= — CITY OF CHESTERFIELD
= — FINANCE & ADMINISTRATION
= = COMMITTEE MEETING

Ecaty of MONDAY NOVEMBER 27, 2017
== Chesterfield 5:30 P.M.

CONFERENCE ROOM 102 & 103

l. Budget Workshop V
A. Updated Review Projections
B. 2018 Budget Proposal
1. Staff recommendations

Il. City Administrator Process
A. Process to establish goals, objectives and provide performance evaluation

. Tuition Reimbursement Program Guidelines

\VA Criteria for determining annual appropriation for merit raises

PERSONS REQUIRING AN ACCOMMODATION TO ATTEND AND PARTICIPATE IN THE CITY COUNCIL
MEETING SHOULD CONTACT CITY CLERK VICKIE HASS AT (636) 537-6716, AT LEAST TWO (2) WORKDAYS
PRIOR TO THE MEETING.

cc: Mayor Bob Nation and City Council Customer Service Center
Mike Geisel, City Administrator Executive Staff
Chris Graville, City Attorney



Memorandum

TO: Mayor & City Council
FROM: Mike Geisel, City Administrator = gggsct’; fiold

DATE: November 22, 2017

RE: Budget recommendations

As has been communicated and discussed over the last few months, we have been
monitoring the sales tax revenues very closely. The original 2018 budget proposal
provided at the first budget workshop reflected reduced sales tax revenues below the
2017 budgeted amount, both for the end of year 2017 and 2018 fiscal years. For
reference purposes, our assumption in preparing the 2018 budget proposal was to
recognize lower sales tax revenues than were budgeted in 2017, and to reflect no
growth in sales tax above the 2017 projected receipts. Again, those projections
were, substantially below the original 2017 budget amounts.

You will remember that the sales tax figures disproportionately impact the Capital
and Parks Fund budgets. Other than grants and the internally generated revenues
within the Parks Fund, sales tax receipts are the dominate source of funds for
Capital Projects and Parks Operations. The General Fund is not impacted as
severely for several reasons: 1) The Sales tax revenues are generated by the metro
sales tax pool and local effects are not as pronounced. 2) Sales tax receipts are
roughly 1/3 of the total General Fund revenues, 3) The effect of SB 867 created a
substantial initial increase in revenues early in 2017, although that increase has
eroded somewhat in the last few months, and 4) the passage of Proposition P to
fund public safety activities was not originally budgeted for 2017, but we anticipate
3 months of receipts for fiscal year 2017.

After receipt of the September sale tax numbers, our presentation during the fourth
budget workshop indicated that the sales tax revenues were further disappointing
and they were even lower than our previously reduced projected numbers. | advised
that we would wait until we were in receipt of our next month's sales tax deposits
before taking action. As noted below, those numbers have come in significantly
lower again. We have analyzed and scrutinized the receipts very closely.

As The Mayor and | have monitored these revenues closely and compared them to
our proposed budget. It is clear to me, that while we have three months of receipts
still coming, we will significantly undershoot even our reduced projections. This is
most pronounced in the Parks and Capital funds, as the pooled revenues in the
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General Fund have not been impacted as severely. In addition, the receipts from
Proposition P mitigate the underperformance to a significant degree.

The revenues in the Capital Fund and Parks Fund will be substantially below
projections, which in turn, necessitate in my opinion, that since we proposed that
the 2018 sales tax revenues be equal to the projected 2017 sales tax revenues that
we reduce the 2018 budgeted revenues accordingly. As stated above, while we have
reduced the projected revenues in the General Fund, revenues continue to remain
well above budgeted expenses for 2018 and no significant changes are
recommended from the preliminary General Fund Budget which resulted from the
four budget workshops. In fact, the preliminary budget maintains the $1.5 million
transfer to debt service to offset the final year of the City Hall debt and to attempt to
maintain at least level debt service through 2025 in the Parks Fund. | commend all
of our elected officials for this very important commitment.

