. Treasury Regulations promulgated
thereunder.

SECTION 10. BE IT FURTHER ORDAINED that by resolution, the Council may
determine that any of the Bonds, the BANs or the Refunding Bonds authorized hereby may be
consolidated with any bonds, bond anticipation notes and/or refunding bonds authorized by the
Council and issued as a single series of bonds, bond anticipation notes and/or refunding bonds.

SECTION 11. BE IT FURTHER ORDAINED that the Mayor, the City Administrator, the
Director of Internal Services, the City Clerk and all other appropriate officials and employees of the
City are hereby authorized and directed to take any and all action necessary to complete and close
the sale and delivery of the Bonds, the BANSs or the Refunding Bonds and to approve, execute and
deliver all documents, certificates and instruments necessary or appropriate in connection therewith.

SECTION 12. BE IT FURTHER ORDAINED that the title of this Ordinance shall be
deemed to be, and is, a statement of the substance of this Ordinance for publication and all other
pUrposes.

SECTION 13. BE IT FURTHER ORDAINED that this Ordinance shall become effective
following approval by the Mayor or subsequent passage by the Council in accordance with the
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provision of Section SC2-12 of the Charter. Pursuant to Charter Section SC2-16, this Ordinance
shall not be subject to petition for referendum.

THIS ORDINANCE was introduced and read at a meeting of the Council of the City of Salisbury
held on the 9™ day of December, 2013, and thereafter, a statement of the substance of this
Ordinance having been published as required by law, was finally passed by the Council

[as introduced] [as amended] [CHECK APPLICABLE LINE] on the
day of , 2013.
ATTEST:
Kimberly R. Nichols, City Clerk Jacob R. Day, City Council President
APPROVED BY ME THIS DAY OF , 2013:

James Ireton, Jr., Mayor

#158970;58111.029
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Salisbury

All-America City

|

2010

JAMES IRETON, JR. 125 NORTH DIVISION STREET

MAYOR SALISBURY, MARYLAND 21801
Tel: 410-334-3028
TOM STEVENSON Fax: 410-548-3192

INTERIM CITY ADMINISTRATOR

MARYLAND KEITH A. CORDREY
DIRECTOR OF INTERNAL SERVICES
To: Tom Stevenson, Interim City Administrator
From: Keith Cordrey, Director of Internal Services y)(/
Date: December 12,2013

Re: Bond Solicitation Responses and Bond Resolution

On November 20" 2013 the city entered into an agreement with Davenport & Company
LLC to issue an RFP for a General Obligation Bond up to the amount of $ 3,178,000. The
City received five responses from the RFP issued by Davenport. Please see the attached
sheet titled “Bond Qualified General Obligation Bond of 2013” that summarizes the interest
rates and terms and conditions from each bank. We recommend council approve our
recommendation to select Hebron Savings Bank (HSB). The HSB proposal has the lowest
interest rate of all other bidders except for the Bank of America Merrill Lynch (BOA). While
BOA proposed a lower rate, they were not recommended for the following reasons:

1. The BOA bid included a 9.5 year term vs. the city’s requested 15 year term.

2. The BOA lower interest rate results in total debt service over the life of the loan (380k
less than HSB) but the annual debt service during the term would be 111.5k more due
to the shorter term.

3. BOA’s quote rate was as of December 10 and is subject to be reset two days prior to
closing.

4. BOA terms do not permit redemption prior to maturity date.

5. The BOA interest rate is subject to a tax gross-up in the event that a Determination of
Taxability occurs.

Assuming the issuance of the full amount of $3,178,000, the level debt service will cost the
City approximately $262,823 per year in principal and interest payments.

Attached please find attached:
e the resolution that will set all terms and conditions for this General Obligation bond,
e Bullet points prepared by Lindsey our bond counsel

If you have any further questions, please let me know.



Purpose:
Security:
Amount:

Term:

Interest Rate:

Interest Rate Reset:

Bank Closing Costs:

Prepayment Provisions:

New Money for Capital Projects

General Obligation Pledge
$3,178,000

9.5 Years

2.29%

None.

Legal Fee not to exceed $3,500.

Not subject to redemption prior to maturity date.

City of Salisbury, Maryland

Bank Qualified General Obligation Bond of 2013

Summary of Proposals Received

B&T

New Money for Capital Projects
General Obligation Pledge
$3,178,000

Option One: 10 Years
Option Two: 15 Years

Option One: 2.34%
Option Two: 3.04%

None.

$3,900 Legal Fee.

Prepayment in whole on an anniversary date with a 1% penalty
for the first ten years then callable at par thereafter.

New Money for Capital Projects
General Obligation Pledge
Up to $3,178,000

15 Years

2.96%

None.

None.

Prepayment may be made in whole or in part without penalty.
Any partial prepayment will be applied first to the payment of
interest and then to unpaid principal.

PNC

New Money for Capital Projects
General Obligation Pledge
Up to $3,178,000

15 Years

3.44%

On July 1, 2024, the Bank will have the option to reset the annual
interest rate for the then-remaining term to a rate that the bank
determines in its sole discretion.

$2,500 Legal Fee.

Prepayment in whole or in part at anytime subject to a "Cost of
Prepayment"” (i.e. make whole) penalty.

SunTrust Bank

New Money for Capital Projects
General Obligation Pledge
Up to $3,178,000

15 Years

With Fee Opportunity: 3.04%
Without Fee Opportunity: 3.12%

None.

$3,000 Bank Fee and $3,00 Legal Fee.

Prepayment in whole or in part at any time with 5 days written notice.

Accept By: Not Specified. 12/20/2013 Not Specified. 12/19/2013 12/23/2013
Close By: 12/30/2013 1/24/2014 12/31/2013 12/23/2013 12/30/2013
. Option One: $358,279 With Fee Opportunity: $264,289
: @ 74,344 262,823 271,732
Annual Debt Service: 8 Option Two: $272,651 g $ Without Fee Opportunity: $265,808
. Option One: $3,582,785 With Fee Opportunity: $3,958,529
.2
Total Debt Service: $3,556,272 $3,937,150 N/A Without Fee Opportunity: $3,980,443

Option Two: $3,953,432

Other Notes/Information:

2.29% interest rate is an indicative quote as of December 10;

the actual interest rate shall be set two days prior to closing.

The interest rate is subject to a 3% increase in the event of a

payment default. The interest rate is subject to a tax gross-up
in the event that a Determination of Taxability occurs.

Bond proceeds shall be deposited in a project fund account
with BB&T.

The City is responsible for paying or reimbursing the Bank for
fees and expenses of its counsel in the event of a post-closing
dispute concerning the Bond. Interest will be calculated on a

365/365 basis.

The Bank will have a put option on July 1, 2024. The City will be
required to maintain a minimum Baa3/BBB- general obligation public
investment grade rating (rating falling below this level with 2 of 3
rating agencies is an event of default). The City shall pay the Bank
under customary yield protection provisions additional amounts that
will compensate the Bank in the event they become subject to legal,
capital or reserve requirements. The City must waiver a jury trial.

Fee Opportunity refers to SunTrust's procurement card technology that
the City shall consider within 90 days of the award of the financing.
Yield Maintenance Language that specifies the interest rate takes into
consideration a marginal maximum federal corporate tax rate of 35%
and in the event of a decrease in this tax rate, the Bank will adjust the
interest rate upwards in order to maintain the same after tax yield. Ifa
determination of taxability event occurs, the rate will also be adjusted
upwards to a rate determined necessary to maintain the same after-tax
yield.

(1) Annual debt service figures are shown assuming a par amount of $3,178,000 and are an average based on the term of the financing. For Bank of America Merrill Lynch and BB&T, debt service figures are shown from the amortization schedules provided in the respective proposals.
(2) Total debt service figures are shown assuming a par amount of $3,178,000. For Bank of America Merrill Lynch and BB&T, debt service figures are shown from the amortization schedules provided in the respective proposals. For PNC Bank, no total is shown due to rate reset/put feature.

All proposals are subject to the

of mutually sati y

and final terms between the City and the Bank.

This summary is not intended to be an all-inclusive list of the terms/conditions provided by each Bank. Please see the individual Bank responses for further details.

Prepared by Davenport & Company LLC

Tuesday, December 10, 2013



Disclaimer

The U.S. Securities and Exchange Commission (the “SEC”) has clarified that a broker, dealer or municipal securities dealer engaging in municipal advisory activities outside the scope of
underwriting a particular issuance of municipal securities should be subject to municipal advisor registration. Davenport & Company LLC (“Davenport™) has registered as a municipal advisor
with the SEC. As a registered municipal advisor Davenport may provide advice to a municipal entity or obligated person. When acting as a registered municipal advisor Davenport is a
fiduciary required by federal law to act in the best interest of a municipal entity or obligated person without regard to its own financial or other interests, except when Davenport acts as an
underwriter, as noted below, or as a registered investment advisor. If and when an issuer engages Davenport to provide financial advisory or consultant services with respect to the issuance of
municipal securities, Davenport is obligated to evidence such a financial advisory relationship with a written agreement. As a financial advisor, Davenport’s fiduciary obligations to the issuer
are the same as those of a registered municipal advisor.

However, should an issuer choose to consider Davenport as an underwriter, under the Municipal Securities Rulemaking Board (“MSRB”) Rule G-17 Davenport is obligated to disclose that the
underwriter’s primary role is to purchase securities with a view to distribution in an arm’s length commercial transaction with the issuer and the underwriter has financial and other interests that
differ from those of the issuer; unlike a municipal advisor, the underwriter does not have a fiduciary duty to the issuer under the federal securities laws and is, therefore, not required by federal
law to act in the best interest of the issuer without regard to its own financial or other interests; the underwriter has a duty to purchase securities from the issuer at a fair and reasonable price,
but must balance that duty with its duty to sell municipal securities to investors at prices that are fair and reasonable; the underwriter will review the official statement of the issuer’s securities
in accordance with, and as part of, its responsibilities to investors under the federal securities laws, as applied to the facts and circumstances of the transaction. Rule G-17 also requires an
underwriter to deal fairly at all times with both municipal issuers and investors. The SEC has clarified that in order for a person to serve as an underwriter with respect to an issuance of
municipal securities there must be a relationship to a particular transaction.

Davenport’s compensation when serving as an underwriter is normally contingent on the closing of a transaction. Clients generally prefer this arrangement so they are not obligated to pay a
fee unless the transaction is completed. However, MSRB Rule G-17 requires an underwriter to disclose that compensation that is contingent on the closing of a transaction or the size of a
transaction presents a conflict of interest, because it may cause the underwriter to recommend a transaction that is unnecessary or to recommend that the size of the transaction be larger than is
necessary.

This material was prepared by public finance, or other non-research personnel of Davenport. This material was not produced by a research analyst, although it may refer to a Davenport
research analyst or research report. Unless otherwise indicated, these views (if any) are the author’s and may differ from those of the Davenport fixed income or research department or others
in the firm. Davenport may perform or seek to perform financial advisory, underwriting or placement agent services for the issuers of the securities and instruments mentioned herein.

This material has been prepared for information purposes only and is not a solicitation of any offer to buy or sell any security/instrument or to participate in any trading strategy. Any such
offer would be made only after a prospective participant had completed its own independent investigation of the securities, instruments or transactions and received all information it required
to make its own investment decision, including, where applicable, a review of any offering circular or memorandum describing such security or instrument. That information would contain
material information not contained herein and to which prospective participants are referred. This material is based on public information as of the specified date, and may be stale thereafter.
We have no obligation to tell you when information herein may change. We make no representation or warranty with respect to the completeness of this material. Davenport has no obligation
to continue to publish information on the securities/instruments mentioned herein. Recipients are required to comply with any legal or contractual restrictions on their purchase, holding, sale,
exercise of rights or performance of obligations under any securities/instruments transaction.

The securities/instruments discussed in this material may not be suitable for all investors or issuers. Recipients should seek independent financial advice prior to making any investment
decision based on this material. This material does not provide individually tailored investment advice or offer tax, regulatory, accounting or legal advice. Prior to entering into any proposed
transaction, recipients should determine, in consultation with their own investment, legal, tax, regulatory and accounting advisors, the economic risks and merits, as well as the legal, tax,
regulatory and accounting characteristics and consequences, of the transaction. You should consider this material as only a single factor in making an investment decision.

The value of and income from investments and the cost of borrowing may vary because of changes in interest rates, foreign exchange rates, default rates, prepayment rates,
securities/instruments prices, market indexes, operational or financial conditions or companies or other factors. There may be time limitations on the exercise of options or other rights in
securities/instruments transactions. Past performance is not necessarily a guide to future performance and estimates of future performance are based on assumptions that may not be realized.
Actual events may differ from those assumed and changes to any assumptions may have a material impact on any projections or estimates. Other events not taken into account may occur and
may significantly affect the projections or estimates. Certain assumptions may have been made for modeling purposes only to simplify the presentation and/or calculation of any projections or
estimates, and Davenport does not represent that any such assumptions will reflect actual future events. Accordingly, there can be no assurance that estimated returns or projections will be
realized or that actual returns or performance results will not materially differ from those estimated herein. This material may not be sold or redistributed without the prior written consent of
Davenport

10.17.13 PW M



Resolution No. 2358

A RESOLUTION OF THE COUNCIL OF THE CITY OF SALISBURY AUTHORIZING THE
ISSUANCE AND SALE BY CITY OF SALISBURY (THE “CITY”) OF ITS GENERAL
OBLIGATION INSTALLMENT BOND IN THE PRINCIPAL AMOUNT OF $3,178,000.00,
SUBJECT TO REDUCTION AS PROVIDED HEREIN, PURSUANT TO THE AUTHORITY OF
SECTIONS 19-301 TO 19-309, INCLUSIVE, OF ARTICLE 23A OF THE ANNOTATED CODE
OF MARYLAND, AS REPLACED, SUPPLEMENTED OR AMENDED, SECTIONS SC7-45
AND SC7-46 OF THE CHARTER OF THE CITY OF SALISBURY, AS PUBLISHED
IN MUNICIPAL CHARTERS OF MARYLAND, VOLUME 7, 2008 REPLACEMENT
EDITION, AS REPLACED, SUPPLEMENTED OR AMENDED, AND ORDINANCE NO. 2273,
PASSED BY THE COUNCIL OF THE CITY PRIOR TO ADOPTION OF THIS RESOLUTION,
THE BOND TO BE DESIGNATED “CITY OF SALISBURY PUBLIC IMPROVEMENTS
BOND OF 2013” (THE “BOND”) AND THE PROCEEDS OF THE SALE THEREOF TO BE
USED AND APPLIED FOR THE PUBLIC PURPOSE OF FINANCING OR REIMBURSING
COSTS OF THE PUBLIC PURPOSE PROJECTS IDENTIFIED HEREIN AS: RIVERWALK,
MAINSTREET MASTER PLAN, COTY COX DRAINAGE IMPROVEMENTS, AND
GERMANIA CIRCLE, SUBJECT TO THE FURTHER PROVISIONS OF THIS RESOLUTION;
PRESCRIBING THE FORM AND TENOR OF THE BOND AND THE TERMS AND
CONDITIONS FOR THE ISSUANCE AND SALE THEREOF BY PRIVATE (NEGOTIATED)
SALE WITHOUT ADVERTISEMENT OR SOLICITATION OF COMPETITIVE BIDS TO
HEBRON SAVINGS BANK; PRESCRIBING THE TERMS AND CONDITIONS OF THE
BOND AND OTHER DETAILS INCIDENT TO THE ISSUANCE, SALE AND DELIVERY OF
THE BOND AND AUTHORIZING THE MAYOR, ON BEHALF OF THE CITY, WITH THE
ADVICE OF CERTAIN IDENTIFIED OFFICIALS, TO DETERMINE TO REDUCE OR
ELIMINATE THE AMOUNT OF BOND PROCEEDS TO BE APPLIED TO ANY SUCH
PROJECT, TO DETERMINE THE FINAL PRINCIPAL AMOUNT OF THE BOND AND TO
ADJUST THE AMORTIZATION SCHEDULE THEREFOR; PROVIDING FOR THE
DISBURSEMENT AND INVESTMENT OF THE PROCEEDS OF THE BOND; PROVIDING
FOR THE LEVY AND COLLECTION OF AD VALOREM TAXES SUFFICIENT FOR, AND
PLEDGING THE FULL FAITH AND CREDIT AND UNLIMITED TAXING POWER OF THE
CITY TO, THE PROMPT PAYMENT OF PRINCIPAL AND INTEREST ON THE BOND;
PROVIDING THAT THE PRINCIPAL OF AND INTEREST ON THE BOND ALSO MAY BE
PAID FROM ANY OTHER SOURCES OF REVENUE LAWFULLY AVAILABLE TO THE
CITY FOR SUCH PURPOSE; MAKING OR PROVIDING FOR THE MAKING OF CERTAIN
REPRESENTATIONS, COVENANTS AND DESIGNATIONS RELATING TO THE TAX-
EXEMPT STATUS OF INTEREST PAYABLE ON THE BOND; AND GENERALLY
RELATING TO THE ISSUANCE, SALE, DELIVERY AND PAYMENT OF AND FOR THE
BOND.

RECITALS

WHEREAS, City of Salisbury, a municipal corporation of the State of Maryland (the
“City”), is authorized and empowered by Sections 19-301 to 19-309, inclusive, of the Local
Government Avrticle of the Annotated Code of Maryland (previously codified as Sections 31 to 37,
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inclusive, of Article 23A of the Annotated Code of Maryland), as replaced, supplemented or
amended (the “Enabling Act”), and Sections SC7-45 and SC7-46 of the Charter of the City of
Salisbury, as published in Municipal Charters of Maryland, Volume 7, 2008 Replacement Edition,
as replaced, supplemented or amended (the “Charter”), to borrow money for any proper public
purpose and to evidence such borrowing by the issuance and sale of its general obligation bonds;
and

WHEREAS, pursuant to Ordinance No. 2273, passed by the Council of the City (the
“Council”) prior to the adoption of this Resolution (the “Ordinance”), the City authorized the
issuance and sale from time to time, upon its full faith and credit, of one or more series of bonds in
an aggregate principal amount not to exceed Three Million One Hundred Seventy-eight Thousand
Dollars ($3,178,000.00) (the “Authorized Bonds”); and

WHEREAS, the Ordinance provides that the proceeds of the sale of the Authorized Bonds
are to be used and applied for the public purpose of financing, reimbursing or refinancing the costs
of certain projects identified in Section 3(b) of the Ordinance as Riverwalk, Main Street Master
Plan, Coty Cox Drainage Improvements and Germania Circle (the “Authorized Projects™); and

WHEREAS, the Ordinance further provides that the Authorized Bonds may be issued from
time to time in one or more series and that any such series may be issued as one or more bonds and
that any bond may be issued in installment form; and

WHEREAS, the City has determined that it is in a position to proceed with a sale of the
Authorized Bonds and desires to sell a series of the Authorized Bonds in the maximum principal
amount authorized by the Ordinance, subject to reduction as provided herein, and in the form of a
single general obligation installment bond; and

WHEREAS, as authorized by Section SC7-46 of the Charter, and based on the
recommendation of Davenport & Company LLC, the financial advisor to the City, that current
market conditions warranted a sale of the Authorized Bonds by private (negotiated) sale without
advertisement or solicitation of competitive bids due to the ability in the current municipal capital
market to achieve favorable interest rates through a private (negotiated) sale, the ability to time the
market, the ability to negotiate with potential purchasers and the lower costs of issuance typically
associated with a private (negotiated) sale, Davenport & Company LLC, with the participation of
the Director of Internal Services of the City (the “Director of Internal Services”) and bond counsel
to the City, provided for the distribution to banking institutions and other institutional investors in
the general vicinity of the City and in the Baltimore-Washington, D.C. regional area of a solicitation
for indications of interest dated November 25, 2013 for the purchase of such bond in the maximum
aggregate principal amount of up to $3,178,000.00, and to be issued on a tax-exempt basis, in order
to determine the potential purchaser likely to offer the most beneficial interest rate and satisfactory
other terms and, thereby, to obtain for the City, as nearly as possible, the best possible results for the
sale of such bond without conducting a public sale by the solicitation of competitive bids; and

WHEREAS, potential respondents were asked to submit proposals providing for a bond
maturing on July 1, 2028; and
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WHEREAS, five proposals were received in response to such solicitation for indications
of interest, and the financial advisor to the City and the Director of Internal Services recommend
that Hebron Savings Bank be selected as the purchaser of the bond because Hebron Savings
Bank offered to purchase the bond for the City’s preferred almost 15-year term, with very
advantageous prepayment rights and other satisfactory terms; and

WHEREAS, the Council has determined that it is in the best interests of the City and its
citizens to issue and sell a single series of the Authorized Bonds in the form of a single general
obligation installment bond with annual serial installments in accordance with, and pursuant to, the
authority contained in the Enabling Act, the Charter and the Ordinance, and upon the terms and
conditions set forth in this Resolution, the proceeds of which general obligation installment bond are
to be used and applied as herein set forth; and

WHEREAS, the maximum $3,178,000.00 aggregate principal amount of the bond provided
for herein shall not cause the City to exceed the debt limit provided for in Charter Section SC7-48.

SECTION 1. NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF
THE CITY OF SALISBURY, MARYLAND that (a) the Recitals hereto constitute an integral part
of this Resolution and are incorporated herein by reference. Capitalized terms used in the Recitals
to this Resolution and not otherwise defined herein shall have the meanings given to such terms in
the Recitals.

(b) References in this Resolution to any official by title shall be deemed to refer (i) to
any official authorized under the Charter or other applicable law to act in such titled official’s stead
during the absence or disability of such titled official, (ii) to any person who has been elected,
appointed or designated to fill such position in an acting capacity under the Charter or other
applicable law, (iii) to any person who serves in a “Deputy” or “Assistant” capacity as such an
official, provided that the applicable responsibilities, rights or duties referred to herein have been
delegated to such deputy or assistant in accordance with applicable law or authority, and/or (iv) to
the extent an identified official commonly uses another title not provided for in the Charter or the
code of ordinances of the City (the “City Code”), the official, however known, who is charged
under the Charter, the City Code or other applicable law or authority with the applicable
responsibilities, rights or duties referred to herein.

SECTION 2. BE IT FURTHER RESOLVED that (a) pursuant to the authority of the
Enabling Act, the Charter and the Ordinance, and subject to the provisions of Section 3 hereof, the
City hereby determines to borrow money and incur indebtedness for the public purpose of financing
or reimbursing the costs of the following public purpose projects in the maximum principal amount
set forth opposite each such project (exclusive of any investment earnings that may be applied for
such purposes):
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Project Name Maximum Principal Amount

1. | Riverwalk $1,600,000.00
2. | Mainstreet Master Plan 268,000.00
3. | Coty Cox Drainage Improvements 1,200,000.00
4. | Germania Circle 110,000.00

TOTAL $3,178,000.00

The projects identified in items 1-4 above are collectively referred to herein as the “Projects” and
individually as a “Project”.

(b) With respect to the Projects listed above, the word “costs” shall include, as
applicable, land and right-of-way acquisition and development; site and utility improvements;
acquisition, construction, expansion, demolition, reconstruction, replacement, renovation,
rehabilitation, improvement, installation, furnishing and equipping activities and expenses, and
related or similar costs; planning, design, engineering, architectural, feasibility, inspection,
construction management, surveying, permitting, financial and legal expenses, and related or similar
costs; costs of issuance (which may include costs of bond insurance or other credit or liquidity
enhancement); interest during construction and for a reasonable period thereafter (whether or not
expressly so stated); and any such costs that may represent the City’s share or contribution to the
financing or reimbursement of costs of any such Project.

