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Minutes-Committee of the Whole Meeting
Tuesday, September 27, 2022

COMMITTEE OF THE WHOLE
CITY HALL, THIRD FLOOR
TUESDAY, SEPTEMBER 27, 2022
8:30 A.M.

PRESENT: Mayor Joe Gibbons, Mayor Pro-Tem Crissy Thomas, Councilmembers Jonathan Beal,
Kent Greer, Todd Perdue, David Stevens, and Ralph Prestwood.

ABSENT: Councilman Ike Perkins.

STAFF
PRESENT: City Manager Scott Hildebran, City Clerk Shirley Cannon, Finance Director Donna Bean,

Planning Director Jenny Wheelock, Planning & GIS Coordinator Hannah Williams,
Police Chief Brent Phelps, Deputy Fire Chief Kenny Nelson, Public Services Director
Radford Thomas, Public Utilities Operations Manager Jeff Church, Public Works
Operations Manager Jonathan Hogan, Communications and Public Information Officer

Joshua Harris.

I. CALL TO ORDER

A. Mayor Pro-Tem Crissy Thomas welcomed everyone and called the meeting to order.
II. CITIZEN COMMENT PERIOD
III. COMMITTEE ITEMS

A. Update; Public Services — Radford Thomas, Public Services Director, gave the following
report:
> Crossroads Sewer Replacement Project will be finished once the installation of pipe
from Morganton Boulevard to Harper Avenue is complete. The timeline for this project is

45 days.
> Biosolids Project will be completed upon the final punch list items being finished.

B. Update; Public Works: Jonathan Hogan, Public Works Director, gave the following report:
> Sinkhole, Fire Station No. 1 — Director Hogan reported engineers are working on four
(4) options for Staff to consider regarding the next steps to take. He remarked the
sinkhole is getting larger.
> Hospital Avenue Sidewalk Project —Staff continues to work on this project.
> Paving — reported paving is currently being done on Swanson Drive to Norwood Street.

This project will take two (2) weeks to complete.

Items for Council Action

1. RFQ for Engineering Design Services; Finley Area Water Improvements Project: Based
upon our review, Staff recommends approval to negotiate a Service Agreement with
McGill Associates of Hickory, NC, for the engineering services required for the design
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and construction of the Finley Area Water System Improvements Project as stipulated by
the final approval of the funding of the project by the North Carolina Division of Water

Quality.

Public Services Director Thomas explained, as a condition of the funding award, the City
is required to advertise and receive Request for Qualifications (RFQ) for the project. He
stated, in an effort to move forward more quickly with this project, the City chose to
move forward with the RFQ process prior to project approval by the Division of Water
Infrastructure. The City sent out advertising of the project to ten engineering firms

and received proposals from two engineering firms along with one no submittal

response stating their qualifications, experience and references related to the nature of
the work that is required for this project.

The City received a proposal from McGill Associates, Hickory, NC and Mattern and
Craig, Hickory, NC. Director Thomas reported the City has been approved for $6.3
million in State Capital and Infrastructure Fund (SCIF) funding that the City plans to
utilize to make improvements to the Finley Area water distribution system. Director
Thomas also stated Staff recommends McGill Associates due to their experience with
these types of projects.

1. RFQ for Engineering Design Services; Finley Avenue Water Improvements Project:
Based upon our review, Staff recommends approval to negotiate a Service Agreement
with McGill Associates of Hickory, NC, for the engineering services required for the
design and construction of the Finley Area Water System Improvements Project
stipulated by the final approval of the funding of the project by the NC Division of Water
Quality as presented and as recommended by City Staff.

Motion
Upon a motion by Councilmember Perdue, Council voted 6 to 0 to approve Staff’s
request to negotiate a Service Agreement with McGill Associates of Hickory, NC, for
the engineering services required for the design and construction of the Finley Area
Water System Improvements Project as stipulated by the final approval of the funding of
the project by the NC Division of Water Quality as presented and as recommended by
City Staff.

2. Authorizing Resolution; Stormwater Planning Grant: Director Thomas shared the NC
Department of Water Infrastructure has made available a grant program to make funding
available to eligible units of local government that have a need to develop a
comprehensive stormwater management inventory that includes condition assessment of
critical assets within the stormwater collection system, system mapping and Capital
Improvement Projects (CIP) development as presented and as recommended.