Although we've completed the four budget workshops and were preparing to present
the proposed budget for the 12/4/2017 public hearing, Staff has taken an
aggressive posture with regard to these revenue projections and | recommend the
following aggressive actions to reduce both 2018 budgeted revenues and
expenditures. Let me be very clear, these actions will impact operations and in
some cases simply defer inevitable future expenses. However, | feel it is necessary
and prudent to reduce the 2018 budget accordingly. While we cannot control
changing consumer preferences that affect sales tax revenues, we have all
acknowledged our unhealthy reliance on sales tax revenues.

Hopefully, sales tax revenues will recover during 2018 and if so, we would expect to
ask Council to consider re-instating many of the deferrals, reductions and
eliminations. It would simply be imprudent to ignore the current revenue shortfall.
It should also be understood that the actual 2017 expenditures will certainly be less
than currently projected and that will improve our fiscal position. That requires a
separate analysis and would only add variables to further confuse the current
response.

It is my responsibility as City Administrator to propose a viable strategy to address
this concern. This is not business as usual and these reductions will impact our
operations. These reductions are not superficial and will not be without impact. We
simply have to acknowledge the clear and obvious revenue trend that now appears
to be persistent. Accordingly, we have spent considerable time reviewing the
revenue projections. Attached hereto are spreadsheet summaries of historical
performance in each fund as well as our estimates for 2018 performance. | offer the
following summary of how we have come to the current revenue estimates.
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Parks Fund
$7,429,000 Original 2017 budgeted sales tax revenue
$7,008,753 Preliminary budget sales tax projections
$6,857,192 Revised preliminary budget sales tax projections
$6,671,396 Current 2017 sales tax revenue projections

$6,671,396 Proposed 2018 budget sales tax revenues

The proposed 2018 Parks Fund sales tax revenues were estimated to be 7.7%
BELOW the 2016 receipts. They represent Chesterfield’s actual 2017 Parks sales
tax receipts through the first nine months of the year, (which are 7.7% lower than
2016) and then the final three months of 2017 are estimated at 7.7% below the
2016 actual receipts for the same period. This value is also actually 4.4% below the
2014 parks sales tax receipts.

Capital Projects Fund
$6,315,000 Original 2017 budgeted sales tax revenue
$5,957,440 Preliminary 2017 budget sales tax projections
$5,828,897 Revised preliminary budget sales tax projections
$5,670,856 Current 2017 budget sales tax revenue projections

$5,670,856 Proposed 2018 budget sales tax revenues

The proposed 2018 Capital Fund sales tax revenues were estimated in the same
manner as the Parks Fund. The 2018 Capital Sales Tax receipts are estimated to be
7.7% BELOW the 2016 receipts. They represent Chesterfield’'s actual 2017 Capital
Projects sales tax receipts through the first nine months of the year, (which are
7.7% lower than 2016) and then the final three months of 2017 are estimated at
7.7% below the 2016 actual receipts for the same period. This value is also actually
4.4% below the 2014 Capital Fund sales tax receipts.

General Fund
$7,486,109 Original budgeted sales tax revenue
$7,840,557 Preliminary budget sales tax projections
$7,604,518 Revised preliminary budget sales tax projections
$7,321,634 Current Staff budget sales tax projections for 2017 (includes
three months of Proposition P funds $450,000)

$6,871,634 Proposed 2018 budget sales tax revenues
$2,185,000 Proposed 2018 budget Prop P sales tax revenues
$9,056,000 total sales tax revenues for 2018
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As stated earlier, the General Fund is not impacted to the degree the other funds
are. Through September, the General Fund Sales Tax revenues are currently 1.19%
ABOVE the 2016 receipts for the same 9 month period in 2016. However, this is
misleading due to the large “SB 867 correction” which the City received in the first
qguarter of 2017. Over the last three months, Chesterfield’s receipts have actually
decreased an average of 9% as compared to the same months in 2016. There are a
variety of factors involved in this decrease, but it is also partially attributable to a
negative “HB 618 correction”, which has reduced these latter monthly receipts. The
City is still significantly benefiting from SB 867, but the latter months have
marginally decreased our early gains.