(© Notwithstanding the provisions of subsection (a) above, in the event the Mayor of
the City (the “Mayor”), with the assistance of the City Administrator of the City (the “City
Administrator”) and the Director of Internal Services, determines prior to the issuance and delivery
of the Bond that other moneys are available or are substantially likely to be available to pay any
portion of the costs of any one or more of the Projects, the Mayor is hereby authorized and
empowered, on behalf of the City, to determine to reduce and/or eliminate the maximum principal
amount of proceeds of the Bond identified in Section 3 hereof to be applied to the costs of any one
or more of the Projects identified in subsection (a) above (exclusive of any investment earnings that
may be applied for such purpose). Any such reduction or elimination in the maximum principal
amount of proceeds of the Bond to be applied to costs of any such Project (exclusive of any
investment earnings that may be applied for such purpose), shall be evidenced conclusively by the
Mayor’s execution and delivery of the Section 148 Certificate provided for in Section 13 hereof.
The Mayor is also hereby authorized, but not required, to execute an executive order providing for
such reduction or elimination. In any such event, the final principal amount of the Bond will be
reduced from $3,178,000.00 in accordance with the provisions of Section 3 hereof.

d) Proceeds of the Bond identified in Section 3 below are hereby appropriated and
allocated to pay costs of the Projects in the maximum principal amount specified for each Project in
subsection (a) above (exclusive of any investment earnings that may be applied for such purposes),
subject to adjustments as to such amounts as provided for in subsection (c) above; provided that,
the City, without notice to or the consent of the registered owner of the Bond, may reallocate the
maximum principal amount of the proceeds of the Bond to be spent among the Projects identified in
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such subsection (a), as adjusted as provided in subsection (c), in compliance with applicable City
budgetary procedures or applicable law, including, to the extent applicable, by resolution. Further,
it is the intention of the Council that proceeds of the Bond provided for in Section 3 of this
Resolution may be spent on any applicable costs (as defined in subsection (b) above).

SECTION 3. BE IT FURTHER RESOLVED that (a) to evidence the borrowing and
indebtedness authorized in Section 2 of this Resolution, the City, acting pursuant to the authority of
the Enabling Act, the Charter and the Ordinance, hereby determines to issue and sell, upon its full
faith and credit, its general obligation installment bond in the principal amount of Three Million
One Hundred Seventy-eight Thousand Dollars ($3,178,000.00) or, in the event it is determined in
accordance with the provisions of Section 2(c) of this Resolution prior to issuance of the Bond
identified in the next sentence that the City does not need to issue the maximum principal amount
provided for any of the Projects identified in Section 2(a) of this Resolution, the Bond shall be
issued in such lesser principal amount as the Mayor shall determine with the assistance of the
financial advisor to the City, the City Administrator and the Director of Internal Services. Such
bond shall be designated the “City of Salisbury Public Improvements Bond of 2013” (the “Bond”).

(b) In the event the Mayor, with the advice of the financial advisor to the City,
the City Administrator and the Director of Internal Services, determines in accordance with Section
2(c) of this Resolution that the City does not need to issue the maximum principal amount provided
for any of the Projects identified in Section 2(a) of this Resolution, the Mayor, on behalf of the City,
is hereby authorized and empowered to approve the final lesser principal amount of the Bond, such
approval to be evidenced conclusively by the Mayor’s execution and delivery of the Bond reflecting
such lesser principal amount in accordance with Sections 6 and 8 hereof.

SECTION 4. BE IT FURTHER RESOLVED that (a) the Bond shall be dated the date of
its delivery and shall be issued in the form of a single, fully-registered bond, without coupons
attached. The Bond shall mature, subject to prior prepayment as provided for in accordance with
Section 5 of this Resolution, on July 1, 2028. Subject to the remaining provisions of this subsection
(@), principal of the Bond shall be payable in fifteen (15) annual serial installments on July 1 of each
year, commencing July 1, 2014 and ending on July 1, 2028, subject to prior prepayment as provided
for in accordance with Section 5 of this Resolution, as follows:

Date Principal Installment Date Principal Installment

July 1, 2014 $170,000 July 1, 2022 $216,000
July 1, 2015 176,000 July 1, 2023 223,000
July 1, 2016 181,000 July 1, 2024 230,000
July 1, 2017 187,000 July 1, 2025 237,000
July 1, 2018 192,000 July 1, 2026 244,000
July 1, 2019 198,000 July 1, 2027 251,000
July 1, 2020 204,000 July 1, 2028 259,000
July 1, 2021 210,000
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The foregoing principal amortization schedule was prepared by the financial advisor to the City and
assumes that the Bond will be issued and delivered on December 27, 2013 in the principal amount
of Three Million One Hundred Seventy-eight Thousand Dollars ($3,178,000.00). The Mayor, on
behalf of the City, with the advice of the financial advisor to the City, the City Administrator and
the Director of Internal Services, prior to the issuance and delivery of the Bond, is hereby authorized
and empowered to make revisions to such principal amortization schedule (i) to reflect any
reduction of the final principal amount of the Bond as contemplated in Sections 2 and 3 hereof, (ii)
to reflect a different date of issuance of the Bond, and/or (iii) to correct typographical or calculation
errors, such revised amortization schedule to be prepared by the financial advisor to the City or the
Purchaser of the Bond provided for in Section 9 hereof and reflected in the executed and delivered
Bond, and the Mayor’s approval thereof to be evidenced conclusively by his execution and delivery
of the Bond as provided for in Sections 6 and 8 hereof.

(b) The Bond shall bear interest from its date of delivery at the rate of two and ninety-
six hundredths percent (2.96%) per annum.

(© Interest on the Bond shall be payable on January 1 and July 1 in each year until
maturity or prior prepayment in full, commencing on July 1, 2014; provided that, the last
installment of interest shall be paid on the date that principal of the Bond is retired or prepaid in full.
The Bond shall bear interest from the most recent date to which interest has been paid or, if no
interest has been paid, from the date of its delivery. Interest shall be computed on a 365/365-day
basis. For purposes of calculating the interest due on the Bond, unpaid outstanding principal on any
date shall be an amount equal to the original principal amount of the Bond, less any principal
installment paid in accordance with the final amortization schedule for the Bond, and less any
principal prepaid in accordance with Section 5 below.

d) The registered owner of the Bond shall provide written notice to the Director of
Internal Services of the interest and, if applicable, principal due on the Bond on each interest
payment date at least ten (10) days prior to such interest payment date, or such fewer number of
days as is acceptable to the Director of Internal Services, but failure to deliver such notice shall not
affect the amount of, or the City’s obligation to pay, principal or interest due on the Bond. The date
and amount of each principal installment payment made by the City on the Bond shall be noted by
the registered owner of the Bond on its books and records, which notation when made will be
presumed correct absent manifest error. The registered owner’s failure to make appropriate notation
of any such principal installment payment shall not limit or otherwise affect the City’s obligations
hereunder.

@) If a principal payment date or interest payment date falls on a Saturday, Sunday or
a day on which the City, banks in the State of Maryland and/or banks in the state in which the
registered owner of the Bond is located are not required to be open, payment may be made on the
next succeeding day that is not a Saturday, Sunday or a day on which the City, banks in the State
of Maryland and/or banks in the state in which the registered owner of the Bond is located are
not required to be open, and no interest shall accrue on the scheduled amount owed for the
intervening period.
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)] Principal of and interest on the Bond shall be payable in lawful money of the United
States of America. The principal of the Bond, at maturity or upon prior prepayment in full, shall be
payable by check or draft at the office of the Director of Internal Services in Salisbury, Maryland,
unless the Director of Internal Services and the registered owner of the Bond agree on a different
place or manner of payment. Principal of the Bond, prior to maturity or prior prepayment in full,
and interest on the Bond will be payable by check or draft mailed to the registered owner thereof at
the address designated by the registered owner in writing to the Director of Internal Services unless
the Director of Internal Services and the registered owner agree on a different manner of payment.
The Director of Internal Services, on behalf of the City, is hereby authorized and empowered to
make the agreements provided for in this Section 4(f).

SECTION 5. BE IT FURTHER RESOLVED that the Bond shall be subject to
prepayment prior to maturity at the option of the City in whole or in part at any time, at a
prepayment price of the par amount of the Bond outstanding to be prepaid, plus accrued interest
on the principal amount being prepaid to the date fixed for prepayment, without premium or
penalty, and with or without advance notice to the registered owner of the Bond. If the City
determines to prepay the Bond in part, the amount of prepayment shall be applied first to the
payment of accrued interest and then to the prepayment of principal in such order of installment
as the City shall determine. Any notice of optional prepayment given by the City shall be given
by mailing or otherwise giving to such registered owner (including, without limitation, by
electronic means), a notice fixing the prepayment date, indicating the principal amount of the
Bond to be prepaid and, if the Bond is to be prepaid in part, the future installments against which
such partial prepayment shall be applied. Any such notice may be conditioned upon receipt of
funds sufficient to effect such prepayment.

SECTION 6. BE IT FURTHER RESOLVED that the Bond shall be executed in the name
of the City and on its behalf by the Mayor. The corporate seal of the City shall be affixed to the
Bond and attested by the signature of the City Clerk of the City (the “City Clerk™). In the event any
official of the City whose signature appears on the Bond shall cease to be such official prior to the
delivery of the Bond, or, in the event any such official whose signature appears on the Bond shall
have become such after the date of issue thereof, the Bond shall nevertheless be a valid and binding
obligation of the City in accordance with its terms.

SECTION 7. BE IT FURTHER RESOLVED that the Bond shall be transferable only
upon the books kept for that purpose by the Director of Internal Services at Salisbury, Maryland,
by the registered owner thereof in person or by the registered owner’s attorney duly authorized in
writing, upon surrender thereof, together with (i) a written instrument of transfer in a form
satisfactory to the Director of Internal Services and duly executed by the registered owner or the
registered owner’s duly authorized attorney and (ii) a written covenant and agreement
substantially in substance as described in Section 9(b) hereof duly executed by the transferee.
Upon such transfer there shall be issued in the name of the transferee a new registered Bond of
the same series in principal amount equal to the unpaid principal amount of the Bond
surrendered, and with the same maturity date and installment payment dates and amounts (or
then-remaining installment payment dates and amounts, as applicable) and bearing interest at the
same rate.
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SECTION 8. BE IT FURTHER RESOLVED that except as provided hereinafter or in a
resolution or resolutions of the Council adopted prior to the issuance of the Bond, the Bond shall be
issued substantially in the form attached hereto as Exhibit A and incorporated by reference herein.
Appropriate variations and insertions may be made by the Mayor to such form to provide dates,
numbers, amounts and other terms (including, without limitation, to reflect matters determined in
accordance with Sections 2, 3 and 4 hereof), and modifications not altering the substance of the
Bond to carry into effect the purposes of this Resolution or to comply with recommendations of
legal counsel. All of the covenants contained in the form of the Bond as finally executed and
delivered by the Mayor in accordance with the provisions of Section 6 hereof and this Section 8 are
hereby adopted by the City as and for the form of obligation to be incurred by the City, and the
covenants and conditions contained therein are hereby made binding upon the City, including the
promise to pay therein contained. The execution and delivery of the Bond by the Mayor in
accordance with this Resolution shall be conclusive evidence of the approval by the Mayor of the
final form of the Bond and of any variations, insertions, omissions, notations, legends or
endorsements authorized by this Resolution.

SECTION 9. BE IT FURTHER RESOLVED that (a) the City hereby ratifies, confirms,
approves and adopts as actions of the City all actions taken by the financial advisor to the City,
the Director of Internal Services and bond counsel to the City, on behalf of the City, to identify
the banking institution or institutional investor which offered the most beneficial interest rate for
the Bond and satisfactory prepayment and other terms, including, without limitation, the
preparation, execution, delivery and circulation of the request for indications of interest dated
November 25, 2013 and further communications with respondents to the solicitation in order to
clarify terms of their proposals. The City hereby determines that it shall be in the best interests
of the City to sell the Bond by private (negotiated) sale without advertisement or solicitation of
competitive bids to Hebron Savings Bank (by whatever legal name known), which submitted the
most advantageous proposal to the City for the purchase of the Bond pursuant to such
solicitation, which sale on a negotiated basis is hereby deemed by the City to be in its best
interest and in the interest of its citizens due to the ability in the current municipal capital market to
achieve favorable interest rates through a private (negotiated) sale, the ability to time the market, the
ability to negotiate with potential purchasers and the lower costs of issuance typically associated
with a private (negotiated) sale and the resulting attractive interest rate, favorable prepayment
terms and satisfactory other terms. Therefore, and pursuant to the authority of the Enabling Act,
the Charter and the Ordinance, the Bond shall be sold by private (negotiated) sale without
advertisement or solicitation of competitive bids to Hebron Savings Bank (by whatever legal
name known, the “Purchaser”), for a price of par, with no payment of accrued interest.

(b)  The Bond shall be sold for investment purposes only and not for resale to the
general public. Accordingly, as a condition to delivery of the Bond and prior to the issuance of
the Bond, the Purchaser shall furnish to the City a certificate acceptable to bond counsel to the
City generally to the effect that (i) the Purchaser has such knowledge and experience in financial
and business matters, including purchase and ownership of tax-exempt municipal obligations,
that it is capable of evaluating the risks and merits of the investment represented by the purchase
of the Bond; (ii) the Purchaser has made its own independent and satisfactory inquiry of the
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financial condition of the City, including inquiry into financial statements and other information
relating to the financial condition of the City to which a reasonable investor would attach
significance in making investment decisions, and of any other matters deemed to be relevant to a
reasonably informed decision to purchase the Bond; (iii) the Purchaser has had the opportunity to
ask questions and receive answers from knowledgeable individuals concerning the City and the
Bond, all so that as a reasonable investor the Purchaser has been able to make a reasonably
informed decision to purchase the Bond; (iv) the Purchaser is purchasing the Bond for
investment purposes only (and not as an “underwriter” or “Participating Underwriter” as defined
in Securities and Exchange Commission Rule 15¢2-12, as replaced, supplemented or amended)
and is not purchasing for more than one account or with a view to distributing the Bond; (v) if
the Bond is subsequently sold, transferred or disposed of, such sale, transfer or disposition will
be made only in compliance with federal and state securities laws and any other applicable laws;
and (vi) the Purchaser understands and acknowledges that (A) the Bond (1) is not being
registered under the Securities Act of 1933, as amended, and is not being registered or otherwise
qualified for sale under the “blue sky” laws and regulations of any state, (2) will not be listed on
any stock or other securities exchange, (3) will carry no rating from any rating service, and (4)
will not be readily marketable, and (B) no disclosure document is being prepared in connection
with the issuance and sale of the Bond.

SECTION 10. BE IT FURTHER RESOLVED that the Bond shall be suitably prepared in
definitive form, executed and delivered to the Purchaser on such date as shall be mutually
acceptable to the Director of Internal Services, the Purchaser and bond counsel to the City,
contemporaneously with the receipt of the purchase price for the Bond; provided that, the Bond
shall not be delivered on a date later than December 31, 2013 without the prior written consent of
the Purchaser, which consent shall be granted or withheld in the sole discretion of the Purchaser.
The Mayor and/or the City Administrator, on behalf of the City, are hereby authorized and
empowered to negotiate, execute and deliver any commitment letter or proposal required by the
Purchaser, and the Mayor, the City Administrator, the Director of Internal Services, the City Clerk
and all other appropriate officials and employees of the City are expressly authorized, empowered
and directed to take any and all action necessary to complete and close the issuance, sale and
delivery of the Bond to the Purchaser, to negotiate, approve, execute and deliver all documents,
certificates and instruments necessary or appropriate in connection therewith, including to reflect
any requirements specified by the Purchaser in its proposal, including, without limitation, the
obligation of the City to pay or reimburse the Purchaser for the fees and expenses of the law firm
designated by the Purchaser in the event of a dispute concerning the Bond that arises between the
City and the Purchaser following issuance and delivery of the Bond, and to consummate the
transactions contemplated by this Resolution.

SECTION 11. BE IT FURTHER RESOLVED that (a) the Director of Internal Services or,
in his absence, one of the Assistant Directors of Internal Services, is hereby designated and
authorized to receive payment on behalf of the City of the proceeds of the sale of the Bond
contemporaneously with the delivery of the Bond. Any portion of the purchase price for the Bond
may be disbursed by the Purchaser directly to third parties at the direction of the appropriate City
official or officials, and any such disbursement to third parties at the direction of the appropriate
City official or officials shall be deemed to constitute receipt of the proceeds of the Bond for
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purposes of this Section 11. Any proceeds of the Bond physically received by the City shall be
deposited in the proper account or accounts of the City, may be invested within the limits prescribed
by Maryland and federal law, and shall be used and applied exclusively to pay or reimburse the
costs of the Projects as described herein. If the proceeds received from the sale of the Bond exceed
the amount needed for the public purposes hereinabove described, the amount of such unexpended
excess shall be set apart in a separate fund or funds and applied to pay subsequent debt service
payments on the Bond or to prepay the Bond, unless a supplemental ordinance or resolution, as
applicable, is passed by the Council to provide for the expenditure of such unexpended excess for
some other valid purpose authorized by the Enabling Act, the Charter or other applicable law.
Investment earnings on proceeds of the Bond, if any, held by the City may be applied to pay costs of
the Projects, to pay subsequent debt service payments on the Bond or to prepay the Bond, unless a
supplemental ordinance or resolution, as applicable, is passed by the Council to provide for the
expenditure of such earnings for some other valid purpose authorized by the Enabling Act, the
Charter or other applicable law. Nothing in this Resolution shall be construed to authorize the
expenditure of any moneys except for a proper public purpose.

SECTION 12. BE IT FURTHER RESOLVED that (a) for the purpose of paying the
principal of and interest on the Bond when due, the City shall levy or cause to be levied in all fiscal
years in which the Bond is outstanding, upon all real and tangible personal property within its
corporate limits subject to assessment for unlimited municipal taxation, ad valorem taxes in rate and
amount sufficient to provide for the prompt payment of the principal of and interest on the Bond due
in each such fiscal year. If the proceeds from the taxes so levied in any such fiscal year are
inadequate for such payment, additional taxes shall be levied in the succeeding fiscal year to make
up such deficiency.

(b) The full faith and credit and unlimited taxing power of the City are hereby
irrevocably pledged to the prompt payment of the principal of and interest on the Bond as and when
they become due and payable and to the levy and collection of the taxes hereinabove described as
and when such taxes may become necessary in order to provide sufficient funds to meet the debt
service requirements of the Bond. The City hereby covenants and agrees with the registered owner,
from time to time, of the Bond to levy and collect the taxes hereinabove described and to take any
further action that lawfully may be appropriate from time to time during the period that the Bond
remains outstanding and unpaid to provide the funds necessary to pay promptly the principal thereof
and the interest due thereon.

(© The foregoing provisions of this Section 12 shall not be construed so as to prohibit
the City from paying the principal of and interest on any portion of the Bond from the proceeds of
the sale of any other obligations of the City or from any other funds legally available for that
purpose. Subject to the provisions of Sections 13 and 14 of this Resolution, the City may apply to
the payment of the principal of or interest on the Bond any funds received by it from the State of
Maryland or the United States of America, or any governmental agency or instrumentality, or from
any other source, if the funds are granted, paid or are otherwise available to the City for the purpose
of assisting the City in accomplishing the types of projects which the Bond is issued to finance or
reimburse, and to the extent of any such funds received or receivable in any fiscal year, the taxes
hereby required to be levied may be reduced proportionately.
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SECTION 13. BE IT FURTHER RESOLVED that (a) (i) the Mayor and (ii) either (A)
the City Administrator or (B) the Director of Internal Services are the officials of the City
responsible for the issuance of the Bond within the meaning of Section 1.148-2(b)(2) of the U.S.
Treasury Regulations (the “Treasury Regulations”). The Mayor and either of (i) the City
Administrator and (ii) the Director of Internal Services also shall be the officials of the City
responsible for the execution and delivery (on the date of the issuance of the Bond) of a certificate
of the City (the “Section 148 Certificate™) that complies with the requirements of Section 148 of the
Internal Revenue Code of 1986, as amended (the “Code”), and the Treasury Regulations, and such
officials are hereby authorized and directed to execute and deliver the Section 148 Certificate to
counsel rendering an opinion on the validity and tax-exempt status of the Bond on the date of the
issuance thereof,

(b) The City shall set forth in the Section 148 Certificate its reasonable expectations as
to relevant facts, estimates and circumstances relating to the use of the proceeds of the Bond or of
any monies, securities or other obligations to the credit of any account of the City which may be
deemed to be proceeds of the Bond pursuant to Section 148 of the Code or the Treasury Regulations
(collectively, the “Bond Proceeds”). The City covenants with the registered owner of the Bond that
the facts, estimates and circumstances set forth in the Section 148 Certificate will be based on the
City’s reasonable expectations on the date of issuance of the Bond and will be, to the best of the
certifying officials’ knowledge, true and correct as of that date.

(© The City covenants with the registered owner of the Bond that it will not make, or
(to the extent that it exercises control or direction) permit to be made, any use of the Bond Proceeds
that would cause the Bond to be an “arbitrage bond” within the meaning of Section 148 of the Code
and the Treasury Regulations, and that it will comply with those provisions of Section 148 of the
Code and the Treasury Regulations as may be applicable to the Bond on its date of delivery and
which may subsequently lawfully be made applicable to the Bond as long as the Bond remains
outstanding and unpaid.

d) In connection with their execution and delivery of the Section 148 Certificate, the
authorized officials identified in this Section 13 are hereby authorized and empowered, on behalf of
the City, to make any designations, elections, determinations or filings on behalf of the City
provided for in or permitted by the Code and the Treasury Regulations and to reflect the same in the
Section 148 Certificate and/or the IRS Form 8038-G filed in connection with the issuance of the
Bond or any other documentation deemed appropriate by bond counsel to the City; provided that,
only one of such identified officials must sign the IRS Form 8038-G.

SECTION 14. BE IT FURTHER RESOLVED that the City specifically covenants that it
will comply with the provisions of the Code and the Treasury Regulations applicable to the Bond,
including, without limitation, compliance with provisions regarding the timing of the expenditure of
the proceeds of the Bond, the use of such proceeds and the facilities financed with such proceeds,
the restriction of investment yields, the filing of information with the Internal Revenue Service, and
the rebate of certain earnings resulting from the investment of the proceeds of the Bond or payments
in lieu thereof. The City further covenants that it shall make such use of the proceeds of the Bond,
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regulate the investment of the proceeds thereof and take such other and further actions as may be
required to maintain the exemption from federal income taxation of interest on the Bond. All
officials, officers, employees and agents of the City are hereby authorized and directed to provide
such certifications of facts and estimates regarding the amount and use of the proceeds of the Bond
as may be necessary or appropriate.

SECTION 15. BE IT FURTHER RESOLVED that for purposes of Section 148(f)(4)(D)
of the Code (relating to the exception for small governmental units from the arbitrage rebate
requirement) the City represents and certifies that (i) the City has general taxing powers, (ii) the
Bond is not a “private activity bond” within the meaning of Section 141 of the Code, (iii) at least
ninety-five percent (95%) of the proceeds of the Bond are to be used for local governmental
activities of the City, and (iv) the aggregate face amount of all tax-exempt bonds (other than
“private activity bonds” within the meaning of the Code) issued by the City (and all on-behalf-of
issuers and subordinate entities of the City) during calendar year 2013 is not reasonably expected
to exceed Five Million Dollars ($5,000,000.00).