Director Thomas pointed out the grant would provide up to $400,000.00 to assist the
City of Lenoir in undertaking this beneficial analysis of our stormwater assets. In
addition, he stated if the application is funded through the Department of Water
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Infrastructure, no match is required by the City. Also, he noted the authorizing
resolution has to be approved by City Council prior to the application for grant funding
being submitted to the NC Department of Water Infrastructure. The deadline to submit
an application is Friday, September 30.

A copy of the Authorizing Resolution is attached to these minutes as information.

Motion

Upon a motion by Councilmember Perdue, City Council voted 6 to 0 to approve the
proposed resolution authorizing the City Manager and Finance Director to execute and
file the Stormwater Planning Grant application with the NC Department of Water
Infrastructure for the project (City of Lenoir Stormwater Planning Project) as
recommended and as described within the authorizing resolution.

IV. COMMUNITY DEVELOPMENT

A. Lenoir Business Advisory Board: The Lenoir Business Advisory Board met on
Thursday, September 8. Minutes of the meeting will be submitted. Kaylynn Horn,
Main Street & Economic Development Director, presented a report of current
projects.

Director Horn reported Staff is currently working on grants and a Master Plan for
Downtown and The Campus Improvements Project. She stated the Master Plan
would include recommendations for downtown parking plus a recommendation from
the Consulting Firm. Director Horn also shared the Economic Snapshot Report for
downtown will be available for review soon.

In addition, Staff continues to work on signage for Smith Crossroads, fagade grants
for downtown business owners and the establishment of a Social District in the
downtown area. The NC Brass Band will conduct a free concert on Friday,
September 30 at the former LHS Auditorium in celebration of the former Lenoir
High School’s 100" Anniversary.

* Trick or Treat & the Mad Hatters Pumpkin Patch Parade - Friday, October 22
from 3-6 p.m. downtown.

* Wood, Fire, Smoke Festival — Saturday, October 8 from 10:00 a.m. to 7:00 p.m.
There will also be 68+ craft vendors at this event. A ticketed BBQ themed dinner
will be held on Friday, October 7 at 1018 Harper Avenue, beginning at 7:00 p.m.
Contact the Main Street Department for additional ticket information. Also, the
North Carolina Main Street Champions & Gibbons Awards winners will be
announced following the dinner.

* Light-Up Lenoir will be held on Thursday, November 17 beginning at 5:00 p.m. in
downtown.

* The annual Christmas Parade will be held on Friday, December 2 at 6:30 p.m.

* The 100" Year Celebration of the former Lenoir High School (LHS) will be held on
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Friday, September 30 from 6:00 p.m. — 7:30 p.m. The NC Brass Band will perform
at the auditorium.

B. Planning Board: The Planning Board met on Monday, September 26. Jenny
Wheelock, Planning Director, presented an update on the meeting and
current projects.

1. Update; West End & Whitnel Area Plan: Director Wheelock presented Staff’s
scoping analysis for a Southwest Sector plan, to include both the Whitnel and
Joyceton areas. Both neighborhoods share characteristics of aging housing and
signs of disinvestment, and both have a pattern of scattered residential pockets
located close to heavy industrial areas. General discussion ensued about the
existing rail line, housing issues, and greenway expansion.

Director Wheelock also reported on recent demolitions and property acquisition in
West End. Next steps for small area plans are community engagement in West
End, and more in depth data analysis on taxes and permits in the SW sector.

2. A public hearing is scheduled for Tuesday, October 4 to consider adoption of a
proposed Conditional Zoning District by Ordinance for property located at Lowes
rear entrance drive, off of McLean Drive, to be rezoned from R-12 (Medium
Density Single Family) to CZ-9 Conditional Zoning), to allow for a multi-phase
residential development featuring attached and detached dwellings, while
preserving green space and environmentally sensitive areas.

In addition, Director Wheelock stated information would be submitted on a Special
Use District application for property located behind the Courtney Building. As
information, she remarked the current interest rate is affecting the housing market.

C. Parks & Recreation Advisory Board: The Parks & Recreation Advisory Board met on
Monday, September 19 at Mulberry Recreation Center. Minutes of the meeting are
submitted as information. Kenny Story, Parks & Recreation Director, presented
updates on current activities.

» Fall baseball games are going well.