The 2017 Sales Tax General Fund revenues are further complicated, albeit in a
positive manner, due to the passage of Proposition P. As you know, the 2017
budget did not include any revenues associated with Proposition P, but Chesterfield
will recognize three months of receipts. However, the proposed 2018 budget did
include a line item for Proposition P receipts. For estimation purposes, the 2018
Proposition P revenues have been discounted by 5% over earlier estimates. The
2018 General Fund Sales taxes were calculated to be the current proposed 2017
sales tax revenues ($6,871,634), reduced by the 2017 Proposition P receipts
($450,000).

RECOMMENDATIONS

Staff is committed to providing you a set of proposed budgetary reductions
commensurate with the anticipated reduction in revenues. There is little effect on
the General Fund, other than to reduce the net revenues over expenditures for
2018, but the Capital Projects Fund and Parks Fund, are significantly impacted. |
request and recommend that City Council consider the following revisions to
the previous preliminary budget proposal:

Attached hereto is a list of staff recommended reductions to the 2018 proposed
budget for Council’s consideration. There are $789,575 in cumulative expense
reductions proposed for the 2018 fiscal year. These reductions are derived
primarily from the Parks Fund and Capital Projects Fund, due to the revenue
impacts described above. As stated previously, these are not desirable reductions,
but necessary and essential. It should be clear that a significant number of these
expenses are simply temporary deferments, while others reflect a permanent
elimination. If we find that the sales tax revenues rebound in a significant way, |
would then recommend that the City Council reconsider some of these deferments,
eliminations, or reductions sometime in 2018.

Parks:
The recommended reductions within the Parks Fund of $263,275, coupled with the
last reduction in projected revenues of $185,796, results in a 2018 Parks Fund
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Budget with net 2018 activity of -$12,416, leaving a projected End of Year 2018
Park Fund balance of $1,906,859. This is actually an improved result as compared
to the preliminary budget which came out of the multiple budget workshops.

Capital Projects

The recommended reductions within the Capital Projects Fund of $500,000, coupled
with the last reduction in projected revenues of $185,796, results in a 2018 Capital
Fund Budget with net activity of $202,915, leaving a projected End of Year 2018
Capital Fund balance of $45,717. This also, is actually an improved result as
compared to the preliminary budget which came out of the multiple budget
workshops.

General Fund

The recommendations provide only minor revision to the proposed General Fund
Budget, a reduction of $26,300. The proposed General Fund budget retains the
$1.5 million transfer to the debt service fund(s) for future debt payments. As
proposed, the 2018 End of Year General Fund — Fund Balance is projected to be
$10,037,433, which leaves $949,008 over the forty percent reserve value. Please
note, however, that the 40% reserve policy amount is somewhat inflated since the
policy dictates that the 40% is calculated based on expenditures and transfers. So,
by transferring the $1.5 million to the debt service funds, we have effectively
temporarily increased the reserve policy threshold by $600,000 (.40x $1.5 million).

It is my hope and expectation that Council would recognize the magnitude and
impact of this revenue trend and adopt the budget WITH the recommended
changes. Recognizing that the budget is a living, breathing entity, we will
have to continue to monitor revenues and expenditures closely, and adjust as
necessary.

If you have any questions, please contact Mr. DesPlanques or me prior to
Monday’s F&A meeting of the whole.

Attachments

Cc Chris DesPlanques, Finance Director
Tom McCarthy, Director of Parks, Recreation and Arts
Jim Eckrich, Director of Public Works\City Engineer
Ray Johnson, Chief of Police
Justin Wyse, Director of Planning and Development Services
Libbey Tucker, Assistant City Administrator
Matt Haug, Information Technologies Director



PROPOSED BUDGET REDUCTIONS

PARKS

119-084 5210 Advertising ($1,000)
Reduce Charter Cable Ads $1,000

5251 Misc. Contractual ($25,750)
Reduce soil testing $500
Reduce Irrigation $500
Eliminate Lake stocking $1,500
Reduce pump station maintenance $250
Reduce art sculpture maintenance $500
Reduce fencing $3,000
Reduce Cintas $2,000
Reduce Pool Maintenance/equipment-buildings $2,500
Reduce Trail Maintenance $5,000
Reduce Ground Maintenance $2,500
Reduce Lazy River Pool Painting $7,500