SECTION 16. BE IT FURTHER RESOLVED that the City hereby designates the Bond as
a “qualified tax-exempt obligation” within the meaning of Section 265(b)(3) of the Code (relating to
the exception from the disallowance of the deduction for that portion of a financial institution’s
interest expense that is allocable to tax-exempt interest), and, in connection therewith, represents
and certifies that (i) the Bond is not a “private activity bond” within the meaning of Section 141 of
the Code, (ii) the reasonably anticipated amount of tax-exempt obligations (excluding private
activity bonds other than “qualified 501(c)(3) bonds” within the meaning of Section 145 of the
Code), which will be issued by the City (and all on-behalf-of issuers and subordinate entities of the
City) during calendar year 2013 does not exceed Ten Million Dollars ($10,000,000.00), and (iii) not
more than Ten Million Dollars ($10,000,000.00) of obligations issued by the City (and all on-
behalf-of issuers and subordinate entities of the City) during calendar year 2013, including the
Bond, have been designated or, except as permitted by Section 265(b)(3) of the Code, will be
designated, qualified tax-exempt obligations of the City.

SECTION 17. BE IT FURTHER RESOLVED that this Resolution shall become effective
upon adoption by the Council and approval by the Mayor; provided that, the Bond may not be
issued and delivered unless the Ordinance becomes effective in accordance with its terms.
Pursuant to Charter Section SC7-46A, this Resolution may not be petitioned to referendum.

[CONTINUED ON FOLLOWING PAGE]
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THIS RESOLUTION was introduced and duly adopted at a meeting of the Council of the

City of  Salisbury  held on the day  of
, 2013.

ATTEST:

Kimberly R. Nichols, City Clerk Jacob R. Day, City Council President

APPROVED BY ME THIS DAY OF , 2013:

James Ireton, Jr., Mayor

#159305;58111.023
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EXHIBIT A
(Form of Bond)
UNITED STATES OF AMERICA
No.R- STATE OF MARYLAND $
CITY OF SALISBURY

PUBLIC IMPROVEMENTS BOND OF 2013

Original Issue
Maturity Date Interest Rate Date
July 1, 2028 % , 2013
Registered Owner:
Principal Sum: DOLLARS

IT CANNOT BE DETERMINED FROM THE FACE OF THIS
BOND WHETHER ALL OR ANY PORTION OF THE
PRINCIPAL AMOUNT HAS BEEN PAID OR PREPAID.
EACH PAYMENT OR PREPAYMENT OF A PRINCIPAL
INSTALLMENT SHALL BE NOTED BY THE REGISTERED
OWNER OF THIS BOND ON ITS BOOKS AND RECORDS,
WHICH NOTATION WHEN MADE WILL BE PRESUMED
CORRECT ABSENT MANIFEST ERROR. THE REGISTERED
OWNER’S FAILURE TO MAKE APPROPRIATE NOTATION
OF ANY SUCH PAYMENT OR PREPAYMENT SHALL NOT
LIMIT OR OTHERWISE AFFECT THE OBLIGATIONS OF
THE CITY HEREUNDER AND SHALL NOT AFFECT THE
VALID PAYMENT AND DISCHARGE OF SUCH
OBLIGATION EFFECTED BY SUCH PAYMENT OR
PREPAYMENT.

City of Salisbury, a municipal corporation organized and existing under the Constitution and
laws of the State of Maryland (the “City”), hereby acknowledges itself indebted for value received
and promises to pay to the registered owner shown above, or registered assignee or legal
representative, the Principal Sum shown above, payable in fifteen (15) annual serial installments on
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July 1, commencing July 1, 2014, plus interest on the unpaid balance as set forth herein, subject to
prior prepayment as hereinafter provided, as follows:

Date Principal Installment Date Principal Installment

July 1, 2014 July 1, 2022
July 1, 2015 July 1, 2023
July 1, 2016 July 1, 2024
July 1, 2017 July 1, 2025
July 1, 2018 July 1, 2026
July 1, 2019 July 1, 2027
July 1, 2020 July 1, 2028
July 1, 2021

This bond shall bear interest on the unpaid outstanding principal balance from the date of its
delivery at an annual rate which is equal to two and ninety-six hundredths percent (2.96%) per
annum.

Interest on this bond shall be payable on January 1 and July 1 in each year until maturity or
prior prepayment in full, commencing on July 1, 2014. This bond shall bear interest from the most
recent date to which interest has been paid or, if no interest has been paid, from the date of its
delivery.

Interest shall be computed on the basis of a 365/365-day year. For purposes of
calculating the interest due on this bond, unpaid outstanding principal on any date shall be an
amount equal to the original principal amount of this bond, less any principal installment paid as
described above, and less any principal prepaid as described below. The registered owner of this
bond shall provide written notice to the Director of Internal Services of the City (the “Director of
Internal Services”) of the interest and any principal due on this bond on each interest payment
date at least ten (10) days prior to such interest payment date, or such fewer number of days as is
acceptable to the Director of Internal Services, but failure to provide such notice shall not affect
the amount of, or the City’s obligation to pay, principal or interest due on this bond.

Principal of and interest on this bond shall be payable in lawful money of the United
States of America. The principal of this bond, at maturity or upon prior prepayment in full, shall
be payable by check or draft at the office of the Director of Internal Services in Salisbury,
Maryland, unless the Director of Internal Services and the registered owner agree on a different
place or manner of payment. Principal of this bond, prior to maturity or prior prepayment in full,
and interest on this bond will be payable by check or draft mailed to the registered owner at the
address designated by the registered owner in writing to the Director of Internal Services, unless
the Director of Internal Services and the registered owner hereof agree on a different manner of
payment. If a principal payment date or interest payment date falls on a Saturday, Sunday or a
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day on which the City, banks in the State of Maryland and/or banks in the state in which the
registered owner of this bond is located are not required to be open, payment may be made on
the next succeeding day that is not a Saturday, Sunday or a day on which the City, banks in the
State of Maryland and/or banks in the state in which the registered owner of this bond is located
are not required to be open, and no interest shall accrue on the scheduled amount owed for the
intervening period.

This bond is the duly authorized bond of the City, aggregating $ .00 in
principal amount, dated the date of its delivery and designated “City of Salisbury Public
Improvements Bond of 2013”. This bond is issued pursuant to and in full conformity with the
provisions of Sections 19-301 to 19-309, inclusive, of the Local Government Article of the
Annotated Code of Maryland (previously codified as Sections 31 to 37, inclusive, of Article 23A of
the Annotated Code of Maryland), as replaced, supplemented or amended, and Sections SC7-45 and
SC7-46 of the Charter of the City of Salisbury, as published in Municipal Charters of Maryland,
Volume 7, 2008 Replacement Edition, as replaced, supplemented or amended, and by virtue of due
proceedings had and taken by the Council of the City (the “Council”), particularly Ordinance No.
2273, which was passed by the Council on December __, 2013, approved by the Mayor of the City
(the *“Mayor”) on December _, 2013 and became effective on December _, 2013 (the
“Ordinance”), and Resolution No. , which was adopted by the Council on December __,
2013, approved by the Mayor on December __, 2013 and became effective on December __, 2013
(the “Resolution”).

This bond is transferable only upon the books kept for that purpose at the office of the
Director of Internal Services, by the registered owner hereof in person, or by his duly authorized
attorney, upon surrender hereof, together with (i) a written instrument of transfer in the form
attached hereto and satisfactory to the Director of Internal Services and duly executed by the
registered owner or his duly authorized attorney and (ii) a written covenant and agreement
substantially in substance as described in Section 9(b) of the Resolution duly executed by the
transferee.

This bond may be transferred or exchanged at the office of the Director of Internal
Services. Upon any such transfer or exchange, the City shall issue a new registered bond of the
same series in denomination equal to the unpaid principal amount of the bond surrendered, and
with the same maturity date, principal installment dates and principal installment payment
amounts (or then-remaining installment payment dates and amounts, as applicable) and bearing
interest at the same rate. In each case, the Director of Internal Services may require payment by
the registered owner of this bond requesting transfer or exchange hereof of any tax, fee or other
governmental charge, shipping charges and insurance that may be required to be paid with
respect to such transfer or exchange, but otherwise no charge shall be made to the registered
owner hereof for such transfer or exchange.
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The City may deem and treat the party in whose name this bond is registered as the
absolute owner hereof for the purpose of receiving payment of or on account of the principal
hereof and interest due hereon and for all other purposes.

This bond is subject to prepayment in whole or in part at any time, at the option of the
City, at a prepayment price of the par amount of this bond outstanding to be prepaid, plus
accrued interest on the principal amount being prepaid to the date fixed for prepayment, without
premium or penalty, and with or without advance notice to the registered owner of this bond. If
the City determines to prepay this bond in part, the amount of prepayment shall be applied first
to the payment of accrued interest and then to the prepayment of principal in such order of
installment as the City shall determine. Any notice of optional prepayment given by the City
shall be given by mailing or otherwise giving to such registered owner (including, without
limitation, by electronic means), a notice fixing the prepayment date, indicating the principal
amount of this bond to be prepaid and, if this bond is to be prepaid in part, the future installments
against which such partial prepayment shall be applied. Any such notice may be conditioned
upon receipt of funds sufficient to effect such prepayment.

The full faith and credit and unlimited taxing power of City of Salisbury are hereby
unconditionally and irrevocably pledged to the payment of the principal of and interest on this bond
according to its terms, and the City does hereby covenant and agree to pay punctually the principal
of and the interest on this bond, at the dates and in the manner mentioned herein, according to the
true intent and meaning hereof.

It is hereby certified and recited that each and every act, condition and thing required to
exist, to be done, to have happened or to be performed precedent to and in the issuance of this bond,
does exist, has been done, has happened and has been performed in full and strict compliance with
the Constitution and laws of the State of Maryland, the Ordinance and the Resolution, and that this
bond, together with all other indebtedness of the City, is within every debt and other limit prescribed
by the Constitution and laws of the State of Maryland and that due provision has been made for the
levy and collection of an annual ad valorem tax or taxes upon all the legally assessable property
within the corporate limits of the City in rate and amount sufficient to provide for the payment,
when due, of the principal of and interest on this bond.
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IN WITNESS WHEREOF, City of Salisbury has caused this bond to be executed in its
name by the manual signature of the Mayor and its corporate seal to be affixed hereto, attested by

the manual signature of the City Clerk, all as of the day of ,
2013.
(SEAL)
ATTEST: CITY OF SALISBURY
By: By:
City Clerk Mayor
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Strike-through  :  Indicates material deleted by amendment after introduction
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(Form of Instrument of Transfer)
ASSIGNMENT
FOR VALUE RECEIVED the undersigned hereby sells, assigns and transfers unto

PLEASE INSERT SOCIAL SECURITY OR OTHER
IDENTIFYING NUMBER OF ASSIGNEE

(PLEASE PRINT OR TYPEWRITE NAME AND ADDRESS,
INCLUDING ZIP CODE OF ASSIGNEE)
the within bond and all rights thereunder and does hereby constitute and appoint

attorney to transfer the within bond on the books kept for the registration thereof, with full power of
substitution in the premises.

Dated:

Signature Guaranteed:

Notice: Signatures must be guaranteed by a Notice: The signature to this assignment

member firm of the New York Stock  must correspond with the name as it appears

Exchange or a commercial bank or trust upon the face of the within bond in every

company. particular, without alteration or enlargement
or any change whatsoever.

Underlining . Indicates material added by amendment after introduction
Strike-through  :  Indicates material deleted by amendment after introduction
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BULLET POINTS SUMMARY OF
2013 SALISBURY TAX-EXEMPT GO BOND RESOLUTION

Recitals indicate that pursuant to Ordinance No. 2273, the City is authorizing the
issuance and sale from time to time of one or more series of general obligation bonds in
an aggregate principal amount not to exceed $3,178,000 in order to finance, reimburse or
refinance costs of the projects identified in such Ordinance as “Riverwalk”, “Mainstreet
Master Plan”, “Coty Cox Drainage Improvements” and “Germania Circle”.

Recitals indicate that the City is ready to proceed with bond funding the projects
identified in Ordinance No. 2273, and Davenport & Company LLC, financial advisor to
the City, recommended that the current interest rate environment provides an opportunity
to sell the authorized bonds by private placement with a bank or financial institution, and
Davenport conducted a request for proposals on behalf of the City. Five banks submitted
proposals in response to the RFP.

Section 2 — The City determines to borrow money to finance or reimburse costs of the
projects identified therein in the maximum principal amount set forth opposite each
project, and proceeds are appropriated for such purposes, provided that the City, without
notice or consent to the registered owner of the Bond identified in Section 3, may
reallocate the maximum principal amount of Bond proceeds to be spent on each project in
accordance with City budgetary procedures or applicable law. In addition, in the event it
is determined prior to issuance and delivery of the Bond that other moneys are available
or likely to be available for any of such projects, the Mayor, with the advice of the City
Administrator and the Director of Internal Services, is authorized to determine to reduce
or eliminate the maximum principal amount of Bond proceeds allocated to any one or
more of such projects. (See the Notes at the end of this summary.)

Section 3 — The “City of Salisbury Public Improvements Bond of 2013 (the “Bond”)
will be issued in the principal amount of $3,178,000 or such lesser amount as the Mayor,
with the advice of the City Administrator, the Director of Internal Services and the
financial advisor, shall determine, in order to fund costs of the projects.

Section 4(a) — The Bond will be issued as a single general obligation installment bond
with principal due each July 1 in the years 2014-2028, inclusive. The Bond will be
payable pursuant to the principal amortization schedule set forth in Section 4(a) unless
the Mayor, with the advice of the City Administrator, the Director of Internal Services
and the financial advisor, determines to change the presumed delivery date of the Bond,
it is determined that the maximum authorized amount is not needed for any project or
typographical or calculation errors need to be corrected.

Section 4(b) — Interest rate on the Bond will be 2.96% per annum.

Section 4(c) — Interest on the Bond will be payable semiannually on January 1 and July 1,
commencing July 1, 2014.

Rest of Section 4 — Standard provisions re: the registered owner of the Bond giving
notice of payments when due (though failure to give same does not allow the City to
excuse non-payment), payment dates not falling on business days, and method of
payment.

Section 5 — Bond can be prepaid in whole or in part at any time at the option of the City,
at par plus accrued interest, with no premium or penalty, in order of maturity selected by
the City, and with or without advance notice to the registered owner of the Bond.



Sections 6-8 — Standard provisions for execution, transfer and approval of final form of
the Bond.

Section 9 — The Council ratifies and confirms the circulation of the RFP to banks and
subsequent negotiations with respondents, and determines to sell the Bond to Hebron
Savings Bank by private (negotiated) sale without advertisement or solicitation of
competitive bids (even though Davenport circulated an RFP, that does not constitute a
“public sale” for MD state law purposes), for a price of par, with no payment of accrued
interest. The Bond to be sold for investment purposes only and Hebron Savings Bank
required to deliver a certification to bond counsel at closing.

Section 10 - The Bond to be prepared and delivered on a date acceptable to the Director
of Internal Services, Hebron Savings Bank (identified as the Purchaser) and bond
counsel, but no later than December 31 2013 without consent of Hebron Savings Bank,
and appropriate officials are authorized to take all action necessary to close the Bond, to
reflect the Purchaser’s requirements in closing documents, and to consummate the
transactions contemplated by the Resolution.

Section 11 — The Director of Internal Services (or an Assistant Director) is authorized to
receive Bond proceeds. The appropriate official or officials authorized to direct
application of Bond proceeds and provide for any investment.  Unless the Council
determines otherwise by ordinance or resolution, as applicable, (i) excess proceeds will
be applied to pay debt service on the Bond or prepay the Bond and (ii) investment
earnings will be applied to pay Project costs, debt service on the Bond or prepay the
Bond. (Note: If the City later wishes to apply Bond proceeds to other projects not
identified in the Ordinance and the Resolution, we will need to supplement both to
authorize such application; we have done that with respect to other bond issues when the
City achieved unexpected cost savings or a project was delayed or discontinued.)

Section 12 —-The City pledges its full faith and credit and unlimited taxing power to
payment of the Bond and agrees to levy taxes sufficient to make such payments, provided
that if other funds are lawfully available to make such payments, the taxes required to be
levied shall be reduced proportionately.

Sections 13 and 14—The City makes standard representations and covenants relating to
the tax-exempt status of the Bond. The Mayor, together with either the City
Administrator or the Director of Internal Services, is authorized to sign a tax certificate
and take certain actions relating to the tax-exempt status of the Bond.

Section 15 — The City designates the Bond as a “qualified tax-exempt obligation” for
purposes of the federal tax code (commonly referred to as a “bank-qualified bond”) and
represents that it, its subordinate entities and its on-behalf-of issuers do not reasonably
anticipate issuing more than $10,000,000 of tax-exempt obligations for their own
purposes or qualified 501(c)(3) bonds in calendar year 2013. (Note—a calendar year, not
a fiscal year test.)

Section 16 — The City expresses its intention not to issue more than $5 million of tax-
exempt obligations in calendar year 2013 for its own purposes (if that remains true, the
City qualifies for the small issuer exception from the arbitrage rebate requirement with
respect to the Bond).

Section 17 — The Resolution shall be effective upon adoption by the Council and
approval by the Mayor, provided that the Bond may not be issued until Ordinance No.
2273 is also effective.



e Exhibit A — Form of Bond, which the Mayor is authorized to complete/modify before
delivering pursuant to Sections 6 and 8 of the Resolution.

Notes:

1) The reason the Mayor, with the advice of identified officials, is authorized to reduce the
final principal amount of the Bond prior to issuance (and to make corresponding reductions in
the amortization schedule for the Bond), is because the City has some unexpended other bond
proceeds it hopes to be able to direct to one or more of the indicated projects.

(@) While there is currently an Acting City Administrator (sometimes referred to as the
Interim City Administrator), references throughout the Resolution are to the City Administrator
because certain provisions of the Resolution allow officials to take actions throughout the life of
the bond issue. Section 1(b)(ii) of the Resolution provides that references to officials by title in
the Resolution are deemed to refer to any person serving in an acting capacity where applicable,
so Mr. Stevenson’s taking any actions in connection with the bond closing are contemplated and
authorized.

#159413;58111.028
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All-America City
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2010

JAMES IRETON, JR.
MAYOR

125 NORTH DIVISION STREET
SALISBURY, MARYLAND 21801
Tel: 410-548-3170
TOM STEVENSON Fax: 410-548-3107

ACTING CITY ADMINISTRATOR

MARYLAND MICHAEL S. MOULDS, P.E.

DIRECTOR OF PUBLIC WORKS

To: Tom Stevenson, Acting City Administrator
From: Mike Moulds, Director
Amanda Pollack, Deputy Director
Date: November 25, 2013
Re: Stormwater Utility discussion

Per the direction from Council at the October 21, 2013 work session, attached is a draft
ordinance to establish a Stormwater Utility. The ordinance adds a section to Code Chapter 13 to
create a Stormwater Utility. The new code section identifies the purpose and use of a
Stormwater Utility fee. It also classifies the two types of properties: residential and non-
residential. The procedure to request a correction in the fee is detailed. Finally, the proposed
code sets the framework for a Public Works policy to allow for credits from Best Management
Practices.

The effective date of the creation of the Stormwater Utility is set for January 1, 2015. This will
provide staff time in developing a recommended fee and notifying property owners of the fee for
their properties. Public Works also seeks to perform the impervious area calculations for non-
residential properties prior to setting the fee rate. If the ordinance is passed, then the actual fees
will be set via a Resolution prior to January 1, 2015.

Unless you or the Mayor have further questions, please forward a copy of this memo and the
draft ordinance to the City Council.
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ORDINANCE

AN ORDINANCE OF THE CITY OF SALISBURY, MARYLAND AMENDING CHAPTER 13,
PUBLIC SERVICES, OF THE CITY CODE BY ADDING CHAPTER 13.30 FOR THE PURPOSE OF
ESTABLISHING A STORMWATER UTILITY UNDER THE DIRECTION AND SUPERVISION OF
THE PUBLIC WORKS DEPARTMENT AND FURTHER ESTABLISHING A STORMWATER
UTILITY FEE SYSTEM.

WHEREAS, the City maintains a system of Stormwater facilities including, but not limited to, inlets,
pipes, manholes, channels, ditches, drainage easements, retention and detention basins, infiltration
facilities, and other components as well as natural waterways; and

WHEREAS, the Stormwater System in the City needs to be upgraded, improved and regularly
maintained; and

WHEREAS, the existing Stormwater System is designed to convey stormwater to limit flooding, not treat
stormwater to improve water quality; and

WHEREAS, water quality is degrading due to erosion and the discharge of nutrients, metals, oil, grease,
toxic materials and other substances into and through the Stormwater System; and

WHEREAS, the public health, safety and welfare is adversely affected by poor ambient water quality and
extreme flooding that results from inadequate management of both the quality and quantity of stormwater;
and

WHEREAS, all real property in the City uses and benefits from the maintenance of the Stormwater
System; and

WHEREAS, the extent of the use of the Stormwater System by each property is dependent on factors that
influence runoff, including land use and the amount of Impervious Surface on the property; and

WHEREAS, the cost of improving, maintaining, operating and monitoring the Stormwater System should
be allocated, to the extent practicable, to all property owners based on the impact of runoff from the
Impervious Surface Areas of their property on the Stormwater System; and

WHEREAS, management of the Stormwater System to protect the public health, safety and welfare
requires that adequate revenues be generated to provide funding for the operation, improvement,
maintenance and monitoring of the Stormwater System; and

WHEREAS, it is in the interest of the public to finance the Stormwater System adequately with a user
charge that is reasonable and deemed by the City to be equitable so that each user of the system pays to
the extent to which each user contributes to the need for it.

NOW THEREFORE, BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF SALISBURY,
MARYLAND that Chapter 13 be amended by the addition of Section13.30 as set forth herein:
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Chapter 13.30
STORMWATER UTILITY

Sections:

13.30.010 Creation of Stormwater Utility.

13.30.020 Definitions.

13.30.030 Establishment of Stormwater Utility Fund.
13.30.040 Purposes of the Fund.

13.30.050 Stormwater Utility Fee.

13.30.060 Classification of property for purposes of determination of the Stormwater Utility Fee.
13.30.070 Equivalent Residential Unit Rate.

13.30.080 Charges for tax-exempt properties.

13.30.090 Assessment notices.

13.30.100 Payment terms and penalties.

13.30.110 Request for correction of the Stormwater Utility Fee.
13.30.120 Request for credit to the Stormwater Utility Fee.

13.30.010 Creation of Stormwater Utility.

A Stormwater Utility is hereby established for the purpose of monitoring, maintaining, improving and
overseeing the operation of the Stormwater System in the City of Salisbury. The Stormwater Utility shall
function under the direction and supervision of the Public Works Department and the Director of Public
Works.

13.30.020 Definitions.

A. “Equivalent Residential Unit” (ERU) means the median Impervious Surface Area associated with
Residential Property in the City.

B. “Equivalent Residential Unit Rate” means the Stormwater Utility Fee charged on an Equivalent
Residential Unit (ERU). The annual Stormwater Utility Fee for a Residential Property in the City equals
the ERU rate.

C. “Fee” or “Stormwater Utility Fee” means the charge established under this chapter and levied on
owners of parcels or pieces of real property to fund the cost of operating, maintaining and improving the
Stormwater System in the City.

D. “Impervious Surface” means a surface area which is compacted or covered with material that is
resistant to infiltration by water, including, but not limited to, most conventionally surfaced streets, roofs,
sidewalks, patios, driveways, parking lots, swimming pools and any other oiled, graveled, graded,
compacted, or other surface which impedes the natural infiltration of surface water.

E. “Impervious Surface Area” means the number of square feet of horizontal surface covered by
buildings and other Impervious Surfaces.

F. “Non-Residential Property” means property other than Residential Property. Such property shall
include but not be limited to, apartments, care homes, hotels, motels, mixed-use buildings, mobile home
parks, commercial property, industrial property, parking lots, hospitals, schools, recreational and cultural
facilities, offices and churches.
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G. “Residential Property” means a property which serves the primary purpose, or is zoned to provide
the primary purpose, of providing a permanent dwelling unit and which is classified as residential in the
state assessment rolls. Townhouses, single-family dwellings, semidetached dwellings, and single-family
attached dwelling are included in this definition.