» LYSA Soccer games are underway.

» Youth basketball registration begins on October 24.

» A 9K Trail Run will be held on Saturday, October 8 beginning at 9:00 a.m. at the
Lenoir Aquatic Fitness Center (LAFC). Registration is ongoing.

» All swimming activities at LAFC are now using the indoor pool. The outdoor pool
closed on September 12.

» HVAC units are being installed in the LHS Auditorium along with LED lighting.
Work continues replacing windows and additional work will be done in the gym

and at Mack Cook Stadium.
» Currently waiting on the material for the Mack Cook Stadium Lighting Project. The
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long range goal is to possibly add more seating.
» The Parks & Recreation Department was recently awarded a $500,000 PARFT

Grant for upgrades and renovations to the LAFC.
> A Master Plan is currently being compiled for the LHS Campus. The auditorium,
gym, Mack Cook Stadium, Band building and the trade building are part of the

Master Plan.
V. FINANCE AND ADMINISTRATION

A. August Financial Summary: Finance Director Donna Bean, reviewed the Financial
Summary as of August 31, 2022 and stated everything is on target to meet the projections

for the year. The over/under balance in the General Fund is $10,548,896.52, Downtown
District ($22,883.15), and Water /Sewer Fund $820,394.02.

A copy of the August financial summary is attached to these minutes as information.

Director Bean reported the General Fund revenue is at 68% of the budgeted amount,
which is slightly less than last year due to personal property taxes. In addition, she stated
that downtown revenue is slightly down at 6% of the budget. The water and sewer fund
revenues are at 18% and expenditures are at 10% because of expenses due to the Joyceton

Water System.

B. Fee Increase; Water & Sewer Taps: Staff recommends City Council approve the increase in
Water and Sewer Tap Fees as submitted. (A copy of the Proposed Water and Sewer Tap
Fees Increase Chart is attached to these minutes as information.)

Director Bean stated the last fee increase was in 2014 and the proposed fee schedule is
based on replacement costs of the new meters for the AMI Project. Public Services Director
Radford Thomas explained the City installed % water meters and purchased radio read
meters at a cost of $200.00 each. The cost of these meters have now increased to $300.00 to
$380.00. Director Thomas also mentioned the City has the expense of maintaining the

network system for the metering system.

In addition, Director Thomas stated that water and sewer taps are 40% higher and the fee
adjustment is one step the City needs to take. A brief discussion was held regarding the

percentage of increases over the years.

Motion
Upon a motion by Councilmember Beal, Council voted 6 to 0 to adopt the Water and Sewer

Tap Fees Increase Chart as recommended and as presented by Finance Director Bean.

C. Title Changes: Staff recommends City Council approve title changes to be effective October
1, 2022 as submitted. (Please refer to the title change chart attached to these minutes as

information.)
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Director Bean explained the request for these title changes is to better reflect the level of
responsibility of the positions and become more comparable with other municipalities with
similar populations. She noted the request pertains only to the title changes and does not

include a salary increase.

Motion
Upon a motion by Councilmember Prestwood, Council voted 6 to 0 to adopt the title
changes as recommended and as presented by Finance Director Bean.

D. Horticulture Specialist Position: Finance Director Donna Bean discussed a new position for a
Horticulture Specialist for the City of Lenoir’s Public Works Department. This individual

will be responsible for the beautification of the City’s grounds.

Public Works Manager Jonathan Hogan stated this person would perform landscape duties and
also take care of the West Avenue parking lot. In addition, he stated the position allows the
City to move forward with a contractor who can take care of any code violations pertaining to
housing issues. This person will work with the Parks and Recreation Grounds Staff. A job
description and salary range will be presented to City Council at the October 25 Committee of

the Whole for their consideration of approval.

E. Revised Travel Policy: Staff recommends City Council apbrove the revised Travel Policy for
the City of Lenoir with an effective date of October 1, 2022 as submitted. The purpose of the

travel policy is to provide specific guidelines to City employees and elected officials covering
travel and reimbursement of allowable expenditures. The Department Directors are to ensure
that all travel for their department is in compliance with this policy.

A copy of the Travel Policy is attached to these minutes as information and on file in the
Finance Director’s office.

Director Bean stated all items/forms pertaining to the Travel Policy have been combined into
one document, which will allow Staff to submit their travel information and compare their City
budget information at the same time. Currently, Staff submits paper copies and receipts for any

expenses related to travel.