5277 Training and Education ($350)
Eliminate Gateway Green $350

5313 Department Supplies ($35,500)
Reduce Non-capital Equipment $2,500
Reduce Field Paint $2,000
Reduce Mulch - in-house $3,000
Reduce Top Soil $3,000
Reduce Janitorial $5,000
Reduce Plant Material $5,000
Reduce Park Amenities $10,000
Reduce Seed\Sod $5,000

5325 Miscellaneous Supplies ($29,175)
Eliminate YOGA in the park $225
Reduce B'Day event expenses at CVAC $150
Reduce Family Fun Day at pool $250
Eliminate Kickball Tournament $750
Reduce Yappy Hour $500
Reduce Environmental Programs $50
Eliminate Intro to Bikes $1,000
Eliminate SUP St. Louis $1,000
Reduce National Fitness/Health Day $750
Eliminate Kayak $1,500
Reduce Get Active $1,000
Eliminate 3V3 Basketball League $2,500
Reduce Family Night at the Ball Fields $1,500
Reduce Parks Swag $1,500
Eliminate Kids Inflatable Run $3,000
Reduce Recreation Programs $2,500
Reduce Senior Sizzlers $1,000
Eliminate October Festival $8,000
Reduce 4th of July $2,000

5326 Arts and Entertainment ($19,600)
Reduce Photographer $200
Eliminate Kite Festival $1,000
Eliminate Call for Art $1,500
Reduce Art on Loan $1,500
Reduce Sounds of Summer Concerts $5,400
Reduce Ticketed Shows $10,000

5440 Machinery and Equipment ($59,100)



PROPOSED BUDGET REDUCTIONS

Defer Utility Cart Replacement
Defer Roller attachment for Skid Steer

Defer Replacement of Backhoe attachments for skid steer

Defer Field Groomer Replacement
Defer Heavy Duty Utility Cart Replacement
5460 Automobiles and Trucks
Defer 1/2 Ton Truck Replacment
Defer 3/4 Ton Truck Replacment
119-087 5247 Maintenance & Repair Equipment
5251 Miscellaneous Contractual
5313 Department Supplies
Defer Condiment Station
Defer Turbo Air Refrigerator
Defer Cheese Dispenser
Defer Freezer
5440 Machinery and Equipment
Defer Garland Grill

CAPITAL PROJECTS

120-079 5261 Professional Services
Reduce Miscellaneous Design

Eliminate Miscellaneous Inspection and Construction Testing

5490 Street Improvements
Reduce Concrete Street Reconstruction
Defer Nardin Drive Asphalt Overlay
Defer Wilson Avenue Asphal Overlay
5495 Storm Sewer Improvements
Defer Street Grate Replacement

GENERAL FUND

$6,800

$8,300

$10,000

$11,500

$22,500

($57,500)

$27,500

$30,000

($2,500)  $2,500
($2,500)  $2,500

($15,300)
$2,500
$2,800
$3,000
$7,000

($15,000)
$15,000

($263,275) $263,275

($30,000)
$10,000
$20,000

($450,000)
$140,000
$60,000
$250,000

($20,000)
$20,000

($500,000) $500,000

001-037 5313 Departmental Supplies ($26,300)
Surveillance System Hardware Replacements $26,300
Surveillance System Hardware Replacements - PD ALLOCATION ($26,300)
001-041 5313 Departmental Supplies
PD Allocation - Surveillance System Hardware Replacements $26,300

($26,300)  $26,300

Total Recommended Reductions (ALL FUNDS) ($789,575)
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ity of
Chesterfield