H. “Stormwater Management” means the planning, design, construction, regulation, improvement,
repair, maintenance and operation of facilities and programs relating to water, flood plains, flood control,
grading, erosion and sediment control.

. “Stormwater Utility Fund” means the fund created by this chapter to operate, maintain, and
improve the City’s Stormwater System.

J. “Stormwater System” means the system or network of storm and surface water management
facilities including but not limited to inlets, pipes, manholes, channels, ditches, drainage easements,
retention and detention basins, infiltration facilities, and other components as well as all natural
waterways.

13.30.030 Establishment of Stormwater Utility Fund.

A. The Stormwater Utility is provided to protect the waterways and land in the City by controlling
flooding and protecting the natural environment. The cost of designing, developing, improving,
operating, maintaining and monitoring the Stormwater System required in the City should, therefore, be
allocated, to the extent practicable, to all property owners based on their impact on the Stormwater
System. In order to provide a revenue to fund those cost and to fairly allocate those costs, a Stormwater
Utility Fund (“the Fund”) is established.

B. All revenues collected from the Stormwater Utility Fee and from grants, permit fees and other
charges collected under Chapter 13.30 Stormwater Utility, shall be deposited to the Fund. The City
Council may make additional appropriations to the Fund.

13.30.040 Purposes of the Fund.

All disbursements from the Fund shall be for the following purposes.

A All costs of administration and implementation of the Stormwater Utility, including the
establishment of reasonable operation and capital reserves to meet unanticipated or emergency

Stormwater System requirements.

B. Engineering and design, debt services and related financing expenses, construction costs for new
facilities, and enlargement or improvement of existing facilities.

C. Operation and maintenance of the Stormwater System.

D. Monitoring, surveillance, and inspection of stormwater control devices.
E. Water quality monitoring and water quality programs.

F. Retrofitting developed areas for pollution control.

G. Inspection and enforcement activities.



150
151
152
153
154
155
156
157
158
159
160
161
162
163
164
165
166
167
168
169
170
171
172
173
174
175
176
177
178
179
180
181
182
183
184
185
186
187
188
189
190
191
192
193
194
195
196
197
198
199
200

H. The payment or reimbursement of debt service on bonds, notes or other obligations that finance
Stormwater System projects and the pledging of such revenue and fund to secure the repayment of this
debt service.

I The acquisition by gift, purchase, or condemnation of real and personal property, and interest
therein, necessary to construct, operate, and maintain stormwater control facilities.

13.30.050 Stormwater Utility Fee.

An annual service charge is imposed upon all real property in the City, as of January 1, 2015, to fund the
Stormwater Utility. This service charge shall be known as the Stormwater Utility Fee (“Fee”). Any real
property annexed into the City after January 1, 2015 will be subject to a partial year charge for the
remainder of the first year and the full fee each year thereafter.

13.30.060 Classification of property for purposes of determination of the Stormwater Utility Fee.

A. For purposes of determining the Stormwater Utility Fee, all properties in the City are classified
into one of two classes: Residential Property; or Non-Residential Property. Vacant parcels shall be
classified based on the applicable zoning for that parcel.

B. Residential Fee. The City Council finds that the intensity of development of most parcels of real
property in the City classified as residential is similar and that it would be excessive and unnecessarily
expensive to determine precisely the square footage of the Impervious Surface Area on each such parcel.
Therefore, all Residential Properties in the City shall be charged a flat Stormwater Utility Fee, equal to
the ERU Residential rate, regardless of the size of the parcel or the Impervious Surface Area.

C. Non-Residential Property Fee. The Fee for Non-Residential Property in the City shall be based
on the numerical factor obtained by dividing the total Impervious Surface Area (square feet) of the
property by one ERU unit. The Impervious Surface Area for Non-Residential Property is the square
footage for the buildings and other improvements on the property. At the sole discretion of the Director
of Public Works, the Impervious Surface Area of the Non-Residential Property may be determined
through site examination, mapping information, aerial photographs or other available information. The
minimum Stormwater Utility Fee for Non-Residential Property shall equal the ERU rate for Residential
Property.

13.30.070 Equivalent Residential Unit Rate.

The City Council shall, by resolution, establish the annual (fiscal year) ERU rate for the Stormwater
Utility Fee. The base rate shall be calculated to ensure adequate revenues to fund the costs of the
Stormwater Utility and provide for the operation, maintenance, and capital improvements of the
Stormwater System in the City.

13.30.080 Charges for tax-exempt properties.

The City Council finds that all real property in the City contributes to runoff and either uses or benefits
from the maintenance of the Stormwater System. All real property in the City, including property that is
exempt from property tax by Title 7 of the Tax-Property Article, Annotated Code of Maryland, as
amended, shall be charged the Fee.

13.30.090 Assessment notices.
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A The Director of Public Works shall send assessment notices for the Fee to property owners of
Non-Residential Property prior to billing for the Fee.

B. The notice shall include the following information:
1. The Impervious Surface Area of the property.
2. The method by which the Impervious Surface Area of the property was determined.
3. The amount of the ERU rate (i.e., the residential Fee).
4, The number of ERU units on the property. If the number of units is a fraction, it shall be

rounded to the next highest whole number.
13.30.100 Payment terms and penalties.

A. The Stormwater Utility Fee shall be billed to the property owners at the same time that the bills
for water charges and sewer charges are rendered. Property owners are responsible for payment of all
Stormwater Utility Fees, and if any bill rendered for the Stormwater Utility Fee is not paid within forty-
five (45) days after the close of the billing period for which such bill was rendered, a penalty of five
percent of the amount of such bill shall be payable, in addition to the amount of such bill.

B. The Fee, including interest and penalties, when overdue is a lien on real property and may be
collected in the same manner as delinquent real property taxes or by a suit against the property owner.

13.30.110 Request for correction of the Stormwater Utility Fee.
A. A property owner may request correction of the Fee by submitting the request in writing to the

Director of Public Works after the date the assessment notice or the bill is mailed or issued to the property
owner. Grounds for correction of the Fee include:

1. Incorrect classification of the property for the purposes of determining the Fee;
2. Errors in the square footage of the Impervious Surface Area of the property;
3. Mathematical errors in calculating the Fee to be applied to the property; and
4. Errors in the identification of the property owner of a property subject to the Fee.
B. The Director of Public Works shall make a determination within 30 days after receipt of the

property owner’s completed written request for correction of the Fee. The Director of Public Works
decision on a request for correction of the Fee shall be final.

C. A property owner must comply with all rules and procedures adopted by the City when
submitting a request for correction of the Fee and must provide all information necessary for the Director
of Public Works to make a determination on a request for correction of the Fee. If a property owner
alleges an error under section 13.30.110 (A)(2), the request for correction must include a certification by a
registered engineer or a professional land surveyor of the Impervious Surface Area of the property.
Failure to comply with the provisions of this subsection shall be grounds for denial of the request.

13.30.120 Request for credit to the Stormwater Utility Fee.
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The Department of Public Works will give consideration to developing a credit program to encourage the
installation, operation and maintenance of State and Federal approved stormwater Best Management
Practices on private property.

BE IT FURTHER ORDAINED that this ordinance shall take effect on January 1, 2015.

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

the day of , 201 _, and thereafter, a statement of the substance of the Ordinance having
been published as required by law, was finally passed by the Council onthe __ day of , 201 .
ATTEST

Kimberly R. Nichols, City Clerk Jacob R. Day, President

Salisbury City Council

Approved by me this __ day of , 201

James Ireton, Jr. Mayor
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To:

From:

OFFICE OF THE MAYOR

City Council
Mayor
Tom Stevenson

Subject:  Records Retention Policy

Date:

December 9, 2013

During the Council’s evaluation of the Records Retention Policy on Monday, November 18,
2013, the foremost concern was the retention of Council minutes. State law now allows
streaming audio/video to serve as “minutes”. Members of Council are concerned that this
provision could result in the loss of irreplaceable material. To prevent this, the Records Retention
Policy has been modified to require that all Council minutes be captured in written format.

To summarize, the policy requires that:

>
>
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All records are adequately protected and maintained

Records that are of no value or are no longer needed are discarded in the appropriate time
and manner

Records maintained in electronic format are accessible and retrievable

Department Heads periodically review currently used records and forms to determine if
they are adequate and appropriate for the departments needs

Department Heads periodically review the retention schedule to determine if the retention
periods should be modified

When there is a potential for litigation, the record must be maintained until the litigation
hold is lifted

A copy of the Records Retention Policy, Retention Schedule, Certificate of Destruction and the
Digital Repository resource review are attached for reexamination.

Please let me know if you have any questions or require additional information.



City of Salisbury, MD

Memo

To: Tom Stevenson, Interim City Administrator
From: Bill Garrett, Director of Information Technology
Date: 11/8/2013

Re: Laserfiche Software

Laserfiche

As we discussed before, Laserfiche is a digital repository software that the City owns licensing for.
Each department/division can be assigned their own secure “folder” within the system to scan and
electronically store their documents. The system allows read-only, read-write, or administer access for
each section of the system and can be configured as needed. The system allows OCR conversion, so
the documents are not just scanned and stored, but can be searched for text inside the document.

Furthermore, the Laserfiche server, which is physically located at the Fire Department in their secured,
generator-powered and climate-controlled server room, is backed-up both on-site and off-site to a
backup repository in the Government Office Building. This allows us redundant backups of all files in
the system in the event of a catastrophe or system failure.

With the pending discussions of file retention, | would recommend the Administration and City Council
consider allowing the departments to use this system. It offers a very efficient way to allow
departments to remove the physical documents while keeping a reliable copy at their fingertips. Not
only does it make searching through old documents easier, it would be no or minimal cost to the city.
We currently have 6 concurrent user licenses for the software, and if it got to the point where we
needed to have more than 6 users inside the system concurrently, additional licenses are $900 each.



City of Salisbury

Records Retention Policy

To facilitate efficient and effective operations, and to comply with the Records Retention
Schedule approved by Maryland State Archives, the City of Salisbury will implement the
following policy. The purpose of this policy is to ensure that necessary records and
documents are adequately protected and maintained and to ensure that records that are no
longer needed or of no value are discarded at the appropriate time. All forms of records,
including written, printed, recorded and electronic (including e-mails) should be kept no
longer than the specified period. The Records Administrator shall destruct all records
according to the terms of the approved schedule.

Maintaining records in electronic format requires that the records be accessible and
retrievable throughout the stated retention period. This may mean the creation of a file
that is separately maintained. If there is a system upgrade or a new version of software
that is implemented during the retention life of the record, the various components of the
record will need to be moved forward to the next technology in order to retain access and
retrievability. If the content of an e-mail message has record value and relates to an
established record series, it should be retained for the same time period as that of the
related hard copy record series.

Each Department Head periodically should review currently-used records and forms to
determine whether these are adequate and appropriate for each department'’s
requirements. Each Department Head should also periodically review the Record
Retention Schedule to determine any special circumstances that necessitate changes in
the retention periods. Requests for changes in retention periods or deviations from
specified retention periods should be made to the Records Administrator.

All records will be kept for the periods listed in the Records Retention Schedule. When
there is a probability of litigation, all records (including electronic records and emails)
will be retained beyond the listed retention periods. After becoming aware of a claim or
potential litigation, these records will be retained until the litigation hold is lifted.

Destruction of all records will be performed only by the Records Administrator.

All meetings of the City Council of the City of Salisbury must be captured in written
format and maintained in accordance with the Records Retention Schedule.




" CITY OF SALISBURY

SCHEDULE NO. M-215

RECORDS RETENTION AND DISPOSAL SCHEDULE PAGE _! OF 4
Apency Divigion/Unit
City of Salisbury Office of the Mayor
ITEM
NO. DESCRIFTION RETENTION |
1. General Correspondence and Subject files. | Screen annually. Destroy material having no
--(riginal incoming letters, copies of turther administrative, fiscal, legal or operational
outgoing letters, memoranda, reports, value. Retain permanently any material that serves
studies, directives, policies, accident to document the origin, development and
reports, and other matenials related to _accomplishments of the department. Transfer
administration of City business. | pertodically to the Maryland State Archives.
2. Correspondence relating to City Retain 5 years, then destroy.
Departments. '

3. Time Sheetstmploifees,
--Daily time sheets

(Originals to Finance Department.)

4. Worker’s Compensation Claims.
--Incident reports, requests for checks,

and/or medical authorization reports.
(Originals to Human Resources)

5. Personnef Records.

--Personnel files.

(Originals to Human Resoufces)

correspondence, medical reports, invoices

Retain |1 year, then destroy.

Retain | year; then destray.

Retain I year, then destroy.

APPROVED BY DEPARTMENT REPRESENTATIVE

i
‘DATE | 6/5?/‘” ‘
SIGNATURE - Q}Z, | W
%i)hﬁ B Pick

City Administrator

TYPE NAME

I TITLE

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

S sngnrc 72 L,




CITY OF SALISBURY

RECORDS RETENTION AND DMSPOSAL SCHEDULE

SCHEDULE NO. M-215

PAGE _2_OF _4

—Comrespondence, general liability
hand-written notes, drawings/maps.

7. | Budget Reports.

—Budget work papers, first and second
reading of the operating budget, legal
notices, final fiscal year budget book.
8. [nvoices.

printer purchases, telephone, etc.

{Originals to Parking & Procurement)

9. Board & Cominission Minutes.

governing body.

10. Board & Commission Audio Tapes.
meetings (if applicable).

11. Media Services.

contacts,

insurance, agenda, contract information,
| copy of contract, applications & forms,

-~Corporate Express, computer purchases,

—Various Board & Commission meeting
niinutes transcribed and approved by the

~Various Board & Commission minutes of

—-Press releases for various events, media

Agency Division/Unit
City of Salisbury Office of the Mayor
ITEM _
NO. ‘ DESCRIFTION RETENTION
6. Special Events/Programs. Screen annually. Destroy material having no

further legal, administrative, fiscal or operational
value. Retain permanently any material that serves
to document the origin, development and
accomplishments of the department. Transfer
periodically to the Maryland State Archives.

Retain 3 years and until all audit reqﬁirements
have been fulfilled, then destroy.

Retain 1 year, then destroy.

Permanent. Transfer periodically to the Maryland
State Archives.

Retain 1 year after approval of transcribed ,
minutes by the governing body, then destroy.

Retain permanently any material having historical
value that serves to document the origin, )
development, functions and accomplishments of
the Agency and transfer periadically to the State
Archives. :

Retain all other material for 1 year, then destroy.




CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE -

SCHEDULE NO. M-215

PAGE 3 OF 4

Agency Division/Unit
_ City of Salishury Office of the Mayor
ITEM ‘ )
NO. DESCRIPTION RETENTION
12. | Board & Commission Records. Screen anmually, Retain permanently any material
‘ -Various member lists, bylaws, procedures, | having historical value that serves to document the
eic. origin, development, functions and
accomplishments of the Agency and transfer
periodically to the State Archives. Destroy non-
permanent matenal having no further legal,
administrative, legal, fiscal or operational value. -
3. Cable Franchise- Retain for the life of the agreement and for 6 )ears
' ~Franchise agreements, correspondence, thereafter, then destroy.
tolling orders, etc.
14. Auto/Liability Claims. ‘ Screen annually as noﬁ»permanent* Destroy -
. ~Correspondence, photos, insurance claim | material having no further legal, administrative,
payments, copies of checks, invoices, fiscal or opérational value.
recorded statement summaries, accident
reporis |
‘ !15,: " | Event Lease Agréements, | Retain 2 yeais after event, then destroy.
' -Lease agrecments, correspondence, report .
of general liability insurance {each event),
memoranda, etc.
16. Complainis/Requests, Retain 3 vears, then destroy.
~Citizen complaints or requests for service.
17.. Claims for Damages. Retain until the settlement plus 6 years, then
- Accident claims against the City, destroy. -
18. Paplar Hill Mansion. Screen annually.
~Inventory lists, insurance, history, etc. Destroy material having no further admlmstratne
" ‘ fiscal, legal or operational value.
Retain permanently any material that scrves to
document the origin, development and
accomplishments of the mansion.
Transfer periodically to the Maryiand State
Archives.

S ——



CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHE[jULE

SCHEDULE NO. M-215

PAGE_4 OF_4

Insurance Waiver(s).

Agency Division/Unit
City of Salishury Office of the Mayor
ITEM
NO. DESCRIPTION RETENTION
19. Certificates of Insurance Retain 6 years, then desiroy.
20. Disaster/Emergency Management Plan. -| Retain until obsolete or superseded, then destroy.
21. Fire/Other Emergency Dnill Reports. Retain untii sﬁperseded, then destroy.
22. Insurance Policies. Retain until termination of policy plus 6 years,
—~-Automobile, theft, fire Hability, life, and then destroy.
all other insurance policies purchased by
agency.
23. - Retain until termination of waiver, then destroy.




CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEINILE

SCHEDULE NO. :M<215-1

OoF_2

PAGE 1

Agency

City of Salisbury

Division/Unit

Office of the Mayor - Grants/Special Projects

ITEM
NO.

DESCRIPTION

RETENTION

Grants.

--Open space, block, Main Street, summary
of costs, correspondence, copies of
invoices, financial status reports, request for
funds, final request for reimbursement and
other statistical documentation.

Final Expenditure Report(s} (Non-
Continuing Grants).

~End of a project report accounting for the
expenditure of grant funds submitted.

| Financial Support Documents {Continuing

Grants).

-Working papers, summaries, spreadsheets
and other data reflecting the expenditures of
grant funds.

Financial Support Documents (Non-
Continuing Grants).

~Waorking papers, sumumnaries, spreadsheets
and other data reflecting the expenditures of
grant funds.

Grant Agreement(s).

—Ofhcial siatements of the terms and
conditions of the grant agreed upon and
signed by the grantor and the grantee.

Retain for life of grant plus 3 years and all audit
requirements have been fulfilled (period required
to keep by grant or program), then destroy.

Same as [tem 1.

Same as Item 1,

Same as [tem 1.

Same as [tem 1.

DATE

APPROVED BY DEPARTMENT REPRESENTATIVE

SIGNATU
TYPE NAME

TITLE Grants Admin/ Special Praiects My

. _-;_;,,;;;/.,

SIGNATURE & ¢

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

pate b\ Doc O




CITY OF SALISBURY

RECORDS RETENTION AND IISPOSAL SCHEDULE

SCHEDULENO. M—215~1

PAGE 2 OF 2

--Progress, problems and success reports in
completion of grant project. (Periodic,

-Agency Division/Lnit
City of Salisbury Office of the Mayor - Grants/Special Prajects
NO.' "DESCRIFPTION RETENTION
6. Grant Application(s) - (Approved) Same as Item 1.
—Narrative of nature and purpose of
proposed project, amount of funds
requesiled, matching funds, in-kind
contribution(s), and plan of work.
7. Grant Application(s) - (Not Approved) Retain 1 year, then destroy.
8. (Grant Project Warrant(s), Checks, Vouchers | Retain 6 years or until all andit requirements have
and Registers. been fulfilled (period required to keep by grant or
program), then destroy.
0. Project Reports. Same as Item 1.

annual, special and final}.
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<6 cri'Y OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M=215-7 -

PAGE I OF 2

Agenicy Division/Unit

Citf of Saiisbury‘ Community Development

ITEM

1 NO. - DESCRIPTION RETENTION
1. Grants. Retain for life of grant plus 5 years and all audit

—CDBG & HOME summary of costs, requirements have been fulfilled (period required
correspondence, copies of invoices, to keep by grant or program), then destroy.
financial status reports, request for funds,
final request for reimbursement and other
statistical documentation,

- 2. Conununﬁy Legacy, Program Open Space, | Retain for life of grant plus 3 years and all audit
Community Parks & Playgrounds & requirements have been fulfilled (period required
Neighborhood Grants summary of costs, to keep by grani or program), then destroy.
correspondence, copies of invoices, : : : -
financial status reports, request for funds,
final request for renubursement and other
statistical documentation.

3. Final Expenditure Report(s) (Non- Same as Item 2.
Continuing Grants).
~End of a project report accounting for the
expenditure of grant funds submiited.
4, Financial Support Documents (Continuing | Same as Item 2.
(irants). :
—Working papers, summatries, spreadsheets
and other data reflecting the expenditures of
grant funds. .
5. - | Financiaj Support Documents (Non- Same as [tem 2.
Continuing Grants). ,
~-Working papers, summaries, spreadsheets o
and other data reflecting the expenditures of
grant funds.
APPROVED BY DEPARTMENT REPRESENTATIVE SCHEDVLE AUTHORIZED BY
/ / STATE ARCHIVIST
DATE Z BhSOle  — k
| patE A\ Doe 86 o ,
SIGNATURE ‘ ey 5%
0 3 o oo ittty 69 / ‘ o /‘
TYPE NAME Deberah J. Stam SIGNATURE ¢ ¢ -
i _
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"CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULENO, _M-215-2

PAGE 2 OF__2

Agency Division/Unit
City of Salisbury Community Developmenl
ITEM -
NO. DESCRIPTION RETENTION
6. - Grant Agreement(s).

Grant Application(s) - (Approved)
-Narrative of nature and purpose of
proposed project, amount of funds
requested, matching funds, in-kind
contribution(s), and plan of work.

and Registers.

10. Project Reports.

completion of grant project. (Periodic,

annual,special’and {mal). .
ponef St

2‘ S T

f
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—Official statements of the terms and

conditions of the grant agreed upon and
signed by the grantor and the grantee.

Grant Application(s) - (Not Approved)

Grant Project Warrant(s), Checks, Vouchers

~Progress, problems and success reports in

Same as Item 2.

Same as Item 2.

Retain 1 year, then destroy.

Retam 6 years or until all audit requirements have

been fulfilled (period required to keep by grant or
program), then destroy.

Same as [tem 2.




;2 CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M-216

_PAGE 1__OF 4.
Agency Division/Unit
City of Salisbury City Clerk
ITEM : ‘
NO. DESCRIPTION RETENTION
1. Subject Files. Screen annually.
—General cormespondence (original Destroy material having no further legal,
incoming letlers, copies of outgoing letters), | administrative, fiscal or operational value,
memoranda, studies, teports, directives, Retain permanently any material that serves to
policies, budgets, and other materials document the ongin, development, and
related to the administration of the agency. | accomplishments of the office.
' Transfer permr:hcally to the Maryland State
Archives.
2. Agreements/Contracts/Leases. Retain for life of agreement, contract or lease, plas
~Agreements, contracts and leases between - | 3 years, then destroy.
the City of Salisbury and various ) '
individuals/entities,
3. Legislation. : Retain permanently.
—Original charter amendments, ordinances, | Transfer periodically to the Maryland State
and resolutions adepted by the City Council | Archives.
together with supporting and backgmund
documents, if any.
4, - Minute Books. _ Retain permanently.
~Original approved Minutes of the City Transfer periodically to the Maryland State -
Council. Archives.
5. Minute Books - Work Sessions Retain permanently and transfer penodicaliy to the
| ~Minutes of the City Council meetings in Maryland State Archives.
which no votes are taken (work sessions,
closed sessions, budget sessions). |
APPROVED BY DEPARTMENTI{EPRESENTATWF SCHEDULE AUTHORIZED BY
1 . STATE ARCHIVIST . .
-DATE 6.9 SIGNATURE / : P
SIGNATURE , ' 4
(\\5\%\? DATE ‘ '
TYPE NAME Brend:a J. Col®rove 3 1] 3/0%
_ =4
TITLE City Clerk




CITY OF SALISBURY

RECORD'S RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M-21é

PAGE _2 OF _4

1 Agency Division/Unit
City of Salisbury City Clerk
TTEM (
NO. DESCRIPTION RETENTION
6. City Council Audio and Video Tapes. Retain 1 year, then destroy’;
-Recordings of City Council meetings and
work sessions used to draft minutes.
7, Financial Disclosures. Retain 4 years from date of receipt, then destroy.-
~Disclosure statements filed annually by
various elected officials and appointed
employces as required by the Salisbury City
Code.
8. City Code and Supplements. Retain permanently.
—Current local Yaws of the City of Salisbury. | Transfer periodically to the Maryland State
The bound supplement book contains - Archives.
amendments 1o the Code that have been
made throughout the years.
9. License Applications. Keep current and 1 year prior, then destroy.
: —Current hawkers & peddlers, closing out ' ‘
sale, circus, fortuneteller, auctions, etc,
10. City Elections - Candidates Reports and Retain permanently.
Campaign Funding. Transfer periodically to the Maryland State
—All documents filed by candidates; Archives.
election results.
11. Deeds and Easements. Retain permanently. 7
—Records of fec simple and righl-ofmway Transfer periodically to the Maryland State
, acquisition, utility and miscellancous Archives.
easements attributed to the City of
Salisbury.
12, Proclamations/Cettificates of Appreciation. | Retain 2 years or until superseded, then destroy.
13. Certificates of Publication. Retain 2 years, then destroy.
~Legal ads, agendas, public hearings, etc.
14. Public Meeting Notices. Retain 2 years, then desiroy.




CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

1
SCHEDULE NO. M-216

PAGE_3 _OF _4

Agency

City of Salisbury

Divigion/Unit

City Clerk

ITEM
NO. © DESCRIPTION

" RETENTHON

15, Newspaper Clippings.
~News stories/complaints/comments from
the daily newspapet.

-

16. | Council Briefing Books.
~Materials being presanted at Clty Council
,meetmgs

17. Petty Cash Fund.
-Receipts for petty cash shps.

18. Employee Files.

~Personnel records of current employees
(applications, employee action forms, job
descriptions, performance appraisals).

19, Employment Applications. ,
—Applications/resumes for employment.

20.. Timesheets.
—Employee time records

(Originals to Finance.)

21. Personnel Hearing Files.

Ceniral City Districi Commission (CCDC)
22, Minutes.

-Meeting minutes and supporting
documentation approved by the body.

~Terminations appealed to the City Council.

Screen annually. Retain permanently any material
having historical value that serves to document the
origin, development, functions and
-accomplishments of the Agency and transfer
periadically to the Maryland State Archives.
Destroy non-permanent material having no further
legal, adminisirative, fiscal or operational value.

Retain | year, then destroy.

Retain 1 year and until all audit requirements have
been fulfilled, then destroy.

Retain for 3 years afler termination, then destroy.

If not selected for employment, retain for | year
from date of application, then destroy. -

Retain 1 year, then destroy.

Screen annually as non-permanent. Destroy
malerial having no further legal, administrative,
fiscal or operational value.

Permanent.
Transfer periodically to the Maryland State .
Archives.




CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M-216

PAGE 4 OF _ 4

Agency

| City of Salisbury

Drivision/Unit

City Clerk

ITEM . .
NO. * DESCRIPTION

- RETENTION

23. Audio Tapes of Central City District
Commission (CCDC) meetings.

-Tape recordings of meetings from which
minutes are prepared.

24, Public Information Act Request.
~Formal request submitted by citizens for .
access to public records

Retain 1 year, then destroy.

Retain 3 yeais, then destroy.




CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M-217

PAGE _1 OF _1

Arency Division/Unit
City of Salisbury City Solicitor
ITEM
NO. DESCRIPTION RETENTION
i. General Correspondence. Screen annually.
—Original incoming letters, copies of Destroy material having no further legal,
outgoing letters, memoranda, reports, administrative, fiscal or operational value,
studies, directives, policies, and other Retain permanently any matenal that serves to
materials related to administration of the document the origin, development, and
agency. accomplishments of the office.
Transfer periodically to the Maryfand State
Archives,
2. Opinions. Retain permanently.
—Wnitten opinions rendered by City Transfer periodically to the Maryland State
Attorney’s usually at the request of the Archives.
Mayor and/or City Council.
3. Litigation. Retain 5 years after litipation files have been
~Files of cases involving the City of closed. Sereen and retain permanently
Salisbury. case files with historical and legal
relevance or sipgnificance for perindie
tranafer to the Maryland State Archives.
Destroy all other files.

APPROVED BY DEPARTMENT REPRESENTATIVE

DATE 7/31/06 o
SIGNATURE }/ mfs{\—-

TYPENAME ‘_ Paul D. Wilber

o T

TITLE City Attorney

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

DATE XS M7
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CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE-

SCHEDULE NO. M-218

" PAGE _1__OF _3

Division/Unit

Agency
City of Salisbury Drepartment of Internal Services/Finance - Administration
ITEM :
NO. DESCRIPTION RETENTION
1. Miscellaneous Subject Records, Retain 3 years, then destroy.
—~Budget reports, correspondence,
payment/report calendar, stock requisitions,
purchase orders..

2. Licenses. Retain 3 years and uatil all audit requirements
—l.icense file changes, fee calculation, have been fulfilled, then destroy.
business master inquiry, tax account master
inquiry, correspondence, license report-
occupational license, trader’s license.

3. Subject Records. Screen annually, Destroy material having no
—Blue Cross/Blue Shield of Maryland, further administrative, fiscal, legal or operational
capital improvement program, investments, | vajue.
long term debt, revenue book, wastewater, | Retain permanently any material that serve to
cash receipts, accounts recetvable, etc. | document the origin, development and

accomnplishments of the department.
Transfer periodically to the Maryland State
Archives.

4. Employee Information Records. Retain 3 years and until all audit requirements
~Employee evaluations, increment have been fulfilled, then destroy,
justifications, job descriptions, employee
duties, vacation requests, ctc.

5. Comprehensive Annual Financial Reports (Report) Permanent. Transfer perindically to

' {(CAFR). Maryland State Archives.

- Annual financial report.

- Correspondence. {Correspondence) Retain 3 years, then destroy.
APPROVED BY DEFARTMENT REFRESENTATIVE SCHEDULE AUTHORIZED BY

. STATE ARCHIVIST
pate _ June 20 2007 . N
Pumda b ourd — |Pe - 2ane
SIGNATURE . O
| TYPENAME _ Pamela B. Dland SIGNATURE M Gt
[

TITLE Director of Internal Hepyicos




CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M-218

PAGE 2 OF_3

Agency .

City of Salisbury

Division/Unit

Department of Internal Services/Finance - Administration

ITEM
NO. DESCRIPTION

RETENTION

6. Audits, External Audit Reports.

work papers, final audit reports,
correspondence, audit RFP

government financial reports, .
correspondence.

8. Budget Reports. :

Budget work papers, first and second
reading of the operating budget, legal
notices.

9. Final fiscal year budget book.

Improvement.

11. Computer Reports.
-Support schedules, summary general
ledger, balance sheet, summary budget

trial balance, expenditures and

tickets, etc.

—OMB Circular-A-128, single audit act of
1984, supplemental financial report, audit

7. Maryland State Uniform Financial Report.
—Information required by the Department of
Legislative Services to prepare the local

10. Bonds for General Obligation, Refunding,

—Bond proceeds bids, project schedules,
expenditures, project budget report, new
issue book entry, correspondence, work
papers, bond books, construction fund, etc.

report, revenue reports, budget to actual,
pension, long term debt, risk management,

encumbrances, cash register closeout, final
total of funds collected report, deposit

Permanent. Transfer periodically to the Mary]and
State Archives. '

Retain 3 years and until all audit requirements
have been fulfilled, then destroy.

Retain 3 years and until all audit requirexﬁents
have been fulfilled, then destroy.

Permanent. Transfer periodically to Maryland
State Archives.

Retain for life of bond plus 3 years, then destroy.

Retain 3 years and until all audit requirements

have been fulfilled, then destroy.




CITY OF SALISBURY ' SCHEDULE NO. M-218

RECORDS RETENTION AND DISPOSAL SCHE.DULE PAGE_3 OF_3_
Agency | ' Division/Unit
City of Salisbury Department of Internal Services/Finance - Administration
ITEM
NO. DESCRIFTION : RETENTION

12. | Physical Inventory Reports. Retain 3 years and until all audit requirements
—Exception reports, inventory worksheets. have been fulfilled, then destroy.

13. General Correspondence. Screen Annually. :
—Original incoming letters, copies of Destroy material having no further legal,
outgoing letters, memoranda, studies, administrative, fiscal or operational value.
reports, directives, policies, and other Retain permanently any material that serves to
materials related to the administration of the | document the origin, development and
agency. ’ accomplishments of the department.

Transfer periodically to the Maryland State
Archives.
14. Postage Meter License. Retain until obsolete or superseded plus 6 years,‘

then destroy. -

15. Postage Expenditure Report. | Retain 3 years, then destroy.
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CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M. 218 1

PAGE _1_OF 2

Agency Division/Unit

City of Salisbury Department of Internal Services/Finance - Accounts Payable
ITEM

NO. DESCRIPTION RETENTION .

1. Accounts Payable Records. Retain 3 years and until all audit requirements
—Check copies and/or wire transfer have been fulfilled, then destroy.
documentation, inveices.

2. Payroll Canceled Checks (if applicable). Retain 3 years, then destroy.

3. (General Fund Canceled Checks. Retain 3 years and until all audit requirements

K have been fulfilled, then destroy.
4 Daily Cash Summary Sheets. Retain 3 years and until all audit requircments
" { —Daily cash summary reconciliation sheet, have héen fulfilled, then destroy.
adding machine tape, deposit ticket,
adjusting journal edit hst, G/ summary
distribution report, baich invoice report.

5. Pension Cash Reconciliation and Reporis. Retain 3 years and until all audit requirements
—Combined statements of plan net assets, have been fulfilled, then destroy.
pension journal entries, copies of email,
generic check register, copies of checks,
monthly reports.

6. Journal Entries. Retain 3 years and until all audit reqm‘remehts

s -Wire transfers, comespondence, journal have been fulfilled, then destroy.
entry memo, invoices, etc.

7. Bank Reconciliations. | Retain 3 years and until all audit requirements
—Bank statements, deposit tickets, copies of | have been fulfilled, then destroy.
checks, G/L entries, canceled checks,

Recycling account, copies of checks,
customer reconciliation reports.
APPROVED BY DEPARTMENT REPRESENTATIVE SCHEDULE AUTHORIZED BY
STATE ARCHIVIST
DATE  _August 29, 2006 ( i ‘DQ Cp
| red DATE _[{ ke
SIGNATURE W 5 7 ‘
TYPE NAME Pamela B. Uland SIGNATURE «* ¢
TITLE Director of Intermal Services




CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE -

SCHEDULE NO. M—218-1

PAGE_2 OF_ 2

-Block grants, open space, summary of
costs, correspondence, copies of invoices,
financial status reports, request for funds,
final request for reimbursement.

(All grant information may be kept by
Grants Director.) '

Fees/Taxes (if applicable).

—Sales & use tax, admission tax, rents and
concessions, Wastewater rent, room tax,
excise tax, copies of invoices,

Agency Division/Unit
City of Salisbury Depariment of Internal Services/Finance - Accounts Payable
ITEM
NO. DESCRIPTION RETENTION
Grants (if applicable). Retain for life of grant plus 3 years, then destroy.

Retain 3 years and until all audit requirements
have been fulfilled, then destroy.

correspondence.
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" CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE
4

SCHEDULENO. M-218-2

PAGE 1 OF 2

Apency Division/Unit

.| City of Salisbury Department of Internal Services/Finance - Payroll
ITEM
NO. DESCRIPTION RETENTION

1. Payroll Reports.

hours proof listing.

2, Wage Attachments.
~Wage attachments, District Court

agreement, various states.

3 Federal/State Tax Records.
—W-3 transmittal of wage and tax

--Payroll distribution, error listing register,
direct deposit register, deduction register,

satisfaction of judgement, payroll deduction

Retain 3 years and until all audit requirements
have been fulfilled, then destroy.

Retain for life of agreement plus 3 years, then
destroy.

Retain 3 years and until all audit requirements
have been fulfilled, then destroy.

statements, E4 annual survey of government
employment, Maryland Quarterly, 941's.
Deferred compensation plan (457), state

employees credit union.

4. Direct Deposit Authorization.
—Authonzation form, copy of check
(employee checking account), etc,

5. Child Support.

to establish wage withholdings.

- —Child Support wage withholdings, memo

Retain 3 years and until all audit requirements
have been fulfilled, then destroy.

Retain for life of withholding, then destroy.

APPROVED BY DEPARTMENT REPRESENTATIVE

DATE August 29, 2006

Muddag B O and

SIGNATURE

TYPE NAME Pamela B, Oland

TITLE Director of Internal Services

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

DATE QS“WAJ}G’T

SIGNATURE {e gl
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CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M..218-.2

PAGE_2 OF _2

Agency Division/Unit
Ciry of Salisbury Deparmment of Internal Services/Finance - Payroll
. ITEM
NO. DESCRIPTION RETENTION
6. Workers Compensation (third party sick Screen Annually. Destroy material hLaving no
pay). further legal, administrative, fiscal or operatlonal
—Report of group claims paid, US tax value - Non-Permanent file,
information monthly report, premium
invoice, cotrespondence.
7. ‘W-2 Reports. Retain 3 years and until all audit requirements
~Year end payroll information used to have been fulfilled, then destroy.
create W-2 for employees.
8. Time Accumulation Reports. (Time Sheets) | Retain 3 vears and uniil all audit regnirements

have been fulfilled, then destrov.

- e —




CITY OF SALISBURY SCHEDULE NO. M218:3 -
RECORDS RETENTION AND DISPOSAL SCHEDULE PAGE | OF 2_
Ageney Division/Unit
City of Salisbury - ~ Dept. of Internal Serv;ces/Fmance - Billing & CoIlectlons
ITEM . ,
T NO. DESCRIPTION . RETENTION
1. Property Tr%msfér Forms. Retain 3 years and until all andit reqmrernents
—Show seller, buyer, address, property have been ﬁliﬁlled, then destroy
descnpnon amount due, etc. :
2. Miscellaneous Accounts Receivable. Retain 3 years and until all audit requirements .
o | -Miscellanéous revenue inquiry, remittance | have been fulfilled, then destroy.
form, adding machine tape, invoice inquiry, :
remittance-advice, ete.
3. .| Application for Business License. Retain 3 years and unﬁi all audit requirements
© | —Application, license renewal. have been fulfilled, then destroy.
4. Miscellaneous Medical Claim Payments. Retain 3 years and until all audit requirements
~Audit Trial reports, payments, have been fulfilled, then destroy.
-| correspondence, patient collection report,
explanation of payment, remittance advice,
provider voucher, insurance call-in
information sheet, EMS registration face
-sheet.
. 5. Computer Reports. ' Retain 3 years and until all andit tequirements
~Adjustment update register, payment have been fulfilied, then destroy.
_update register, combined billing update,
adjustment updates, trial balance, cash
updates, cash posting, tax billing interface,
invoice billing register, cash receipts,
adjustment updates.
APPROVED BY DEPARTMENT REPRESENTATIVE - | SCHEDULE AUTHORIZED BY
. STATE ARCHIVIST ‘
pate  dune 20, 1o07 Y 0‘7
) DATE i NoY
SIGNATURE W 6 0 W
TYPENAME _ Pamela B. Oland SIGNATURE
TITLE Director of Internal Services '
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CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M-218-3

PAGE 2 OF _2

—Remittance stub, adding machme tape, tax
certificate, accounts receivable inquiry,

-¢check stub, disbursement check voucher.

Agency Division/Unit
City of Salishury Dept. of Internal Services/Finance - Billing and Collections
ITEM , | :
NO. DESCRIPTION RETENTION
0. Utility Bills. Retain 3 years and until all audit requirements
—Copy of bill, payment stub returned with have been fulfilled, then destroy.
payment, customer receipt, adding maching
tape. ‘
7. Tax Reports. Retain 3 years and until all audit requirements
—Parcel listings, tax roll, tax paymentq edit | have been fulfilled, then destroy.
list.
- 8. - | Property Tax Payments. Retain 3 years and until all audit requirements

have been fulfilled, then destroy.




CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M-2]8-4

PAGE 1 OF_ 12

Agency bivisionfU nit

City of Salisbury Dept. of Internal Services/Parking and Procurement
ITEM h

NO. DESCRIPTION RETENTION

1. Bid Records. Retain 5 years and until all audit requirements
--Correspondence, bid awards, purchase have been fulfilled, then destroy.
orders, notice to bid, bids received,
specifications, rental agreements (if
applicable).

2. Auctions. Retain 3 years and until all audit requirements
--Correspondence, check copies, auction have been fulfilled, then destroy.
list, equipment information list, advance
notification of auction.

3. Time Sheets/Employees. Retain | year, then destroy.
~[aily Time Sheets
(Originals to Finance)

4, Computer Reports. Retain 3 years and until all audit requirements
~Summary of parking tickets, City parking | have been fulfilled, then destroy.,
ticket system (if applicable), Parking ticket
daily issuance report, hours proof listing,
time sheets, accrual register, etc.

5. Vendor Records. Retain old vendor records 3 years, then destroy.
—Copies of all outgoing correspondence, Current vendors records active as long as vendor
contracts and leases for each vendor. 1s active.

APPROVED BY DEPARTMENT REPRESENTATIVE SCHEDULE AUTHORIZED BY
& STATE ARCHIVIST
DATE August 29, 2006
, pate _ M Dec 6G
sionature Parnedd B Diand. -7
TYPENAME Pamela B. Dland SIGNATURE
TITLE Director of Internal Services
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CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. m.218-4

FAGE __2 OF_2

Ageﬁcy Division/Unit

City of Satisbury Dept. of Internal Services/Parking and Procurement
| TTEM

NO. DESCRIPTION RETENTION

6. General Correspondence. Screen annually.

—Original incoming letters, copies of Destroy material having no further legal,
ouigoing letters, memoranda, studies, administrative, fiscal or operational value.
reports, directives, policies, and other Retain permanently any material that serves to
material relaled to the administration of the | document the origin, development, and
agency. accomplishments of the office.
Transfer penriodically to the Maryland State
Archives.

7. Purchase Orders. Retain 3 years and until audit requirements have
~Requisitions, price procurement document | been fulfilled, then desiroy.
and resulting purchase order.

8. Request for Quotations/Invitations to Bid. Retain 5 years after contract completion or until
~Bid specifications, drawings, audit requirements have been fulfilled, then
advertisement, agenda bid tabulations, destroy.
notice to proceed and letter of contract
award.

9.- | Work Orders. Retmn | year, then destroy.

—Qriginal copies of all work orders
requested by the various departments.

10. Surplus Property Inventory. Retain 3 years and until all audit requirements

| ~Inventory listing of all surplus items (held | have been fulfilled, then destroy.
i ~for auction) ﬁnm the different departments
11. Auct;on 'l erms and Conditioris Agreements, | Retain 3 years after auction, then destroy.
L3 .
12. | Bill-ofSale. Retain 3 years after auction, then desuoy.
. { 'ﬂ‘_;' Witz m
’ '“‘M,a o Fal e
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CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

Ed

SCHEDWJLE NO. M-219

PAGE _1

OF _3

Agency

City of Salisbury

Division/Unit

Fire Department - Administration

ITEM .
NO. ‘DESCRIPTION RETENTION
L. General Correspondence. Screen annually.
—Original incoming letters, copies of Destroy material having no further legal,
outgoing letters, memoranda, studies, administrative, fiscal or operational value,
reports, directives, policies, and other | Retain permanently any material that serves to
materials related to the administration of the | document the origin, development and
agency. accomplishments of the department.
Transfer periodically to the Maryland State
Aschives.

2. Personnel Records. ‘ Retain 3 years afier termination date, then destroy.
—Personnel records for career/employees to : ' ’
include: applications for employment,
disciplinary actions, commendations,
promotions, awards, leave/vacation records,
ete.

(Onginals to Human Resources)
3. Budgets. Retain 1 year and until all audit requirements have
—Operating, Capital Improvement, program | been fulfilled, then destroy.
budgets, purchases by volunteers with City
monies, and related matenals.
4. . | Incident Reports. Retain 3 years, then destroy.
~Ineident Report Form - used to record ’
incidents that need to be documented and
reviewed by others (o resolve the issue or to
take further action as necessary.

APPROVED BY DEPARTMENT REPRESENTATIVE

| TITLE

SCHEDULE AUTHORIZED BY

: ‘ STATE ARCHIVIST
DATE \,\ (5!9\{} ol ‘ 20 Naove)
: ‘ < DATE , [0
SIGNATURE .- \W«QE Y, o '
s
TYPE NAME David E. See- SIGNATURE

Chief

L fopimfour




CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M-219

PAGE 2 _OF _ 3

Agency Division/Unit

City of Salisbury Fire Department - Administration
ITEM

NO. DESCRIPTION RETENTION

5. Directive Records. Retain permanently any material having historical
—Orders published weekly, items of interest | value that serves to document the origin,
to the department employees, notices of development, functions and accomplishments of
training, action taken by the City Council the Agency and transfer periodically to Maryland
that pertains to Fire Department, special State Archives. Retain all other material until
detat!s, changes in department operations. superseded or updated, then destroy.

Staff meeting minutes,

6. Inspection Reports. Screen annually as non-permanent. Destroy
—Drawings, comrespondence, case history material having no further legal, administrative,
and actions, complaint reports, smoke fiscal or operational value.
detector certification form, fire alarm report,
inspection report, supplemental inspection
report. '

7. Building Drawings, Screen annually and retain permanently any
—Various building drawings used to locate | material having historical value that serves to
sprinkler systems, routes, elc. document the origin, developmenf, functions and

accomplishments of the Agency and transfer
periodically to Maryland State Archives. Destroy
non-permanent material having no further legal,
administrative, fiscal or operational value.

8. Subject Records. Screen annually as non-permanent. Destroy
~Hazardous material response, special material having no further legal, administrative,
hazards, correspondence, purchase orders, fiscal or operational value.
purchase authorizations, smoke detectors,
incident reports, equipment inventory, etc.

9. Background Records (Career Firefighters). | Retain 5 years after termination, then destroy.
—Background records of firefighter
applications including credit checks,
licensing information, motor vchicle
checks, cnminal history, military history
and personal history.

{Originals to Human Resources)
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CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M-219

PAGE _} OF _3

how they function within the City of
Salisbury.

Apency Division/Unit

City of Salisbury Fire Department - Administration
ITEM

NO. DESCRIPTION 'RETENTION

10. Background Records (Volunteer Personnel}. | Same as [tem 9 above.
Application and criminal history.

Investigation Reports.

11 —Comespondence, fire activity reports, Retain 10 years, then destroy.
complaint reports, investigation reports, etc. '

Injured Workers Insurance. :

12. ~Worker compensation reports (Career & Retain 5 years after termination, then destroy.
Volunieer). :
Corporation of Volunteers.

13. --Shows how the volunteers came about and | Retain permanently any material that serves to

decument the origin, development and
accomplishments of the department.
Transfer periodically to the Maryland State
Archives.,




CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHED,ULI*;,

SCHEDULE NO. _p--. 2191

PAGE | OF_ 1|

Agency

City of Salisbury

Division/Unit

Fire Department -EMS

ITEM
NO. DESCRIPTION

RETENTION

1. General Corrcspondence

~Qriginal incoming letters, coples of
outgoing letters, memoranda, studies,
reports, directives, policies, and other
matenials related to the administration of the

| agency.

2. Ambulance Reports (Run Sheets).

~Patient records from three (3) paramedic
units. Patients are treated and/or
transported. Reports are CONFIDENTIAL -
Medical Information.