Motion
Upon a motion by Councilmember Stevens, Council voted 6 to 0 to adopt the revised Travel

Policy with an effective date of October 1, 2022 as recommended and as presented by Finance
Director Bean.

F. Upgrades; IT Infrastructure & Financial Software: Staff recommends City Council authorize
the upgrades to the IT Infrastructure and Financial Software at a cost of $200,000 as submitted.

A copy of the server and security upgrades chart is attached to these minutes as information.

Director Bean explained in order to improve the security of the IT infrastructure for the City,
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the servers and the firewall needs to be upgraded. She reported the finance software currently
being used was purchased in 2008 and stated the City has reserved $300,000 in ARPA funds to
use for this project.

In addition, Director Bean reported the City can still use its same vendor and said the cost
depends on the name brand of the equipment. She recommended the company Netgate and stated
she also included a contingency fee in the quote.

Motion

Following a brief discussion regarding insurance coverage for cyber security and upon a motion
by Councilmember Perdue, Council voted 6 to 0 to authorize the upgrades to the IT Infrastructure
and Financial Software at a cost of $200,000 as presented and as recommended by Finance

Director Bean.

. Update; Public Communications

Joshua Harris, Public Information Officer, reviewed the August Communications Report with
City Council. Director Harris reported there were 9 news releases, 286 photos, 2 videos, 137
social posts, 27 questions & answers and 1 e-sign. There ere also 39,039 website views, 684 new
followers, and 1,071 social views.

Director Harris stated the News-Topic is printing all of the articles he has submitted recently and
also reminded everyone about the Wellness Committee’s October Walking Challenge that
participating employees will be entered into a drawing for several prizes. He shared the
Committee plans to offer one wellness program per quarter.

VI. PUBLIC SAFETY

A. Update; Police Department:
Chief Phelps stated that National Night Out is from 6:00 p.m. — 9:00 p.m. on Tuesday,
October 4 and mentioned Shake & Dog will provide hot dogs along with chips and a soft
drink to participants. There will also be live music and vendors available.

Personnel: Chief Phelps stated Staff was currently participating in fall training exercises.
He reported three (3) officers submitted their resignations for various reasons, but stated
two officers will continue to remain as part-time staff.

Chief Phelps stated the Caldwell County School System applied for a grant in order to have
two (2) officers serve as School Resource Officers in the elementary schools for 4-hours

per day.

B. Update; Fire Department: Deputy Fire Chief Kenny Nelson reported the department passed
their annual pump test, which is called a “flow” test to measure the pump’s flow and
pressure. He stated the Department would also provide additional data on Hurricane Ian as
it becomes available.
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VII. OTHER

A. October Calendar: By consensus of the Council, the calendar for the month of October was
approved listing various committee meetings.

B. Closed Session: Pursuant to N.C.G.S §143-318.11(a),(3), and upon a motion by
Councilmember Perdue, which carried unanimously, City Council entered into closed
session to discuss attorney/client privilege.

C. Open Session: Upon a motion by Councilmember Prestwood, which carried unanimously,
City Council re-entered into open session.

City Council took the following action upon returning to open session:

Motion
Following discussion and upon a motion by Councilmember Beal, City Council voted 5 to 0

to adopt a Consent Judgment Final Order of Abatement against Brandon Scott Harris for
property located at 507 Oak Street. Note: Councilmember Greer was not present to vote on
the Consent Judgment.

VII. ADJOURN

There being no further business, the meeting adjourned at 10:32 a.m.

Attachments

Authorizing Resolution for Stormwater

Water and Sewer Tap Fee Increase Chart

Title Changes Chart

Travel Policy

Chart for Upgrades for IT Infrastructure & Financial Software
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CITY OF LENOIR
RESOLUTION BY GOVERNING BODY OF APPLICANT
FALL 2022 DEPARTMENT OF WATER INFRASTRUCTURE
STORMWATER PLANNING GRANT

WHEREAS, The City of Lenoir has need for and intends to construct, plan for, or conduct a study in
a project described as the City of Lenoir Stormwater Planning Project and,

WHEREAS, The City of Lenoir intends to request State loan and/or grant assistance for the project,

NOW THEREFORE BE T RESOLVED, BY THE CITY COUNCIL OF THE CITY OF LENOIR:

That the City of Lenoir, the Applicant, will arrange financing for all remaining costs of the project, if
approved for a State loan and/or grant award.