2017 Projected

Statement of Projected 2017 Increase/Decrease
Revenues and Expenditures - 2016 2017 AMENDED 2017 2017 Amended Budget
Parks Sales Tax Fund ACTUAL BUDGET BUDGET PROJECTED vs 2017 Projected
FUND BALANCE, JANUARY 1 $2,870,583 $2,661,226 $2,661,226 $2,661,226
REVENUES:
Sales Tax $7,228,099 $7,429,000 $7,429,000 $6,671,396 ($757,604) -10.2%
Intergovernmental $28,392 $0 $0 $0 $0 100.0%
Charges for Services $1,840,779 $1,931,620 $1,931,620 $1,856,739 ($74,881) -3.9%
Other Revenues $71,483 $31,000 $31,000 $30,000 ($1,000) -3.2%
TOTAL REVENUE $9,168,753 $9,391,620 $9,391,620 $8,558,135 ($833,485) -8.9%
TOTAL AVAILABLE FUNDS $12,039,336 $12,052,846 $12,052,846 $11,219,361
EXPENDITURES
Parks and Recreation $5,253,328 $5,158,013 $5,341,218 $5,222,391 ($118,827) -2.2%
CVAC Concession $499,880 $643,537 $643,537 $643,393 ($144) 0.0%
Central Park - Concession $63,178 $60,480 $60,480 $58,613 ($1,867) -3.1%
Capital Items $468,043 $312,000 $419,753 $413,210 ($6,543) -1.6%
TOTAL EXPENDITURES $6,284,429 $6,174,030 $6,464,988 $6,337,607 ($127,381) -2.0%
TRANSFERS TO/FROM OTHER FUNDS ($3,093,681) ($2,962,479) ($2,962,479) ($2,962,479) $0 0.0%
TOTAL EXPENDITURES AND TRANSFERS $9,378,110 $9,136,509 $9,427,467 $9,300,086 ($127,381) -1.4%
FUND BALANCE, DECEMBER 31 $2,661,226 $2,916,337 $2,625,379 $1,919,275
Change in Fund Balance ($209,357) $255,111 ($35,847) ($741,951)
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2017 Projected

Increase/Decrease

Statement of Projected Revenues 2016 2017 2017 2017 Amended Budget
Parks Sales Tax Fund ACTUAL BUDGET PROJECTED vs 2017 Projected
Sales Tax:
Sales Tax $7,228,099 $7,429,000 $6,671,396 ($757,604) -10.2%
Intergovernmental:
Grants $28,392 $0 $0 $0 0.0%
Charges for Services:
Parks Charges & Fees $97,149 $127,870 $115,660 ($12,210) -9.5%
Dog Tags $18,210 $15,000 $18,500 $3,500 23.3%
General Rev Concession - CVAC $643,487 $669,344 $574,202 ($95,142) -14.2%
Soda Exclusivity - CVAC $17,000 $0 $17,500 $17,500 0.0%
Soda Rebates - CVAC $6,785 $0 $6,800 $6,800 0.0%
General Revenue - Concession Central Park $89,364 $97,642 $63,904 ($33,738) -34.6%
Soda Exclusivity - Concession Central Park $2,000 $0 $2,500 $2,500 0.0%
General Revenue - Concession Amphitheater $22,995 $24,864 $18,129 ($6,735) -27.1%
Pool Revenue $239,366 $223,900 $218,854 ($5,046) -2.3%
Pool Program $20,574 $21,500 $21,200 ($300) -1.4%
Parks Contributions $22,920 $0 $45,600 $45,600 0.0%
Field Rentals $520,103 $464,000 $437,000 ($27,000) -5.8%
Amphitheater Revenue $130,912 $270,500 $300,890 $30,390 11.2%
Miscellaneous Arts Revenue $9,900 $17,000 $16,000 ($1,000) -5.9%
Total Charges for Services $1,840,779 $1,931,620 $1,856,739 ($74,881) -3.9%
Other Revenues:
Interest on Investments ($1,517) $1,000 $0 ($1,000) 0.0%
Miscellaneous $73,000 $30,000 $30,000 $0 0.0%
Total Other Revenues $71,483 $31,000 $30,000 ($1,000) -3.2%
Totals $9,168,753 $9,391,620 $8,558,135 ($833,485) -8.9%
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2018 Annual Budget