3. MS/Valium Narcotics Control Sheets.
—Paramedic unit narcotic inventory and
tracking.

4, EMS Log Sheets.
~Log of EMS response information listed
call by catl.

3. Medical Records.
—Unsafe conditions to include Blood-bome
pathogens, HIV, Hepatitis-B, etc.

+ Retain permanently any material having
“Historical -value‘that™strves to document
the origin, development, functions and
accomplishments of the Agency and transfd
periddically to the Maryland State
Archilves. Retain non-permanent material
3 vears, then destroy.

Retain 7 years, then destroy.

Retain | year, then destroy.

Retain 1 year, then destroy.

Retain 30 years after termination, then destroy {(per
OSHA/NIOSH/MOSH).

DATE . ?A-&Ac.w“( ZTO00

i, ;
TITLE™ - _Chief

APPROVED BY DEPARTMENT REPRESENTATIVE SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

SiC‘NATURL N\D = op PATE Qﬁ‘”\m X

WPﬁéNAME David B. See’ SIGNATURE ,@M / 6’5"“ """"‘/

T



- CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M-219-2

PAGE_1_OF_2
Agency Division/Unit
City of Salisbury Fire Department - Operations
ITEM
NO. DESCRIPTION RETENTION
1.+ | General Comespondence. Retain permanently any material having historical’
~Original incoming letters, copies of value that serves to document the origin,
cutgoing letters, memoranda, studies, development, functions and accomplishments of
reports, directives, policies, and other the Agency and transfer periodically to the
materials related to the administration of the | Maryland State Archives. Retain all other material
agency. 3 years, then destroy.
2. | Senior Station Officer’s Monthly Reports. Retain 3 years, then deé:troyk
’ —Station activities, equipment/apparatus, '
condition of buildings, forms management,
and etc.
3. Duty Officer’s Daily Reports/Officer-In- Retain 5 years, then destroy.
Charge/Fire Reports. '
~Personnel assignments, pérsonnel absences
and incidence calls.
4 Maintenance & Supply Records:
--Hose reports. Retain for life of hose, then destroy.
—~Equipment mventariesfweekly Retain | year, then destroy.
inventories. ’
~ --Vehicle and equipment mainienance, Retain 1 year, then destroy.
vehicle preventative maintenance check
sheets, apparatus check sheets and related
equipment.
5. Alarm Sheets/Station Records/Daily Log, Retain 5 years, then destroy.
~[aily record and record of all calls from
fire alarm.

DATE -

TITLE

APISROVED BY DEPARTMENT REPRESENTATIVE

T (o/,,w o]

SIGNATURE w&g @ %ﬂv’/

TYPE NAME

David B. See

Chief

DATE

SIGNATURE W M

SCHEDULE AUTHORIZED BY
STATE ARCH WIST

X nev 0o
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- CITY OF SALISBURY | SCHEDULE NO. M-219-2
RECORDS RETENTION AND DISPOSAL SCHEDULE : PAGE 2 (OF_ 2
Agency ' Division/Unit
City of Salisbury . . Fire Department - Operations -
ITEM ) .
NO. DESCRIPTION RETENTION
6. | Daily Time Sheets/Alarm Attendance Retain 5 years, then destroy.
' Sheets/Station Daily Log. , - :

—Daily log of company and personnel
movement, including: alarms, annual leave,
emergency leave, etc.

7. Vehicle Maintenance Records. Retain 3 years, then destroy.
: ~Vehicle service and repair records. ' '




CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M-219-3

PAGE _1_ OF __2_

Agency

Division/Unit

City of Salis;bury ) Fire Department - Training
ITEM
NO. DESCRIPTION RETENTION
1. General Correspondence. Retain permanently any material having historical
—Original incoming letters, copies of value that serves to document the ongin,
outgoing letters, memoranda, studies, development, functions and accomplishments of
reports, directives, policies, and other the Agency and transfer periodically to Maryland
materials related to.the administration of the | State Archives. Retain all other material 3 years,
agency. then destroy.
2. Individual Training Records and Reports: Retain 1 year after terminatioh, then destroy.
Career - current.
—All outside training (MFRI - NFA - etc.) \
taken by career personnel to include in-
service training.
3. Individual Outside Training Records and Retain 1 year after termination, then destroy.
Reports: Volunteer
-All outside training (MFRI - NFA etc.)
taken by volunteer personnel.
4. Company Training _Report. Retain 2 years, then destroy.
~In-service training.
5. Physical Ability Test Records. Retain 1 year after date of test, then destroy.
' —Records of the applicants and statistics of
test to include the scores. -

DATE

APPROVED BY DEPARTMENT REPRESENTATIVE

blaolem

SIGNATURE f)-
TYPE NAME

TITLE

(A

David B. See

Chief

DATE

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

/////07




CITY OF SALISBURY - " SCHEDULE NO. M-219-3

- RECORDS RETENTION AND DISPOSAL SCHEDULE . PAGE 2 OF 2
Agency Division/Unit
City of Salisbury o Fire Department - Training
ITEM \
NO. DESCRIPTION RETENTION
6. Safety Records. ' Retain 5 years, then destroy.

~Records te include: Risk Management,
unsafe conditions, safety officer’s reports,
minutes from the Safety Committee, and
other related materials.

7. Accident and Injury Review Board Records. | Retain 3 years, then destroy.
~Wrilten reports of all accidents and : :
injuries io fire personnel and equipment.

8. "Turnout Inspection Forms. Retain 2 years after completion, then destroy.
~Monthly inspection records of turnout gear
and its serviceability,




CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

'SCHEDULE NO. M-220

PAGE_1_OF -1

Diviston/Unit

Apency
City of Salisbury Police Department - Chief of Police
| ITEM
NO. DESCRIPTION RETENTION

L= "} Subject Records.
—Conespondence CID computers, City

training, policies, patrol liquor board. -
reports, payroll, seized property files,

2

hearing tapes, etc.

departments, mounted patrol, personnel

mutual aid agreements, general orders, efc.

Screen annually. Retain permanently any material
having histonical value that serves to document the
origin, development, functions and '
accomplishments of the Agency and transfer
periodicaily to the Maryland State Archives. -
Destroy materiat having no further legal,
administrative, fiscal or operational value.

2. | Internal Investigations Relating to Officers. | Retain until individual is deceased, then destray.
' —(ase booklet, handwritten notes, mcludes

APPROVED BY DIEPARTMENT REPRESENTATIVE

DATE - &/
SIGNATURE &/dem@'
TYPE NAME Aliap J, Wehster

TIT LE Chief

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

DATE ,;,-;/?’ /{:1

SIGNATURE




CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. _M..220-1

PAGE 1 OF 1

e

Agency Division/Unit
City of Salisbury Palice Department - Property & Evidence
ITEM f
NO, DESCRIPTION RETENTION
1. Property Inventory. Retain for 10 years. Nou-Permanent
~Property/Evidence Forms, comrespondence, | Destroy material having no further legal,
certified mail receipts. administrative, fiscal or operational value.
2. Vehicles for Public Auction. Retain 3 years and until all audit requirements
~MV A registrations, certified mail receipt, | have been fulfilled, then destroy.
title hearing notice, notice of unpoundment—
right to reclaim vehicle.
3. Officer Issue Equipment. Retain until superseded or updated, then destroy.
—Listing of all equipment issued to officers,
shows type of equipment, issue date,
amount and date returned.
4, Laundry Pick-up Form. Retain 3 years and until all audit requirements
—Shows identification munbers, numbers of | have been fulfilled, then destroy.
shirts, pants, coats, and ties, ‘
5. City/State Ticket Book/Issue Log. Retain 3 years, then destroy.
-Shows ticket series, issue date, name of
officer, City and State log.
| | 3
APPROVED BY DEPARTMENT REPRESENTATIVE | SCHEDULE AUTHORIZED BY
' : STATE ARCHIVIST
DATE 5703 /0¢
[ L
SIGNATURE J
£ ot
LYt
TYPENAME, —-Allan’ < iehster sionaTuRE Sl . /%ﬂ V4
TITLE Chief




CITY OF SALISBURY

RECORDS RETENTION ANI» DISPOSAL SCHEDULE

SCHEDULE NO. M_220.2. .

PAGE __}

OF _1

——Notes, complaint forms, supplement
form, witness reports, 911 tapes, victim
statements, property evidence report.

—Case files maintained by each detective.

Agency Division/Unit )
City of Salisbury Pulice Department - Criminal Investigarions
ITEM
NO. DESCRIPTION HRETENTION
- 1. Case Records.- Retain for 10 years. Non-Fermanent

Destroy material having no further legal,
administrative, fiscal or operational value.

AFPROVED BY DEPARTMENT REPRESENTATIVE

DATE . SfZé’Q/aé N
 SIGNATURE: ] UWW

TYPE NAME - - - Allan J. “Wek.;ster

TITLE Chief

SCHEDTILE AUTHORIZED BY
STATE ARCHIVIST

DATE

:?S*“M 07

- .’ .
o
e

S / St S
SIGNATURE* “""’*’“"%‘-’- ‘?M;"ﬂ%




CITY OF SALISBURY .
RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. aM~220-13

PAGE 1 _OF 1

Agency Division/Unit
City of Salisbury Police Department - Patrol
| I[TEM
NO. DESCRIPTION RETENTION

1. Daily Assignment and Training Log.
-Date, sector assignment, special
assignments and roll call training,

B

Retain ] year, then destroy.

APPROVED BY DEPARTMﬁPj‘;{m%EPRES ENTATIVE

DATE fé&/@é LT

- e
- ota €

F

R I

SIGNATURE

L
i :

. . "‘JJ:V“ N .l
TYPE NAME Allan ;.V%ebster

whe

TITLE - (et BNy Brtom e - L.,

e
. e i,
M IR A gy il e o o

P e,

STATE ARCHIVIST

SCHEDULE AUTHORIZED BY

SIGNATURE

paTE | Dve ‘ ;

o I




CITY OF SALISBURY . S * SCHEDULE NO. M-220-4 .

RECORDS RETENTION AND DISPOSAL SCHEDULE PAGE_1_OF _1

Agency 3 ’ Division/Unit
City of Salishury ’ Police Department - Community Services
NO. . DESCRIPTION RETENTION
1. Grants-Federal/State/County. -Retain for life of grant plus 3 years, then destroy.

-Proposal, budget, awards, dollar amount;
quarterly reports/activity/financial, .
productivity sheets, correspondence, work
activity sheet, purchase orders, progress -

financial status reports.
2. Subj ect Records. ' Screen annually. Retain permanently any matérial -
—atalogs, child fingerprints, private _| having historical value that serves to document the

security, McGruff House, citizens on patrol, | origin, development, functions and

neighborhood watch program, crime free accomplishments of the Agency and transfer
multi-housing cult stuff, reality program, periodically to the Maryland State Archives.
security guide, hate crime investigations, Destroy non-permanent material having no further
etc. u S legal, administrative, fiscal or operational value.

APPROVED BY DEPARTMENT R,EPRESENTA{I‘WE SCHEDULE AUTHORIZED;BY

: STATE ARCHIVIST
DATE é/étflé 2 N ) .
| 3 bate © - /7 /f 7 _
SIGNATURE zcavd /S S
. TYPE NAME Allan J. Webster SIGNATURE # 5%%5™% M

TITLE Chief




CITY OF SALISBURY

" SCHEDULENO. M-220-5

RECORDS RETENTION AND DISPOSAL SCHEDULE PAGE_1 OF _1
Agency Division/Unit -
City of Salisbury Police Department - Fiscal Affairs
ITEM
NO. DESCRIFTION RETENTION

1. Vendor Records.

correspondence, statement of accounts,
budget change request.

2, ‘Travel Expenses.
~iravel expense reports, tray el requests,
copies of check stubs.

3. Tow Company Payment Authorization.
~Payment authorization, license and
renewal payments, correspondence, etc.

4. Noise Complaints.

—Policy referral form, response memo,
referral, report for various departments of
the Ciiy, noise violations, log sheets, noise
statistics, warnings, etc

AR
-y

% J

i

~Invoices, purchase orders, copies of stubs,

Retain 2 years. If purchases have warranties over 2
years, maintain records until warranty expires,
then destroy.

Retain 2 years, then destroy.

Retain 2 years, then destroy.

Screen annually. Non-Permanent
Destroy material having no further legal,
admimstrative, fiscal or operational value,

APPROVED BY DEPARTMENT REPRESENTATIVE | SCHEDULE AUTHORIZED BY
STATE ARCHIVIST
DATE 5 x@a/ac; :
DATE 25 Maa 6]
SIGNATURE Lot o
, - 7
TYPE NAME Aﬂlnn J- hehster _ i« | SIGNATURE Qﬂ"ja‘ /5 W ﬁ‘
TITLE Chief e




CITY OF SALISBURY SCHEDULE NO. M~220-6

RECORDS RETENTION AND DISPOSAL SCHEDULE PAGE 1 _OF __ 1
Apency : Division/Unit
City of Salisbury Poiice Department - Training
ITEM .
NO, DESCRIPTION RETENTION
1. Training Records - Full-time Employees. Retain until individual is deceased, then destroy.

—Correspondence, training test scores,
certifications, application for courses, field
training evaluation program, instructor
cerification application.

APPROVEDBY DEPARTMENT REFRESENTATIVE | SCHEDULE AUTHORIZED BY
STATE ARCHIVIST
DATL i Wfﬁ@&

szr:;NATURE {WM@C oAt L "?\”’ﬁ.?g(ﬂ A

5* AN : !@% ﬁ? W.}?“J zﬁﬁl
TYPE NAME Csllan J. webstei— smmmﬁﬁwﬁ Al J cfw

TITLE Chief )




CITY OF SALISBURY

. RECORDS RETENTION AND DISPCIISAL SCHEDULE

SCHEDULE NO. M-220-7

PAGE | OF__4

Agency

| City Qf Salisbury

Division/Unit

 Palice Department - Human Resources & Records

ITEM
NO.

DESCRIPTION

RETENTION

Personnel Records/Background - Full-fime.

—Application, oath of office, personnel
action forms, certificates, diplomas, training
reports, personnel orders, disciplinary
action, cammendation, correspondence,
rating reports. '

~Background files coniain pre-cimployment
data, personal history questionnaire, credit
report, polygraph, fingerprints.

Complaint Reports.

~Vehicle impound and inventory record,
supplement report, District Court
appearance report, fingerprints, pictures, log
records, date/lime of final disposition,
custody and property report.

~Property/evidence, drug certifications,

| District Court records and application for

statement-of charges, arrest warrant, motor
vehicle accident reports, etc,

Maxy[and Safety Equipment Repair
Order/Warning. ‘
—Copy of ticket issucd by officer.

Retain until individual is deceased, then desfroy,

Retain until individual is deceased or until order
of expungement, then destroy. ’

Retain 2 years, then destroy.

DATE

TITLE

APPROVED BY DEPARTMENT REPRESENTATIVE

¢Asd/s 7

SIGNATURE

TYPE NAME

Allan J, Webster

. Chief-

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

DATE :’/‘/‘?/&" 7

P %%gﬂtﬁg ,,.. .
SIGNATURE # 258 Rtz ke /)

NV V. A



CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M-220-7

PAGE 2 OF 4

Division/Unit -

Apgency
City of Salishury Police Department ~ Human Resources & Records
ITEM
NQ. DESCRIPFTION RETENTION
4, Correspondence. Retain permanently any material having historical
' —Correspondence sent by the department value that serves to document the origin,
Relates to: Maryland State Police, Animal development, functions and accomplishments of
Bites, FBI, State’s Attomey, citizens, the Agency and transfer periodically to the
Liguor Board, Juvenile Justice, Accidents ‘Maryland State Archives. Retain all other matenal
(Departmental). 2 years, then destroy if outdated.
5. Paid Traftic Tickets. Retain 3 years and until all audit rcqmrementb
—Copy of ticket, adding machine tape, copy | have been fulﬁll ed, then destroy.
of summons and invoice.
0. Notice of Intent to Stand Trial. Retain 5 years, then destroy.
~Citations to the District Court, Citations
not payable, party must stand trial, civil
citations, cte. :
7. Parking Violations. Retatn 3 years, then destroy.
—Parking tickets, summons and meter
checks, void tickets, correspondence to the
States Attorney’s Officer regarding voided
tickets, etc.
8. Uniform Municipal Infractions/Civil Retain 3 years, then destroy.
Citations. :
—Copy of ticket, receipt of tape of fines
‘received.
9. Custody Arrest Reports. Retain until individual is deceased or until order
—~Name, address, arrest time, arresting of expungement, then destroy.
“officer, '
10. Towing Summons. Retain 3 years and until all audit requlrcments
~Summons, vehicle impoundment record have been fulfilled, then destroy.
receipl for payment.




- CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE N, M-220-7

PAGE 3 OF 4

Agency

NO. N DESCRIPTION

Division/Unit
City of Salisbury Palice Department - Human Resources & Records
ITEM

RETENTION

11. Deparimental Policies.

—Chief, patrol, administrative
memorandums, personnel and Special
Orders.

12, Warranis.

~Records unit document services, District
Court criminal summens on charging
document and subpoena.

13. | Officer Drivers Record Required.

‘ —Correspondence, request for doving
records from MVA and various states
certified.

14. | Expungement Orders.
‘ ~Petition to Expunge, final disposition
report, ete,

15. | UCR.
~Maryland State Police Reports List ¢crime
| statistics by type of crime.

16. BCI-Prior to Current Comptaint Report.

4 | ~Incident report, name, address, place of
arrest, date of arrest, arresting officers,
reasons for arrest, pholos, arrest report, FBI
report, etc.

17. Maryland Flagging Records.

—Forms used to obtain registration plates,
and/or stickers from MVA for failure to pay
parking tickets. Shows amount paid and
how paid (check, cash, etc.).

Screen annually. Retain permanently any material
having historical value that serves to document the
origin, development; functions and
accomplishmenis of the Agency and {ransfer
periodicaily to the Maryland State Archives,
Destroy non-permanent material having no further
legal, administrative, fiscal or operational value.

Retain until served plus 3 years, then destrojfl

Screen annuvally as non-permanent. Destroy
material having no further legal, admlmstratlve
fiscal or operational value.

Retain 3 years and until ail andit requirements
have been fulfilled, then dcstmy

Screen annually as non-permanent. Destroy
material having no further legal, administrative,
fiscal or operational value.

Retain uniil individual is deceased or until order
of expungement, then destroy.

Retain 3 years, theﬁ destroy.




CITY OF SALISBURY

RECORDS RETENTION AND DISPGSAL SCHEDULE

SCHEDULE NO. M-220-7

PAGE _4_ OF 4

-Forms used to obtain registration plaies,
and/or stickers from MVA for failure to pay
parking tickets. Shows amount paid and
how paid {check, cash, etc.).

Agency " Division/Unit
“City of Salisbury Police Department - Human Resotoees & Records
ITEM
NO. DESCRIPTION RETENTION
18, BCI-Prior to Current Complatnt Report. Retain untit individual is deceased or umil order
—Incident report, name, address, place of of expungement, then destray.
arrest, date of arrest, arresting officers,
reasons for arrest, photos, arrest report, FBI
report, etc,
19. Maryland Fiagging Records. Retain 3 years, then destroy.




CITY OF SALISBURY

RECORDS RETE{N'I‘ION AND IISPOSAL SCHEDULE

SCHEDULE NO. M-221.7

PAGE 1 OF 3

Agency Division/Unit
City of Salisbury Public Works - Technical Suﬁpoﬁ
ITEM ‘ . ‘
NO. DESCRIPTION REFTENTION
1. - | Subject Records. Retain | year, then destroy.
—Sidewalk maintenance, bids, concrete
recycling, manuals, State Highway
" Administration contracts.
“Drawings, underground storage tanks. Retain permanently. Transfer periodically to the
‘ Maryland State Archives. '
2. Division Accounts. Retain for life of fease plus 3 years, then destroy.,
~Bulkheads, leases, storm drains, snow,
water, street light retro-fit, etc.
3. Projects. Reiain permanemly Transfer penodzcaﬂy to the
--Various street improvements, engineering | Maryland State Archives.
projects, site drawings.
4. Budget Records.
-Annual reports. Retain permanently. Transfer periodically to the
o ' Maryland State Archives.
; ¢} -Change forms, budget worksheet, Retain for 5 years, then destroy
' correspondence, equipment purchases/large
and small,
3. Personnel Records.
‘ ~Various personnel forms, personnel (iles Retain | year, then destroy.
for each employcee, includes: leave report,
_performance appraisal, change/action
requests, disciplinary action report.
(On’gjna]s to Human Resources).
APPROVED BY DE A_R 'MENT- REPRESENTATIVE SCHEDULE AUTHORIZED BY
) /30/D 3 STATE ARCHIVIST
DATE -~ (__\ mj w
DATE 1
SIGNATURE % / oLl W'(/(j, '
TYPE NAME /} Jares Galdvell SIGNATURE M W
TITLE Director )
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CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M-221-7

PAGE _2 OF 13

Agency Division/Unit
Cify of Salisbury Public Works - Technical Support
ITEM
NO. DESCRIPTION RETENTION .
6. En gincering Drawings. Retain permanently. Transfer periodically to )th(e:
~Drawings of various city construction Maryland State Archives. '
projects, sediment/erosion control, sequence
drawings, plan view, details, utility plans,
water main profile, etc,
7. Storm Drain Records. Retain permanently. Transfer periodically to the
—Site drawings, correspondence, Maryland State Archives.
agreements, maintenance repofts, sediment
eontrol plan, etc. '
8. Water Projects. Retain for life of contract plus 3 years, then
~Information for various water construction | destroy.
projects, purchase orders, correspondence,
contracts, utility permits, water meter
pricing, etc.
9. Sidewalk Condemnation. Retain 3 years and until all audit requirements
) -~Customer master file inquiry, bills for have been fulfilled, then destroy.
rcpairs, inveices, condemnation notices,
UPS certified mail receipts, elc..”
10. Storms. Retain until superseded or updated, then destray.
’ -Snow removal policy, damages, - '
hurricanes, hurricane plans, etc.
11. Miscellaneous Subject Records. Screen annually.
~Equipment files, field change orders, Destroy material having no further legal,
insurance certificates, silt fence information, | administrative, fiscal or operational value.
correspondence, brochures, storm drain Retain permanently any material that serves to
vendor information, employee forms, document the origin, development and
1 purchase order copies, training information, | accomplishments of the department.
employment applications, eic. Transfer periodically to the Maryland State
' Archives.
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CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M-22§-7

PAGE 3 OF _3

Agency

City of Salisbury

Division/Unit

Public Works - Technical Support

—~Driver vehicle condition daily reports.

ITEM )
NO. DESCRIPTION RETENTION
12.  |'Vendor Records. Retain 3 years, then destroy.
~Packing slips, bills of lading, purchase
orders, elc.
13. Maryland Department of Transportation. Retain 3 years and until all audit requirements

have been fulfilled, then destroy.




CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M-221

PAGE _I _OF __1

Agency Division/Unit

City of Salisbury Public Works - Resource Management
ITEM

NO. DESCRIPTION RETENTION

1. Yendor Records.

hand-written nates.

2. Miscellaneous Suhject Records.

tickets, etc.

3. General Correspondence.

agency.

~Purchase orders, invoices, correspondence,

(Originals to Parking & Procurement)

—Original incoming letters, copies of
outgoing letters, memoranda, studies,
reports, directives, policies, and other
materials related to the administration of the | document the origin, development and

Retain 1 year, then destroy.

Retain 3 years and until all audit requirements

~-Bid forms, safety meetings, miscellaneous | have been fulfiiled, then destroy.
correspondence, payroll records, sign sales,
accident reports, City departments, landfill

Screen annually.