That the Applicant will provide for efficient operation and maintenance of the project on completion

of construction thereof.

That the Applicant will adopt and place into effect on or before completion of the projeci a schedule
of fees and charges and other available funds which will provide adequate funds for proper operation,
maintenance, and administration of the system and the repayment of all principal and interest on the

debt.

That the governing body of the Applicant agrees to include in the loan agreement (if necessary) a
provision authorizing the State Treasurer, upon failure of the City of Lenoir to make a scheduled
repayment of the loan, to withhold from the City of Lenoir any State funds that would otherwise be
distributed to the local government unit in an 2mount sufficient to pay all sums then due and payable

to the State as a repayment of the loan.

If applying for a regional project, that the Applicant will partner and work with other units of local
government or utilities in conducting the project.

That Scott Hildebran, City Manager and/or Donna Bean, City Finance Director, the Authorized Officials,
and successors so titled, are hereby authorized to execuie and file an application on behalf of the
Applicant with the State of North Carolina Yor 2 loan and/or grant to aid in the study of or construction

of the project described above.

4. samde

|h +
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That the Authorized Officials, and successors so titled, are hereby authorized and directed to furnish

such information as the appropriate State agency may request in connection with such application or
the project: to make the assurances as contained above; and to execute such other documents as may

be required in connection with the application.

That the Applicant has substantially complied or will substantially comply with all Federal, State, and
local laws, rules, regulations, and ordinances applicable to the project and to Federal and State grants

and loans pertaining thereto.

Adopted this the 27'" day of September, 2022 at Lenoir, North Carolina.

A
{ ’%ﬁ‘gb%mm&\

seph L. Gibbons, Mayor

SEAL

10
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CERTIFICATION BY RECORDING OFFICER

The undersigned duly qualified and acting City Clerk of the City of Lenoir does hereby certify: That
the above/attached resolution is a true and correct copy of the resolution authorizing the filing of an
application with the State of North Carolina, as regularly adopted at a legally convened meeting of
the City Council of the City of Lenoir duly held on the 27t day of September, 2022; and, further, that

such resolution has been fully recorded in the journal of proceedings and records in my office.

IN WITNESS WHEREOF, | have hereunto set my hand this the 27% day of September, 2022.

CA% ke (. Looinen

Shirley M. Eg—g}non City Clerk

11
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Proposed Water and Sewer Tap Fees Increases

Water Tap Fees

Proposed Fee -

Based on
. Current Fee- last
Meter Size replacement costs
updated 2014
of the new meters
for the AMI
%" water tap S 1,500.00 | S 900.00
1” water tap S 1,850.00 | S 1,200.00
11/2” water tap S 2,300.00 | $ 2,000.00
2” water tap S 2,800.00 | $ 2,500.00
Sewer Tap Fees

4” sewer tap ) 1,500.00 | S 900.00
6” sewer tap S 1,850.00 | S 1,200.00
Meter set fee S 400.00 | S 250,00
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Recommendations

To Be Effective 10/1/2022

Department

Current Title

Proposed Title

Justification

Finance Department

Revenue Collector

Revenue Collections Manager

To better reflect the level of responsibility of the position.

Administration

Human Resources Specialist

Human Resources Manager

To better reflect the level of responsibility of the position.

zdoz ‘L4 requrdes ‘&epﬁ@n 1

Finance Department

Sr. IT Specialist

IT Manager

To better reflect the level of responsibility of the position,

SunEaIN 210UM 903 JO SRS

14!
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NC % CREATE WITH US

GITY OF

TRAVEL POLICY

Effective October 1, 2022

Purpose
The purpose of the travel policy is to provide specific guidelines to City employees and elected officials

covering travel and reimbursement of allowable expenditures. This policy replaces all prior travel policies.
This policy includes specific requirements and guidelines for payment and reimbursement of all allowable
authorized travel expenses. The City assumes no obligation to reimburse any expenses that are not in
compliance with this policy. Any exceptions or deviations from this policy will require The City Manager’s
approval before the related expenditure will be reimbursed.