Statement of Budgeted 2017 Increase/Decrease
Revenues and Expenditures - 2016 AMENDED 2017 2018 2017 Projected
Parks Sales Tax Fund ACTUAL BUDGET PROJECTED BUDGET vs 2018 Budget
FUND BALANCE, JANUARY 1 $2,870,583 $2,661,226 $2,661,226 $1,919,275
REVENUES:
Sales Tax $7,228,099 $7,429,000 $6,671,396 $6,671,396 $0 0.0%
Intergovernmental $28,392 $0 $0 $0 $0 0.0%
Charges for Services $1,840,779 $1,931,620 $1,856,739 $2,020,137 $163,398 8.8%
Other Revenues $71,483 $31,000 $30,000 $30,000 $0 0.0%
TOTAL REVENUE
$9,168,753 $9,391,620 $8,558,135 $8,721,533 $163,398 1.9%
TOTAL AVAILABLE FUNDS
$12,039,336 $12,052,846 $11,219,361 $10,640,808
EXPENDITURES
Parks and Recreation $5,253,328 $5,341,218 $5,222,391 $4,971,374 ($251,017) -4.8%
CVAC Concession $499,880 $643,537 $643,393 $649,947 $6,554 1.0%
Central Park - Concession $63,178 $60,480 $58,613 $46,507 ($12,106) -20.7%
Capital Items $468,043 $419,753 $413,210 $48,000 ($365,210) -88.4%
TOTAL EXPENDITURES $6,284,429 $6,464,988 $6,337,607 $5,715,828 ($621,779) -9.8%
TRANSFERS TO/FROM OTHER FUNDS ($3,093,681) ($2,962,479) ($2,962,479) ($3,018,121) ($55,642) 1.9%
TOTAL EXPENDITURES AND TRANSFERS $9,378,110 $9,427,467 $9,300,086 $8,733,949 ($566,137) -6.1%
FUND BALANCE, DECEMBER 31 $2,661,226 $2,625,379 $1,919,275 $1,906,859
Change in Fund Balance ($209,357) ($35,847) ($741,951) ($12,416)

()




2018 Budget

Increase/Decrease

Statement of Budgeted Revenue 2017 2017 2018 2017 Projected
Parks Sales Tax Fund BUDGET PROJECTED BUDGET vs 2018 Budget
Sales Tax:
Sales Tax $7,429,000 $6,671,396 $6,671,396 $0 0.0%
Charges for Services:
Parks Charges & Fees $127,870 $115,660 $218,480 $102,820 88.9%
Dog Tags $15,000 $18,500 $16,500 ($2,000) -10.8%
General Rev Concession - CVAC $669,344 $574,202 $630,000 $55,798 9.7%
Soda Exclusivity - CVAC $0 $17,500 $17,500 $0 0.0%
Soda Rebates - CVAC $0 $6,800 $6,000 ($800) -11.8%
General Revenue - Concession Central Park $97,642 $63,904 $63,904 $0 0.0%
Soda Exclusivity - Concession Central Park $0 $2,500 $2,500 $0 0.0%
General Revenue - Concession Amphitheater $24,864 $18,129 $18,673 $544 3.0%
Pool Revenue $223,900 $218,854 $220,000 $1,146 0.5%
Pool Program $21,500 $21,200 $21,500 $300 1.4%
Parks Contributions $0 $45,600 $5,000 ($40,600) -89.0%
Field Rentals $464,000 $437,000 $454,080 $17,080 3.9%
Amphitheater Revenue $270,500 $300,890 $338,000 $37,110 12.3%
Miscellaneous Arts Revenue $17,000 $16,000 $8,000 ($8,000) -50.0%
Total Charges for Services $1,931,620 $1,856,739 $2,020,137 $163,398 8.8%
Other Revenues:
Interest on Investments $1,000 $0 $0 $0 #DIV/O!
Miscellaneous $30,000 $30,000 $30,000 $0 0.0%
Total Other Revenues $31,000 $30,000 $30,000 $0 0.0%
Totals $9,391,620 $8,558,135 $8,721,533 $163,398 1.9%
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2018 Annual Budget

Budgeted Expenditures By Type 2016 2017 2018
Parks Sales Tax Fund ACTUAL PROJECTED BUDGET
Personnel $2,973,373 $3,085,165 $3,158,863
Contractual $1,541,967 $1,503,942 $1,297,725
Commodities $1,301,046 $1,335,290 $1,211,240
Capital $468,043 $413,210 $48,000
Total Expenditures $6,284,430 $6,337,607 $5,715,828
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2 Chesterfield