Desiroy material having no further legal,
administrative, fiscal or operational value.
Retain permanently any material that serves to

accomplishments of the department.
Transfer periodically to the Maryland State
Archives,

- —
APPROVED BY DEPAM"MENT REPRESENTAT[V:E

i
L3

DATE E21 Al o to

| SIGNATURE m .

; i)
TYPE NAME W

I'D‘-‘q-" R 2 L ot

TITLE Irector

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

pats  W\WDee O

SIGNATURE
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CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M-221-1

PAGE _1_

_OF _2_
Agency Division/Unit
City of Salisbury Public Works - Engineering/Project Ma:iagemerit
| ITEM - -
NO. DESCRIPTION RETENTION
L. PI’O]CCtS Retain 5 years after completion of project, then
' —City Buildings, Streets, Sldewalks Storm | destroy. - '
Drains, Sediment Control, Correspondence,
Inspection reports, Permits, Construction
contracts, Purchase orders, Draft reports,
Proposals, Specifications, Drawings,
Construction reports, Progress meeting
minutes, etc.
2. City Building Records. Retain 5 years after completlon of pr0]ect then
—Contracts, Specifications, Correspondence, | destroy.
Certifications, Affidavits, Daily
Construction Reports of City Building
Projects.
3. City Park(s) Retain 5 years after completion of project, then
: —Cost Estimates, Site Plans, Contracts destroy.
| Specifications, Correspondence of City
7 Projects.
.4 Bulkhead Projects.” " | Retain 5 years after complet;on of project, then
—Contracts, Specifications, Agreements destroy.
Cost Est1mates and Site plans.
5. Subdivision Records. 7 (Originals to Circuit Court) Retain 5 years, then
—Correspondence, Specifications, destroy.
Agreements, Subdivision Plats, Zoning
Requirements.
APPROVED BY DEPARTMENT REPRESENTATIVE SCHEDULE AUTHORIZED BY
' . STATE ARCHIVIST
DATE D Iuwy OF
| Xg\?\ﬁz ' DATE /// / 4 ’7
SIGNATURE - /
Ll \ .
TYPENAME __ John F. Jacobs SIGNATURE
TITLE ’ ‘Director
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CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M-22}-1

PAGE 2 OF _2

Agency Division/Unit
City (:ri—" Salisbury Public Worlks - Engineering/Project Management
.| ITEM _ _
NO. DESCRIPTION RETENTION
6. Water Records. Retain 5 years after completion of project, lhen
—Contracts, Specifications, Correspondence, | destroy.
Afiidavits, Construction Drawings of Water
Lines, Water Facilities.
7. | Agreement, Deeds and Easements Records. | (Originals to Circuit Court) Retain 1 year, then
—Easements, Deeds to City Property, City destroy.
Streets, Alley Closings and Agreements
made by the City Council.
(Originals to City Clerk)
Correspondence Records. Retain 5 years, then deétroy files having no legal,
8. —Reports pertaining to ongoing Projects, fiscal, administrative, or uperational value. -
: Proposals, Employee, Council Meetings, Retain permanently any material that serves to
Complaints, etc. " | document the origin, development and
accomplishments of the department.
Transier periodically to the Maryla.nd State
Archlves
9. Contracts. Retain for life of project plus 3 years, then destroy.
- —~Contract documents, Repord of Bid, Site '
plans, Correspondence, etc.
10. Bid Books. Retain 1 year, then destroy.
-Bid specifications for various Public Works
Projects, Bid spreadsheet; correspondence,
bidder’s list, bid information, bid brochures,
etc. '
11, Engineering Drawings. Retain permanently - City Maps, As-builts, Water,
—As-Builts, Storm Drains, Water Lmes, Storm Drains, Surveys, Subdivision Plats.
Water Facilities, City Buildings, Parking Transfer periodically to the Maryland State
Layouts, City Maps, Surveys, Subdivision Archives. ;
Plats, Resubdivision Plats. Retain project drawings for life of project plus 3
vears.




CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULENO. y o045

PAGE_1_OF __|

Agency

City of Salisbury

Division/Unit

Public Works - Engineering/Traffic Systems Management

-Original incoming letters, copies of
outgoing letters, memoranda, studies,
reports, directives, policies, and other
matenals related to the administration of the
agency.

ITEM
NOL DESCRIPTION RETENTION

1. Vendor Records. Retain 1 year, then destroy.
~Purchase orders, invoices, correspondence,
hand-written notes.

{(Originals to Parking & Procurement)

2. Miscellaneous Subject Records, Retain 3 years and until all audit requirements
—Bid forms, safety meetings, miscellancous | have been fulfilled, then destroy.
correspondence, payroll records, sign sales,
accident reports, City departments, landfill
tickets, etc.

3. Traffic & Safety Advisory Council Minutes. | Retain permanently.

-Meeting minutes transcribed and approved | Transfer periodically to the Maryland State
by the governing body. Archives,

4. General Correspondence. Screen annually.

Destroy material having no further lepal,
administrative, fiscal or operational value, Retain
permancntly any material that serves to document
the origin, development and accomplishmenis of
the department.

‘Transfer periodically to the Maryland State
Archives.

APPROVED BY DEPARTMENT REPRESENTATIVE

DATE

AL fru Ot

SIGNATURE ,%\?-M
D)

TYPE NAME

TITLE

John F. Jacohs

Birector

SCHEIXILE AUTHORIZED BY
S5TATE ARCHIVIST

DATE f f .Dl/tgl{a o £

SIGNATURE “%@%ﬁg' f?}ffw d

.
[ e
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" CITY OF SALISBURY

SCHEDULE NO. M-221-3

 RECORDS RETENTION AND DISPOSAL SCHEDULE PAGE 1 OF_5
| Agency Division/Unit
. City of Salisbury Public Works - Wastewater Treatment
| ITEM ' , ‘
NO. DESCRIPTION RETENTION
1. Construction Records. _ , Retain until equipment is no longer in service, then
—Plans, vendors, builders, correspondence, destroy. :
ingtruction manuals, invoices, etc.
2. Completed'proj ects. . .| Screen annually.
: —Invoices; correspondence, purchase orders, | Destroy material having no further administrative,
stock requisitions, applications for the fiscal, legal or operational value.
alteration of any flood plan, U.S. Corps of | Retain permanently any material that serves to
| Engineer’s drawings, wetlands license, bid | document the origin, development and
spread sheets, nonhazardous waste manifest, | accomplishments of the department.
tank removal abandonment final report, Transfer penodlcally to the Maryland State
report of investigations, Archives.
3. Maryland State Board of Plumbing Retain until updated or superseded, then destroy.
Licenses. ‘ .
—Coples of plumbing licenses lssued by the
State of Maryland.
4. 'Comput’er Reports. . Retain until equipment is no longer in service, then
—Equipment master list, warchouse items destroy.
list, inventory cross-reference, commodity
code list, full inventory list, facility standard f
task list elements, wastewater billing
register.
APPROVED BY DEPARTMENT REPRESENTA’I'IVE. SCHEDULE AUTHORIZED BY .
' : STATE ARCHIVIST .
‘DATE 02wy 0Z
: W DATE __ A0 rlbv 01
"SIGNATURE ‘ :
TYPE NAME ohn Fo “ SIGNATURE W e
TITLE Director.




CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M-221-3

4

PAGE_2 OF 5_

Agcncy Division/Unit

City of Salisbury Public Waorks - Wastewater Treatment
ITEM :

NO. DESCRIPTION RETENTION

| 5. Master Plans/As-built Drawings. Permanent. Transfer periodically to the Maryland
~Drawings, subdivisions, postal maps, State Archives.
construction drawings, pnmary plant
drawings, shop.

~6.- | Computerized NPDES Permit Reports Retain for 5 years. If litigation/enforcement has -

been taken in which records would be essential,
extend retention until resolved, then destroy.

7. Wastewater - Plumbing Inspection Reports. | Retain for the duration of the facility discharge

permil, then destroy.

8. Inspection Reports - Property. Retain for 1 year, then destroy.

‘| —Site plans, wastewater plumbing inspection
report, plumbing permit application,
centification, building permit appljcatlon
correspondence.
(Originals 10 Building, Pcmnls &
Inspections)

9. ] Plumbing Permits. Retain for 1 year, then destroy.
.(Onginals to Building, Permits & '

Inspections)

10.. Flow Reports. Retain for 5 years. If ?itiga‘tionfenfércemgnt has
—Service area flow reparts, wastewater been taken in which records would be essential,
plumbing inspection report by service area, | extend retention until resolved, then desiroy.
plumbmg permit. ' ‘

il. MaryEand btate Motor Fuel Tax Reports Retain 1 year, then destroy.

~Copy of checks, correspondence, special : '
fuel users/sellers tax return, diesel users
worksheet, fuel report information sheet,
elc. _ :
(Originals to Finance.)




CITY OF SALISBURY SCHEDULE NO. M-221-3

RECORDS RETENTION AND DISPOSAL SCHEDULE . PAGE _3 OF _5

Apgency - Division/Unit

City of Salisbury Pubiic Works - Wastewater Treatment-
ITEM .

NO. DESCRIPTION RETENTION

12, | Budget information. Retain for 5 years. If litigation/enforcement has_
~Budgets for plant(s) and department | been taken in which records would be essential,
operating budget. extend retention until resolved, then destroy.

13. Safcty Programs. Retain until updated or superseded, then destroy.
-Forklift operators, drivers,, fire protection, :
hazardous materials, disaster relief, etc.

14, Master SeWer Plan, Screen annually.
—Plant information, map of wastewater Desiroy material having no further administrative,
sewer plans, release of easement, fiscal, legal or operational value.
wastewater overflow reporis, policies, Retain permanently any matenal that serves to
projects, invoices, purchasing, sludge document the origin, development and
lagoon, shudge farms, 1ab reports, accomplishments of the department.
correspondence, capital improvement, - Transfer periodically to the Maryland State
payroll, Human Resources, Risk- Archives,
Management Forms, Finance, etc.

15. Employee Time Sheets. Retain 1 year, then destroy.
(Originals to Finance).

16." | Chemical Information List. , Retain 40 years, then destroy.
—Contact persan, title, phone no., common ‘
name (chemical), chemical name, work
area, date. Chemical use inventory, Material
Safety Data Sheets (MSDS). -

-17. | Equipment plans, primary expansion. Screen annually. Destroy material having no
——Drawings, materials list, technical data, further administrative, tiscal, legal or operational
piping system specifications-pumps, feed | value. Retain permanently any material that serves
system, techmical manuals, etc. to document the origin, development and

accomplishments of the department.
Transfer periodically to the Ma.ryland State
AI'ChiVCS




CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCﬁEDULBI

SCHEDULE NO. M-221-3

PAGE 4 OF 5

Agency Division/Unit &
City of Salisbury Public Works - Wastewnter Treatinent
ITEM .
NO. DESCR[PTION RETENTION
18. Plant Sludge Lagoon{s)/Earth Data_ Retain for 5 years. If litigahon/enforcement has
’ ~Sewer calls, invoices sent, attendance been taken in which records would be essential,
summary, utilization sludge permit, site extend retention until resolved, then destroy.
drawings, correspondence. :

19. Lab. Retain for 5 yehrs, then destroy,

' - Specifications, site drawings
- Brochures, équipment list, furniture Retain for 1 year, then destroy.
delivery tickets, purchase request
quotations, work orders, bill of 1ading, etc.

20. | Lab Reports/Water Plant. Retain for 5 years. If itigation/enforcement has
—State performance reports, H,0 reports been taken in which records would be essential,
correspondence, inorganic/organic exiend retention untit resolved, then desiroy.
monitoring reports, operator logs, chlondes,
various city/state/county reports, lab quality
conirol, master records, worksheets, etc.

21. Reports/Wastewater.
~Test BODs, self-monitoring reports, Retain for 5 years. IT litigation/enforcement has |,
suspended solids test, lab reports, been taken in which records would be essential,
correspondence, reports from various water | extend retention until resolved, then destroy,
treatment plants (if applicable), worksheets,

22. Equipment Records. Retain unti! equipment is no longer in service, then
=Parts catalogs, service reports, inventory, destroy.
instruction manuals, correspondence, etc,

23. Permits. Screen annually. Maintain as required by NPDES
—National Discharge Elimination System discharge and biosolids permits. Destroy material
(NPDES) Federal program, State Discharge | having ne further legal, administrative, fiscal or
Permits 1ssued by Maryland Office of the operational value. Retain permanently any
Environment, sludge disposal permits, etc. | material that serves to document the origin,

development and accomplishments of the
department. Transfer periodically to the Maryland
State Archives.
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SCHEDULE NO. M-221-3
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Apency Division/Unit

City of Salisbury Public Works - Wastewater Treatment
ITEM

NO. DESCRIPTION RETENTION

24, Ledger Books/Log Books (Journals).
~Shows where vanous

collected, date and time and by whom

log books, etc.

25. Atomic Absorb.-Lab Equipment.
—Quality control, raw data from tests

results.

26. | State of Maryland MDE-Water Supply
Program.

monitoring report.

(if applicable).

report, order for supplies or service,
drinking water report.

wastewater/water/biosolids samples were

(Handwritten), Log books showing nitrate
test and results by date, dnnkmg waler tests

performed, various metals-handwritten test
results, equipment provides printout of test

~Bacteriotogical monitoring report, ﬁeld
record-drinking water report, inorganic self-

Test and reports are completed for various

water plants, businesses, county and towns

27. Treatment Plant - BOD Tests (Wastewater).
—Worksheets, inorganic self-monitoring

Retain for 5 years, then destroy.

If litigation/enforcement has been taken in which

records would be essential, extend retention until

resolved, then destroy. “

Retain for 5 years. If litigation/enforcement has
been taken in which records would be essential,
extend retention until resolved, then destroy.

Retain for 5 years. If litipation/enforcement has
been taken in which records would be essential,
extend retention until resolved, then destroy.

Retain for 5 years. Retain for 5 years. If
litigation/enforcement has been taken in which
records would be essential, extend retention until
resolved, then destroy.
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CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M-221-4

PAGE 1 OF 2

Agency Division/Unit
City of Salisbury Public Works - Water Treatment
ITEM
NO. DESCRIPTION RETENTION
1. . | Purchase Orders. : Retain 1 year, then destroy.
-Purchase orders, requisitions, invoices, ’
hand-written notes.
{(Originals to Parking & Procurement)
2. Meter Readings/Installations.
-Service orders (rereads, property transfers). | Retain 3 years and until all audit requirements
-Billing instructions, inventory item re-order | have been fulfilled, then destroy.
list by vendor, test invoice, issue ticket,
daily work report, related correspondence.
3. Meter Installations/New Meters.
-Service orders to inslall new meters,
employee installation report-daily, etc. Retain 50 years, then destroy.
4, . Time Sheets.
~Employee time sheets, work assignments,
daily work report, Retain 1 year, then destroy. -
(Originals to Finance)
5. Meter Permits/Pumping Reports.
~[emporary water permits, monthly Screen annually as non-permanent. Destroy
| reports/State DHMH, special events, material having no further legal, administrative,
pumpage reports, water penmit log. fiscal or operational value.
6. Water Contracts. Retain for life of contract plus 3-years, then
—Contracts, correspandence, specifications, | destroy.
proposals. '
APPROVED BY DEPARTMENT REPRESENTATIVE SCHEDULE AUTHORIZED BY
STATE ARCHIVIST
. | DATE (‘";\'2,‘.}“;\? O3~ /f/é’/
' DATE ¢ 7
SIGNATURE SEQ\?‘& . 7 ’ ‘
TYPE NAME John F. s SIGNATURE VVW
TITLE Director




CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

 SCHEDULE NO. M-221-4

PAGE _2. OF 2

Agency Drivision/Unit

City of Salisbury Public Works - Water Treatmem.

ITEM

NO. DESCRIPTION RETENTION

7. Subject Records. Screen annually. Retain permanently any

~Acctdent reports, maps, Maryland State historical material that serves to document the
Depts. Information, correspondence, origin, development, functions and
sanitary reports, bids, contracts, council accomphishments of the Agency and transfer
meeting notes, insurance claims, water main | periodically to the Maryland State Archives.
breaks, Lead, Copper & Silver Sampling Destroy non-permanent material having no further
Reports, paint process water tanks, budget, legal, administrative, fiscal or operational value.
certificates, loss control programs,
certifications, etc.

8. Records of bacteriological analysis. Retain § years, then destroy.

9. Records of chemical analvsis. Retain 10 years, then destroy.

10 Records af action to carrect violations. Retain 3 years from date of last violation, then
Public notices for violations, variances or destroy.
“exemptions issued and certifications.

11. Sanitary surveys Retain 10 years (include any written reports,
summaries or communications relating, to survey),
then destroy. :

12. Any vanance or exemption from Maryland | Retain 5 years after expiration, then destroy.

Department of the Environment.

13. Personnel Records.

—Sick leave & vacation files, City property, | Retain 1 vear, then destroy.
termination checklist, application, personnel

action/payroll form, performance appraisai,

email, correspondence, job description,

health history.

(Originals to Human Resource)




CITY OF SALISBURY

RECORDSV RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. 4251 -5

PAGE_ 1 OF_ 1

—Original incoming letters, copies of
outgoing letters, memoranda, studies,
reports, directives, policies, and other
matenals related to the administration of the
office.

%
N

-

1 Agency Division/Unit
City of Saﬁsbmy Public Works - Marina
ITEM. :
NO. DESCRIPTION RETENTION
1. -Marina Commission Meeting Minutes. Permanent. Transfer periodically to the Maryland
—~Marina Commission Meeting Minutes State Archives.
transcribed and approved by the body.
2. General Correspondence. Screen annually.

Destroy material having no further legal,
administrative, fiscal or operational value.
Retain permanently any material that serves to
document the origin, development and

| accomplishments of the department.

Transfer periodically to the Maryiand State
Archives.

DAI‘E OLAUE Ol

SIGNATURE M’?E&

TITLE DHirector

TYPENAME__John F“’\Jams ‘ SIGNATURE

APPROV‘ED BY DEPARTMENT REPRESENTATIVE SCHEDULE AUTHORIZED BY
' : STATE ARCHIVIST

pate A\ b‘%‘ob _ P ;




CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULENO. - M-221-6

PAGE _1_OF __3

Agency Division/Unit
City of Salisbury A Public Works - Operations
ITEM
NO. DESCRIPTION RETENTION
1. Time sheets/Employees/Janitorial 1 Retain 1 year, then destroy.
—Daily time sheets, work orders.
2. Stock requisitions/Issue tickets Retain 3 yéars, then destroy.
—Purchase orders (copies), issue tickets, ‘
supplies/matenals.
3. Master/Subject Records. Screen annualiy.
—~Accident reports, budget, cable locations, Destroy material having no further legal,
correspondence, driving records, journal administrative, fiscal or operational value.
entries, handicap parking, cmployee Retain permanently any material that serves to
addresses, general ledger, parking meters, dacument the origin, development and
policy & procedure, ete. accomplishments of the department.
~ : Transfer periodically to the Maryland State
Archives. L
4, Vendor Records. Retain 1 year, then destroy.
--Purchase orders, purchase requisitions, . . .
invoices, pending invoices, job invoices.
(Originals to Parking & Procurement)
3. Equipment. Retain for life of vehicle plus 3 years, then destro}i
~Auctioned, work orders, radios, vehicle : ’
repair order request, drivers vehicle
condition report, stock requisition,
equipmeni manual, etc.
APPROVED BY DEPARTMENT REPRESENTATIVE SCHEDULE AUTHORIZED BY
; STATE ARCHIVIST
DATE Al uwe b
M pate 4\ Dec OC -
SIGNATURE ;’5::\74 X - o, /
TYPENAME __ John F. Jacolg SIGNATURE ' :
. TITLE Director ’
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CITY OF SALISBURY

RECORDS RETENTION AND IMSPOSAL SCHEDULE

SCHEDULE NO. _M-221-6

"PAGE_2 OF 3

Agency Division/Unit

City of Salisbury Pubfic Works - Operations

ITEM .

NO. ‘ DESCRIPTION - RETENTION

6. Special FEvents.

—Banners, Salisbury Festival, ¢-mail,
calendars, correspondence, handwritten
notes, permit applicaiions special event
applications, permit review, drawings/maps,
etc.

7. Department Records.

~Disaster Relief Team, Police, Recreation &
Parks, Solid Waste (Trash), employee
forms, budget book, annual report,
correspondence, purchase orders, budget
changg, request forms, etc.

8. Bulk Pick-up.
—(Correspondence, statement of account,
invoice, bulk pick-up schedule/price list.

9. Work Requests.
~Handwritten notes, work requests.

10, Forms.

~Alcohol & dmug testing, applications,
special reports, direct deposit, illness report,
lezave request, terminations checklist, etc.

Screen annually,

Destroy maierial having no further legal
admmmistrative, fiscal or operational value.
Retain permanently any material that serves to
document the origin, development and
accomplishments of the department.

Transfer periodically to the Maryland State
Archives.

Screen annually.

Destroy material having no further legal,
administrative, fiscal or operational value.
Retain permanently any material that serves to
document the origin, development and
accomplishments of the department.

Transfer periodically to the Maryland State
Archives.

Retain 3 years and until all audit requirements:
have been fulfilled, then destroy.
Retain 3 years and until all audit requirements

have been fulfilled, then destroy.

Retain until superseded or updated, then destroy.
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CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULENO. M-221 -6

PAGE_3 OF 3

| Agency Division/Unit
City of Salisbury Public Works - Operations
ITEM ‘
NO. DESCRIPTION RETENTION

11. Personnel Records. Retain 1 year, then destroy.

"1 ~8ick leave & vacation record, city
property, termination checklist, application,
personnel action/payroll form, performance
appraisal, e-mail, correspondence, job
description, health history.
(Originals to Human Resources)

12. Trash Containers (if applicable). Retain 3 years, then destroy.
—Containers in use summary report, location
of containers, etc.

13. Recycling. Retain 3 years and until all audit requirements
~Reports, schedules, work orders, etc. have been fulfilied, then destroy.

14. Trash Pick-Up. | Retain 3 years and until all audit requirements .
—Correspondence, trash pick-up schedules, | have been fulfilled, then destroy. '
statememnt of accounts, handwritien notes,
etc.

15. Recycling Task Force. Permanent. Transfer periodically to the Maryland
—-Meeting minutes franscribed and approved | State Archives.
by the body.




SCHEDULE NO, M=221-8

CITY OF SALISBURY"
RECORDS RETENTION AND DISPOSAL SCHEDULE PAGE _1_OF _1
Agency Division/Unit
City of Salisbury Public Works - City Zoo
ITEM ‘
NO. DESCRIPTION RETENTION
1. General Correspondence. Screen annually.
—Original incoming letters, copies of Destroy material having no further legal
outgoing letters, memoranda, studies, administrative, fiscal or operational value.
reports, directives, policies, and other Retain permanently any material that serves to
materials related to the administration of the | document the origin, development and
office. accomplishments of the department. -
Transfer periodically to the Maryland State
Archives.
2. Zoo Commission. Permanent. Transfer periodically to the Maryland
—Meeting minutes transcribed and approved | State Archives.
by the body. : :
3. Personnel Records. Retain 1 year, then destroy.
-Sick leave & vacation files, City property,
termination checklist, application, personnel
action/payroll form, performance appraisal,
email, correspondence, job description,
health history.
(Originals to Human Resources)
4, Grants. Retain 1 year, then destroy.
---Open space, block, summary of costs,
correspondence, copies of invoices,
financial status reports, request for funds,
final request for reimbursement, etc.
(Originals to Grants/Special Projects) 7
APPROVED BY DEPARTMENT REPRESFNTATIVE SCHEDULE AUTHORIZED BY
. STATE ARCHIVIST
DATE O Ag 0 Q:; L | :
b N};& DATE __ 1\ Dpc 0%
SIGNATURE : - . 7~ 7 5 %ﬁa‘b fﬂﬂ%
TYPENAME _ oo 7. Jacobo? KAy o=
W SUATL TN g - )
TITLEM."W _Dlrector B




CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO.M 32219

PAGE_I OF _1

Agency Division/Unit
City of Salisbury Public Works - Utifities
ITEM
NO. DESCRIPTION RETENTION
1. General Correspondence. Screen annually.
—Original incoming letters, copies of Destroy material having no further legal,
outgoing letters, memoranda, studies, administrative, fiscal or operational value.
reports, directives, policies, and other Retain permanently any material that serves to
materials related to the administration of the | document the origin, development and
office. ’ accomplishments of the department.
Transfer periodically to the Maryland State -
Archives.
2. Pump Stations. : Retain for two years, then destroy.