Employee Responsibility

An employee or elected official traveling on official City business is expected to exercise the same care in
incurring expenses that a prudent person would exercise if traveling on personal business and expending
personal funds. Excess costs, circuitous routes, luxury accommodations and services unnecessary or
unjustified in the performance of official City business are prohibited. Employees and elected officials will be
responsible for unauthorized costs and any additional expenses incurred for personal preference or
convenience. Willful violations of this policy may result in disciplinary action.

Finance Responsibilities

The Finance Department will review the employee’s expense claim and reimburse the employee in
accordance with the travel policy. When documentation is not received or is insufficient, reimbursement will
not occur and the employee will be notified. When all proper documentation is received with approvals,

payment will be in the next City check run.

Department Responsibilities

Each Department Director is responsible for managing the Department’s travel budget. Directors must
ensure that travel to conferences, or meetings will be done on the basis of necessity and economy. The lack
of available funds could result in a travel reimbursement request not being paid. Directors are to ensure
that all travel for their department is in compliance with this policy.

Reimbursable Expenses

Documentation for business travel must be provided if charged to the credit card or reimbursed to the
employee., Examples of accepted documentation: Certificate of completion of a course, agenda for a

conference, etc.



68

Minutes-Committee of the Whole Meeting
Tuesday, September 27, 2022

Reasonable transportation expenses as required will be paid on the basis of actual costs. Employees will be
reimbursed at the current IRS mileage rate for round-trip mileage and mileage while at the job site.
Employees should travel together when more than one individual is traveling to the same destination.
Reimbursement for out-of-city transportation, parking, and other miscellaneous expenses require receipts.

Guidelines for Reimbursable Expenses Associated with City Travel

Automobile Transportation City employees should travel by the least expensive means available, taking into
account the value of the employee’s time and responsible stewardship of City resources. City employees are

encouraged to use a City-owned vehicle for local travel, when practical.

City-Owned Vehicle: When available and applicable, employees should request a City vehicle for
travel in-state or in nearby states where driving would be less expensive than other means of
travel.

o Employees should fuel city-owned vehicles at the Public Works facility whenever possible.
o City vehicles may only be driven by authorized City employees.

o Carpooling is encouraged when multiple employees are traveling to the same location.

o The City will pay for gas for City vehicles when the employee provides a copy of the receipt

for payment.

Personal Vehicle: If a City employee chooses to drive their personal vehicle for workrelated
purposes, they should be aware that their personal insurance will be primary in case of an
accident,
o The City will reimburse personal vehicle mileage at the IRS rate at the time of travel.
o If an employee uses their personal automobile traveling for City related business outside of
Lenoir, the City will reimburse the employee from their point of departure (work or home)

and their point of return.
o Proof of mileage (Google Maps or similar print out) must be turned in with Travel Request

and Reconciliation Form.

Rental Car: Rental cars can be used for travel if the cost is economical. The City utilizes group rate
pricing, please check with finance prior to renting a car. Rental cars at the destination are a
reimbursable expense when they are required for business needs while traveling. Supervisors
should confirm the necessity of a rental car prior to travel.

o For transportation to and from airport, hotel, conference, training, or to get meals,
employees should first use other modes of transportation (walk, taxi, shuitle, ride share}
when they are available.

o Rental cars may be approved by the supervisor if the employee can demonstrate and
document a business need or other compelling necessity.

o Rental cars are not allowed for personal convenience or to explore your travel location
during non-conference/class time.

o The City credit card should be used to pay for the rental car because it provides coverage
on a 24-hour basis for damage due to collision or theft.

o [f the employee does not have a City issued credit card, employee may use a personal
credit card if it supplies insurance or the employee’s personal automobile insurance shall

be primary coverage.

16
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e Non-Automobile Transportation: The City will pay for non-automative transportation when
driving a City vehicle or personal vehicle is not a reasonable option.