—Correspondence file on pump stations for
the City i.e. maintenance, contracts, flow
records.

3. SCADA Computer System. Retain for five years, then destroy.
~ | Record of twenty-four pump stations in the
City. (Flows, pump operations, general
operations of each station.)

4-. , Daily Water and Sewer Records
Daily reports - details, calls/erew

Retain for two years, then destroy.

"F.-o

APPROVED BY DEPARTMENT REPRESENTATIVE SCHEDULE AUTHORIZED BY
-t STATE ARCHIVIST

DATE O\AANG 0%
: pate 34 Due 66

SIGNATURE R‘)ﬁ?—% _ . f (
TYPENA?[E“ ~John F. Jacohs SIGNATURE &~ @ W abras g" g e

2 L NN
. b,
»

Director ™ ¥ - -

TITLE
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CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

¢
H

H

SCHEDULE NO. M.222

PAGE _]

OF 3 -~

Agency Division/Unit
A City of Salisbury Building, Permitting & Inspections
ITEM * :
NO. THESCRIPTION RETENTION
1. Building Permuits. Permanent. Transfer periodically to the Maryland
~Conditional approval, site plans, State Archives.
correspondence, building inspectors, office
inspection report, building permit
application, drawings, materiat list report,
calculations report, bond estimate sheet,
plumbing permit, notice of
additions/corrections, etc.
2. Alteration Permit, Permanent. Transfer penodically to the Maryland
-Same as Building Permits. State Archives.
-Pending permits (contains same as above).
R Building Pians/Engincering Drawings. Permanent. Transfer penodically to the Maryland
~Renovation/additions - site plans, State Archives.
correspondence. :
4. Sign Permits. Permanent, Transfer periodically to the Maryland
—Conditional approval, site plans, State Archives.
correspondence, building inspectors, office
inspection report, building permit
application, drawings, material list report,
calculations report, bond estimate sheet,
plumbing permit, notice of
additions/corrections, etc.
APPROVED BY DEPARTMENT REPRESENTATIVE SCHEDULE AUTHORIZED BY
. STATE ARCHIVIST
DATE /30 0F .
"SIGNATURE s ‘ ‘ o
TYPENAME _ William T, Holland  SIGNATURE WW
TITLE - Director ‘ ,




CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M-222

PAGE 2 OF_3

Agency

City of Salisbury

Division/Unit

Building, Permitting & Inspections

ITEM | ,
NO. j DESCRIPTION

RETENTION

5. | Project Fijes.
- -Site plans

application for Planning and Zoning
approval.

6. | Board of Zoning Appeals.
~-Appeal Board minutes, photos,
Correspondence, resolutions, notice of

addition plans.

7. | Board of Adjustments and Appeals.
: -Board minutes.

building permit application, treasurer’s
receipt.

- 8. Public Hearings - Conditional Uses/Re-
zoning.

—Agreements, minutes, temporary
conditional use permits, site drawings.

~Treasurer’s receipt, notice of public
hearing, conditional use applications.

9. Subject Records.
‘ —Correspondence, log sheets, building

reports, council meeting notes, insurance
claims, budget, certification, etc.

-File report, zoning analysis, application for
site plan and property resubdivision review,

public hearings, agenda, master site plans,

-Cormrespondence, hearing schedule notice,
notice to appear - adjustments and appeals,

reporis, Repetitive loss properties, accident

Permanent. Transfer periodically to Archives.
Retain 1 year, then destroy.

Permanent. Transfer periodically to the Maryland
State Archives.

Permanent. Transfer penodxcally fo the Mzu'yiand
State Archives.

Retain for 1 year, then destroy.

Permanent. Transfer periodically to the Maryland
State Archives.

Retain | year, then destroy.

Screen annually.

Destroy material having no further legal,
administrative, fiscal or operational value.
Rctain permanently any material that serves to
document the origin, development and
accomplishments of the department.

Transter periodically to the Maryland State
Archives,




CITY OF SALISBURY
RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M-222
- PAGE_3 OF_3

Ageney

City of Salisbury

Division/Unii

Building, Permitting & Inspections

10. Audio Tapes (I applicable).
—Board of Zoning Appeals, Board of
Adjustment and Appeals.

11. Inspections.

violations, scheduled re-inspections.
12. General Correspondence.

—Original incoming letters, copies of
outgoing letters, memoranda, studies,
reports, directives, policies, and ather

agency.

13. Forms/Letters.

complaints, warnings, inspections, etc.
14, Personnel Records. -

—Sick leave, vacation, city property,
termination checklist, application for

performance appraisal, email,

history.
(Originals to Human Resources)

reports, €ic.

16. Budget Records.
-Annual reporis

-Change forms, budget worksheets,

& small.

~Inspection schedules, follow-up reports,
unsafe properties, correction notices, zoning

materials related to the administration of the

~Yarious forms/lIctters used by the office for

employment, personnel action/payroll form,

comrespondence, job description, health

15. Maryland Department of Transportation.
—Driver vehicle condition daily reporis, fuel

correspondence, equipment purchases/large

Retain 2 years after approval of minutes by the
governing body, then destroy.
(Exempt from destruction request requirements)

Retain 3 years, then destroy,

Screen annually.

Destroy material having no further fegal,
administrative, fiscal or operational value.
Retain permanently any material that serves (o
document the origin, development, and
accomplishments of the office.

Transfer periodically to the Maryland State
Archives.

Retain until superseded or obsolete, then destroy.

Retain 1 year, then destroy.

Retain 3 years and until all audit requirements
have been fulfilled, then destroy.

Pemmanent. Transfer peciodically 1o the Maryland
Staic Archives. ’

Retain 5 years, then destroy.
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CITY OF SALISBL_JR?

s .
RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. M-223

PAGE 1 OF 2

Agency Division/Unit
City of Salishury Department of Neighborhood Services & Code Compliance
ITEM '
NQ. DESCRIPTION - RETENTION
1. Housing Code Violations. Retain for 5 years, then destroy.
~handwritten notes, correspondence, right of ‘
appeal notice, photos, certified mail receipt,
housing report, subpoena, staff contact
report, etc. :
2. Housing Board. Retain 1 year, then destroy.
) -Correspondence, hearing schedule notice,
site plans, permit application, treasurer’s
receipt.
-Audio tapes of meetings. Retain 2 years, then destroy.
~-Minutes, : Permanent. Transfer periodically to the Maryland
{ State Archives.
3. Subject Records. Retain | year, then destroy.
—Lorrespondence, log sheets, building
reports, Repetitive loss properties, accident
reports, City council meeting notes,
- insurance claims, departmental budget
records (Oniginals to Finance Department),
professional certifications, etc.
4, Inspections/Complaints/Subjects. Retain 5 years, then destroy.
—Inspection schedules, complaints, follow-
up reports, unsafe properties, correction
notices, housing code forms, zoning
violations, scheduled re-inspections, press
meetings, ete,
APPROVED BY DEPARTMENT REPRESENTATIVE SCHEDULE AUTHORIZED BY
STATE ARCHIVIST
DATE ' ) ’
=
SIGNATURE ! .
i v R C/
TYPENAME M. Thomas Stevenson, Jr. SIGNATURE A L G G
TITLE [Hrector
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CITY OF SALISBURY

SCHEDULE NO., M-223
RECORDS RETENTION AND DISPOSAL SCHEDULE PAGE _2 OF 2
Agency Divisjon/Unit
City of Salisbury Department of Neighborhood Services & Code Compliance
ITEM
NO. DESCRIFTION RETENTION
5. General Correspondence. -Screen annually,
=Original incoming letters, copies of Destroy matenial having no further legai,
oulgoing letters, memoranda, studies, administrative, fiscal or operational value.
reports, directives, policies, and other Retain permanently any material that serves to
materials related to the administration of the | document the origin, development, and
agency. accomplishments of the office.
Transfer periedically to the Maryland State
Archives.
6. Historic District Commission. Retain permanently. Transfer periodically to the
~Minutes including case photos, building Maryland State Archives. -
and renovation plans
—Correspondence. Relain 1 year, then destroy.
1. Forms/Leiters. Retain until superseded or obsolete, then destroy.
. | ~Various forms/letters used by the oifice for
complaints, warnings, inspections, ¢tc.
8. Landlord Licenses/Renewals. Retain permanently. Transfer periodically to the
~Annual rental licenses, renewals, fines, Maryland State Archives.
late fees, admimsirative search warrants.
9. Personnel Records. Retain 1 year, then destroy.
—Sick leave, vacation, city property, ' ’
termination checklist, application far
employment, persannel action/payroll form,
performance appraisal, email,
correspondence, job description, health
history. (Originals to Human Resources)
10, Maryland Department of Transportation. Retain 5 years, then destroy,
~Driver vehicle condition daily reports, fuel
reports, etc.
11.- | Budget Records.
: —Annual reports. Retain permanently. Transfer periedically to the
Maryland State Archives,
| -Change forms, budget worksheets, 1 Retain 5 vears, then destroy.
correspondence, equipment purchases/large
& small.
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4 CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NG. M_224

FAGE 1 OF__3

Agency Division/Unit
City of Salisbury Human Resources A
ITEM
NO, DESCRIPTION RETENTION
1. Active Personnel Records. Retain 3 years after termination, then destroy.
—~Withholding forms, insurance data,
employment documents, demographic
information, status log, action forms, letiers
of acknowledgment, certificates,
commendations, performance reviews,
disciplinary actions, miscellaneous notices
to employee, policy acknowledgments,
miscellaneous requests, medical notices,
deferred comp. (H/R acquired City files
approximately 2001)
2. City Department Records. Screen annually.
~Information/general comrespondence Destrov material having no further legal,
relating to City departments. administrative, fiscal or operational value,
Retain permanently any material that serve to
document the origin, development and
accomplishments of the department.
Transfer periodically to the Maryland State
Archtves,
3. General Subject Records. Screen annually,
~Budget, cola, correspondence, IRS Health | Destroy material having no further legal,
Match report, employee service awards, administrative, fiscal or operational value.
new hire reports, surveys, city policies, Retain permanently any matcrial that serve to
EEOC annual reports, IRS reports, document the origin, development and
inventory list, family leave act, new hire accomplishments of the department.
report, blood bank, pay scales, etc. Transfer periodically to the Maryland State
Archives.
APPROVED BY DEPARTMENT REPRESENTATIVE SCHEDULE AUTHORIZED BY
P STATE ARCHIVIST
.DATE __ August 2006 =
DATE =8 Moo, 6}
SIGNA ) )
TYPE NAME Steven Michael Thompson SIGNJ‘LTUREJ; ;zésmj e, ,ﬁé‘?j"‘""rﬁ'
TITLE Human Resources Director | |
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"CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. _M..224

PAGE .2 OF _3

Agency Division/Unit
| City of Salisbury Human Resources
ITEM [ :
NO. DESCRIPTION RETENTION
4, Advertised Positions Applications. Retain 3 years, then destroy.
~EEOC Applicant Flow data, applications,
list of interviews, general correspondence
related, etc. ‘
5. Alcohol/Drug Testing. Retain 3 years after termination, then destroy.
-1 —Coniracts, test policies, testing
procedures/forms, full-time & temporary
results for pre-employment, random,
reasonable suspicion, post accident,
computer reports.
6. Job Classifications. Retain until revised, then destiroy.
—All full-time descriptions. Some
inactive/temporary.
7. Temporary Employee Pa;ymii Records. Retain 3 years after termination, then destroy.
—Mass new hires/termination forms, rate
changes, demographic changes, payroll
forms, payroll action forms.
8. Insurance Records. & Screen annually, destroy material having no
| =Contracts, forms, paid claims reports, further legal, administrative, fiscal or operational
policy information, changes. value. Non~-Permanent
9. Cobra Records. Retain any active file for length of benefit.
~Detail of participants. After termination retain 5 years. Non-Permanent
Destray materiat having no further legnl,
administrative, fiscal or operational value.
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" CITY OF SALISBURY

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO. _m. 2724

PAGE_3__OF_3

Agency Division/Unit

City oi‘ Salisbury Human Resources

ITEM . _— A
NO. DESCRIPTION RETENTION

10. Employee Grievance Records.
—Hearing information.

11. -Affirmative Action Plans,

12. . | Worker’s Compensation Claims.
—Incident reports, requests for checks,

and/or medical authorization reports.
13. Worker’s Compensation Reports.
14. | Benefits Studies and Surveys.

15. Unemployment Insurance.
—Claims by terminated employees.

Form.

18. | ImmigrationI- 9s

correspondence, medical reports, invoices

16. Sick/Vacation Leave Sharing Authorization.

17. | Sick/Vacation Leave Buy-back Election

Screen annually, destroy material hamg no
further legal, administrative, fiscal or operational
value. Fon-Permanent

Retain until updated or superseded, then destroy.

Retain notice of claim until no further action, plus
5 years, then destroy. Notice of claim with lawsuit
filed should be retained for 7 years after settled,
then destroyed.

Retain 6 years, then desixoy.

Retain until superseded or obsolete, then destroy.

Retain & years, then destroy.

Retain 6 years, then destroy.

Retain 6 years, then destroy.

Currently, upon termination, record is pulied and
added to personnel! file that 1s retained for 3 years,
then destroyed; I - 95 should be maintained
separately; retain for 3 years after date of hire or 1
year after the date of employee termination
whichever is later, then destroy. -
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OFFICE OF THE MAYOR

To: City Council

Mayor
From: Tom Stevenson
Subject:  Foreclosure Task Force
Date: December 11, 2013

Attached please find a resolution that will have the effect of creating a Foreclosure Task Force.
The group will evaluate and review the City’s response to foreclosures and then recommend
policies and/or legislation that will address the impact that foreclosures may have on the City. An
emphasis will be placed on foreclosure prevention, maintenance of foreclosed properties and
administrative policies and procedures.



© 00 N oo o1 A W N P

N R R DD RN RN NDNRNDRNDRR R B B B B P R
© ® N o O B WO NP O © 0 ~N o O M W N B O

RESOLUTION NO.

A RESOLUTION OF THE CITY OF SALISBURY, MARYLAND ESTABLISHING A
FORECLOSURE TASK FORCE TO ESTABLISH, EVALUATE AND REVIEW THE CITY’S
RESPONSE TO FORECLOSURES AND TO RECOMMEND APPROPRIATE POLICIES
AND/OR LEGISLATION TO ADDRESS THE IMPACT OF FORECLOSURES IN THE
CITY.

WHEREAS, the City of Salisbury is well aware of the economic, community and quality of
life impacts that foreclosures are having in the City of Salisbury, Wicomico County and the
region and has undertaken several legislative, policy and funding initiatives to support efforts to

encourage retention of homes and new homeownership opportunities; and

WHEREAS, according to the Maryland Department of Housing and Community
Development Office of Policy, Planning and Research, Property Foreclosure Events in
Wicomico County for 2013 Q3 have increased 463.7% over 2012 Q3; Notices of Mortgage Loan
Default Issued in Wicomico County for 2013 Q3 have increased 382.7% over 2012 Q3; Notices
of Foreclosure Sales Issued in Wicomico County for 2013 Q3 have increased 6290.0% over
2012 Q3; Lender Purchases of Foreclosed Properties in Wicomico County for 2013 Q3 have
increased 79.1% over 2012 Q3; and Salisbury’s 21801 and 21804 Zip Codes have been
identified as “High Hot Spots” for Foreclosure Activity within the State of Maryland;

WHEREAS, the City of Salisbury desires to further examine the opportunities for
addressing issues related to residential property foreclosures, including through education,
counseling, homeowner and buyer financial assistance, and to consider appropriate

recommendations for implementation related thereto; and

NOW, THEREFORE, BE IT RESOLVED that the City of Salisbury Foreclosure Task
Force is hereby established to review and evaluate the City’s response to foreclosures and to
recommend appropriate policies and/or legislation to address the impact of foreclosures in the

City, including an emphasis on foreclosure prevention, maintenance of foreclosed properties and
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Court and City administrative policies and procedures in the foreclosure setting.

BE IT FURTHER RESOLVED that the Foreclosure Task Force shall be composed of
thirteen{(13) nine (9) members as follows:

1. The Administrative Judge of the Circuit Court of Wicomico County or their designee;

2. Three (3) representatives of a bank or mortgage company operating within Salisbury
with experience in residential lending;

3. One (1) representative of a not-for-profit housing organization providing foreclosure

related services within Salisbury;

One (1) representative of the Salisbury realtor community; and

One (1) resident of the City;

The President of the City Council or the President’s representative (ex-officio);

N oo g s

The Deputy Director of the Salisbury-Wicomico Department of Planning & Zoning (ex
officio).

BE IT FURTHER RESOLVED that the Mayor shall appoint the Chair of the Task Force

from amongst the nine appointed members.

BE IT FURTHER RESOLVED that the Foreclosure Task Force shall present its evaluation
and recommendations to the Mayor and City Council on or before September 1, 2014 and shall

dissolve upon the issuance of their report.

BE IT FURTHER RESOLVED that copies of this Resolution shall be sent by the City
Clerk, the City Council, the Mayor, the Secretary of the State Department of Housing and
Community Development, the Administrative Judge of the Circuit Court of Wicomico County

and the Chairs of the Eastern Shore House and Senate Delegations.

THIS RESOLUTION was introduced and duly passed at a meeting of the Council of the
City of Salisbury, Maryland held on , 2014 and is to become effective immediately
upon adoption.
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ATTEST:

Kimberly R. Nichols
CITY CLERK

APPROVED by me this

James Ireton, Jr.
MAYOR, City of Salisbury

Jacob R. Day

PRESIDENT, City Council

day of

, 2014
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OFFICE OF THE MAYOR

To: City Council
Mayor
From: Tom Stevenson
Subject:  Salary Recommendations for Elected Officials
Date: November 25, 2013

During the October 7, 2013 Council work session, the administration was asked to determine
whether or not Council members are considered “employees”.

The Human Resources Department investigated this question and determined that Council
members are not considered employees. They are described in a separate category called
“Elected Officials”. Elected Officials are paid a stipend. This stipend is not based on hours,
rather an annual compensation that is spread out over a 12 (twelve) month period.

Elected Officials are offered an opportunity to enroll in the City’s health care plan at the full
group premium, which is deducted pre-tax from the monthly stipend.

The City is required to offer health insurance to those individuals with the status of Regular Full
Time or Regular Part-Time employees. These employees work at least a minimum of 30 hours
per week.

At your request, | have also attached another copy of the November 19, 2012 letter from the
Salary Review Committee.

Please let me know if you require any additional information.



MARYLAND

q SALISBURY CITY COUNCIL
e - WORK SESSION AGENDA
DECEMBER 17, 2012 .
CONFERENCE ROOM 306
GOVERNMENT OFFICE BUILDING

‘l :36:p.m. B Salary Review Committee Report — John Pick
2:00 pm. .- CIP Review — John Pick |
- 3:00 p.m_.‘r N BrevakA
3:15 pm " Draft- _Bijsqiness Disclésure for Entities with Relationships with City — M‘ark Tilghman~
4:00 p.m.. 'G'e_néral Discussion/Upcoming agenda items

* Mountain Bike MOU
= Follow up questions & answers — FY 12 Audit
~=, Other

4:30 p.m. - Adjoumment

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: 12/12/12



City of Salisbury
Salary Review Committee ‘
Recommendation.to Mayor and City Council
Novembér 19,2012,

The S’alary Review Committee,having n;duly appointed by the Mayor of Salisbury-and. unider
the direction-and guiidelines of the'City Charter of. Salrsbury, Maryland does hereby present.
these'recommendationis made herein to the- Mayor and City Council.

' ,Thrs cominittee met on: lhursday, November1%; and: Monday, November 19”1 2012.. Commlttee
" ‘members are Lauren R Hill; Shirley’ Doane B]ll Press, Richard E, Wlddowson ‘and Maarten
iPereboom The group was assrsted by Lmda Arrey and J canng- Loyd from the Human Resources

Thie committee: took several factors firito-considération when reviewing the current-salaries of
Mayor, and Council. These included, but were not:limited to;.

s ;A comparrson of salarres for: mayoral council, and city employees: ot cities‘of similar:
:size;. o

» “The.most recent-increasé.in salarres récommended by the last Commrttee

¢. “The current state'of the economy:

After reviewsthe'Committee determined that salarles for the Mayor of Salrsbury and Councrl '
Members do correspond wrth their counterparts:ii ;
well as Dover, DE. Specrﬁ comparisons were: made with’ Cumberland Hagerstown L’ 116
MD; Davet, DE; Oceant Crty, and Cambridge: These numbers.can be seci- on the attached
'document '

ver, the Commiitte: fecognizes. that salaries havenot risen since: 2007, and the 2007
reasethappened: after a ten year stasis. The Committee:dlso'recognizes’ that an increase

' 'recommended and approved now wrll not: take effectin. 2015 ‘reflecting; anothet erght ‘year stasis.
The cost of llvmg has increased by-11.6% since: 2007; as: calculated by: the Consurner Price Index
from thé Bureau-of Labor and Statistics (BLS);. f1v1ng Costs wrll continue to increase between.
now-and 2015:

Add1tronally, and most’ urgently, the Committee reCognizZes. that'in order to continue to attract

. hrghly quahﬁed candrdates to, the: mayoral and councrl posmons and to reward the hard work
expectatrons and regulatrons of these posrtrons contmue to expand employees must be: properly
'compensated for their time and energy-

Based on the above- tactors, the Commrttee recommendsa 12% salary increase for-each members
“Mayor, City Council Presrdent and City Council Menibers, totaling $9,240. 00 to the city budget
This:number:s based on BLS Consumer-Price: Index calculations reﬂectrng an 11.6% increase-in
costof living since 2007 and a very modest prediction-of the BIsS in 205 (which could be a 17
or 18% difference in cost oflrvmg from 2007) 12% is appropriate, consrdermg the eight:year lag»



that wrll have occurred We would also hke to very strongly recommend that- the city considera

Finally, and of‘utmost ithportance, the Committee stresses concern and: hope for city employees®
salaries. City employees last received a salary inérease in-2009- of 2%, but:-we would very:
strongly encourage Clty Council to consider and suggest further mcreases for crty workers to
reflect cost of living adjustments: Con51dermg the
workers are being dramatically-underpaid. We:stress the i [ increasin,
workers’salaries to better reflect the deimands 6f the. changmg economy

Asthe representative and chairperson of tﬁé'Saléfy Review Committee, [ do. hereby niake these
recommendations to'the Mayor and Council ofthe Crty of Sahsbury for their-review and:
approval;

LawenR Hill
Chairperson, Salary Review Committee




Cities

City Population

Form MC or CM

Mayor

City Council President

City Council Member

|

Last Increase for M/C

|

Last Increase for Ees

Same as Ees

Full time Part Time

Benefits

8,000.00

1996

2009

|Flex Spending

|

Cambridge
34,900 12,326 30143
M/C
45,000.00 §  12,000.00 $ . 00.00:
1998 .
8,652.00 004§ 10,000.00 ,000600
4,716.00 S 10,000.00 .S 0
7/1/2002 7/1/2000 11/2007,
7/1/2010 7/1/2009 009
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