The city will pay the following round-trip transportation fares:
o Train: regular ticket
o Bus: regular ticket
o Air: coach ticket
e The City will not pay for upgrades or early check-in fees. The employee may choose to
add these features at their own expense, which shall not in any way penalize the
reimbursement of the basic round-trip expense.
o A luggage check fee will be reimbursed when the employee provides a copy of the
receipt for payment.
e Transportation fees: may include personal vehicle mileage, taxi, shuttle, ride share
(Uber or other} to and from airport if directly related to the business travel.

s Lodging: The City will pay for the actual cost of lodging (room, taxes and associated fees only} for
the duration of city related travel. Overnight accommodations will be provided if the distance
traveled exceeds 60 miles each way from the workplace. Generally, if an event is less than an
hour's drive from their home (about 60 miles), an employee may opt to drive each day. However,
if the Director, supervisor and/or the employee decide that staying at the hotel aliows them to
make better use of the training, if there is a City benefit, or if the travel creates an unreasonable
burden, the supervisor may choose to include lodging. A brief description of the rationale for the
choice should be added to the travel request for consistency when considering similar requests.
Employees traveling avernight must request authorization from their Department Director. All
travel over a 300 mile distance or requiring travel by means other than personal or City vehicle
requires the City Manager’s approval on a Request for Travel Request and Reconcilliation form
prior to traveling. Reimbursement will not occur without approval. You may be responsible for
expenditures without approval prior to travel. The request must include the location, length of
stay, and approximate cost to the City, as well as the reason for traveling. Reasonable lodging
expenses, with supporting receipts, will be paid by the City at their actual cost for a standard room.
The City will pay for the minimum number of nights required to conduct City business. Employees
are encouraged to stay at the hotel hosting events. If employees choose to extend their stay for
personal reasons, they may do so at their own expense.

¢ Registration Fees: All registration costs for the employee will be reimbursed by the City.
Documentation of the conference such as conference registration forms and agendas should be
attached with other required receipts. Certificates of completion will also be accepted.

¢ Meal Costs: Reimbursement of the actual costs of meals will require itemized receipts. Credit card
receipts showing only the totals will not be accepted. When traveling overnight, employees will be
reimbursed for reasonable meal expenses based on the U. S. General Services Administration
(GSA) basis for meals and incidental expenses (IE). The GSA Meal rate will be based on the
location to which the individual is traveling as listed on the GSA website
http://www.gsa.gov/portal/content/110007. Please see Appendix A for steps to look up
reimbursement rates. The employee shall not exceed the total allowable GSA Meal rate for the
day. Written approval of the City Manager is required if meals are over the GSA Meal rate for the
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day. Without City Manager’s approval the employee will be responsible for the amount over the
GSA Meal rate for each day. Please note that tips should not exceed 20% of the cost of the meal.

When the departure day or day of return is a partial day, meals will be reimbursed based on the following
schedule.

o Breakfast — depart prior to 7:00 a.m.
o Lunch—depart prior to 11:00 a.m. (day of departure} or return after 2:00 p.m. (day of

return)
o Dinner—depart prior ta 5:00 p.m. {(day of departure} or return after 7:00 p.m. {day of

return)

o Day trip travel reimbursement. The City will reimburse an employee for lunch per diem rate
when traveling out of city on business in which a return to the city for lunch would be time and

cost-prohibitive.

When a day trip creates an extended workday, where the traveler:
» Departs before 6 a.m., breakfast can be reimbursed at one-third the per diem rate for

the location to which the traveler is going.
e Returns home after 7 p.m., dinner can be reimbursed at one-third the per diem rate for

the location from which the traveler is returning.
e Generally, these meals are taxable as wages to the employee because travel must be

away from home overnight to be excluded.

Mon-Reimbursable Expenses

i 7

i

ouosw

The City will not be charged for in-room movie rentals, laundry fees, fitness room fees,

or hotel room upgrade fees. These will be paid by the employee upon check-out.

Employees will not be reimbursed for upgraded airline seats, priority boarding, or other voluntary
amenity services.

There will be no reimbursement for tobacca products, alcoholic beverages, or personal care items.
Employees are responsible for any parking tickets or traffic violations.

All costs incurred for family members are the responsibility of the employee.

Separate charges for sports or entertainment connected to a conference are not reimbursable or an

allowable charge on a credit card.

NOTE: These lists of reimbursable and non-reimbursable expenses are not considered all-inclusive. Public
purpose must be considered for all costs incurred.

Procedure for Reimbursement

Reimbursement Request

Requests for reimbursement must be accounted for within 90 days after costs are incurred. The City will not
process requests for reimbursements submitted after the 90" day. Employees will complete the Travel
Request and Reconcilliation form to receive reimbursement. All itemized receipts for the costs of lodging,
transportation, and registration fees must be attached. Credit card receipts that only show totals and not the
list of expenses are not sufficient documentation. Travel expenses paid by credit card must be listed on the

18
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Credit Card Expense Form. Reimbursement will be paid in the next check run if the reimbursement is
approved.

How to Reguest Travel

Prepare «Employee provides supervisor with request and documentation
«Supervisor authorizes request; identifies and documents any special circumstances

Travel -Employee travels per authorized request
-Employee retains all receipts as needed (exception: no receipts for meals if per-diem

advance is used)

Reconcile -Employee provides receipts and supporting documentation, identifying any
deviations from approved travel request to supervisor
-Supervisor reviews and forwards to Accounts Payable for financial

reconcilation
-Accounts Payable processes reconciliation
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City of Lenoir

Travel Policy

Appendix A

Go to https://www.gsa.gov/travel/plan-book/per-diem-rates?gsaredirect=portalcategary
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City of Lenoir Travel Policy

Select State of Travel and enter.
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Choase the City closest to your destination. This will be the maximum amount of
reimbursement 2llowable. Actual itemized receipts are required. Per diem standard
amaunts will be based on the rate for Lenoir for the current year. It is not a per diem amount.
Rates change annually.



74

Narne of Traveler
Depariment of Travtier

Whan and where wil yuw ba trovehng?
Perpose (00 Trovel
Desnnaticn (city, state)
TravelS1a1 Dale
Trevel End Dxie
Erent S1an Dale
fvem End Dote

Justiieation for hew attending thr evenl hes imte
Your cormeT lly atsigned respomiibliss and/oe

Travel Request & Reconclliation Form

U ST C e SR L R e e L L

SAPG D PoRiON .

ST st Donimanis t Jrckida with RECONOLIATION: -

o VRt 3 5 .um\zuucdpufumﬂwh.m Tore A, eie
career AND ' Ty T 29 m«mmqm g
: g ] out If diffenent then ey
F 3 Tof Tequests shov¥d b nwied with
g the Reconesstion
Must be confumed by supeevhor,
1. REQUEST {Budgated) :: % 2 RECOHTIUATION [Actusks)
_ Areount Budget Code ' | - Mrthod of Permery 10 0)/0L2L T 101/04/22 /05722 1/05/22 01/07/22 Amount : Budget Code Mcihod of Peyment
Cor {mieatw oy, not €11 - ; ] | i ] | o
! Persene Car
€ |Pone -
i |Trstn
H
i [ove
M&IE Full Rate 1 -
i 100% Pet Do
& [3%reOemiimvel davy)
Lodpng
! & of alchts 3 =
3 [eomAnagagm |
Ragisiration
i
LSTIMATIO EXPLIFET . ACTUAL FXPSNSE: WITIH OUDGET
|Requenied Travel Advance .
r"ﬁnh'ghh‘hud 1ea show'd Ue completed fof thy fenucst | Total Businest Crpenie ol Tiip:
MUcage 83 DeY print oul *If bayehit awes the City, subimit shedd of moace order with Hegoncialion B | V038 A/P Check l1pwed:
[MiteageRate 0525, [*econsiation shoull b han (e 130 by day | [\ ea Credis Cord Puschasas:
. *S24 Travid PoGy lof more information on Tiavel Drpemie Request £ BeZonuiulisn mﬂ-m:gJ Lere Cavh Advenca by Ciny:
balance Dwe Ot
[vatance Dve Employee
By signing beiow, § certify thet k he service of Cebortvs Heolth Atance.
Employee Date
By signing below, § certify thet sufficient budget Js ovadable in the Trening & Sag Aem end thot  for putpase of travel i1 fustified
z _Jup;\-b;”'lv_ﬂ'wl«un' lv'n'muu — Date
By uigning above, 1 confarn this bas by he monaer the 4 Buvdpet
Oate

720 ‘L7 19quaydag ‘Aepsan],

Su1E3IA A[OYA\ U} JO SNNWIOD)-SINUIIA

[44



75

Minutes-Committee of the Whole Meeting

Tuesday, September 27, 2022

SERVER AND SECURITY UPGRADES Ccast
NETGATE 106,323.00
HARRIS UPGRADE 75,723.74
TOTAL 182,046.74
CONTINGENCY 17,953.26
ESTIMATED COST 200,000.00
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