2018 Annual Budget

Detail of Budgeted Capital Expenditures - Parks Sales Tax Fund

Department/Activity Description Amount Activity Total
Parks
Parks & Recreation
Parks & Recreation Backhoe attachment for Bobcat - Replacement Deferred
Field Groomer - Replacement Deferred
Heavy Duty Utility Cart -Replacement Deferred
Roller attachment for Bobcat - New Deferred
Utility Cart - Replacement Deferred
1/2 Ton Truck - replacement Deferred
3/4 Ton Truck- replacement Deferred
Amphitheater Steps Eliminated
Electric B concession Stand Eliminated
Pool Concessions AC $11,000
Water Heater at Pool - Replace $16,000
Slides (2) repair/maintenance $21,000 Reduced
Total Capital $48,000

()




Fund Reserves for the Parks Sales Tax Fund - 12/31/17

12/31/16 Parks Sales Tax Fund Reserves $2.,661,226

FY2017 Projected Net Activity ($741,951)

Projected 12/31/17 Parks Sales Tax Fund Reserves $1,919,275



Fund Reserves for the Parks Sales Tax Fund - 12/31/18

12/31/17 Parks Sales Tax Fund Reserves $1,919,275

FY2018 Projected Net Activity ($12,416)

Projected 12/31/18 Parks Sales Tax Fund Reserves $1,906,859



S8 City of
;i@TChesterﬁeld

2017 Projected

Statement of Projected 2017 2017 Increase/Decrease
Revenues and Expenditures - 2016 ADOPTED AMENDED 2017 2017 Amended Budget
Capital Improvement Sales Tax Fund ACTUAL BUDGET BUDGET PROJECTED vs 2017 Projected
FUND BALANCE, JANUARY 1 $3,283,353 $2,286,069 $2,286,069 $2,286,069
REVENUES:
Sales Tax $6,143,800 $6,315,000 $6,315,000 $5,670,856 ($644,144) -10.2%
Other Revenues $1,943,469 $1,392,880 $1,392,880 $2,481,208 $1,088,328 78.1%
TOTAL REVENUE $8,087,269 $7,707,880 $7,707,880 $8,152,064 $444,184 5.8%
TOTAL AVAILABLE FUNDS $11,370,622 $9,993,949 $9,993,949 $10,438,133
EXPENDITURES
Public Works $849,689 $637,396 $1,219,620 $1,186,279 ($33,341) -2.7%
Capital Iltems $9,118,040 $5,750,000 $11,769,128 $10,946,698 ($822,430) -7.0%
TOTAL EXPENDITURES $9,967,729 $6,387,396 $12,988,748 $12,132,977 ($855,771) -6.6%
TRANSFERS TO/FROM OTHER FUNDS $883,177 ($1,889,400) $931,600 $1,537,646 $606,046 65.1%
TOTAL EXPENDITURES AND TRANSFERS $9,084,553 $8,276,796 $12,057,148 $10,595,331 ($1,461,817) -12.1%
FUND BALANCE, DECEMBER 31 $2,286,069 $1,717,153 ($2,063,199) ($157,198)
Change In Fund Balance ($997,284) ($568,916) ($4,349,268) ($2,443,267)
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City of
~=Chesterfield

2018 Annual Budget

Statement of Budgeted 2017 Increase/Decrease
Revenues and Expenditures - 2016 AMENDED 2017 2018 2017 Projected
Capital Improvement Sales Tax Fund ACTUAL BUDGET PROJECTED BUDGET vs 2018 Budget
FUND BALANCE, JANUARY 1 $3,283,353 $2,286,069 $2,286,069 ($157,198)
REVENUES:
Sales Tax $6,143,800 $6,315,000 $5,670,856 $5,670,856 $0 0.00%
Other Revenues $1,943,469 $1,392,880 $2,481,208 $962,869 ($1,518,339) -61.19%
TOTAL REVENUE $8,087,269 $7,707,880 $8,152,064 $6,633,725 ($1,518,339) -18.63%
TOTAL AVAILABLE FUNDS $11,370,622 $9,993,949 $10,438,133 $6,476,527
EXPENDITURES
Public Works $849,689 $1,219,620 $1,186,279 $662,295 ($523,984) -44.17%
Capital Iltems $9,118,040 $11,769,128 $10,946,698 $2,279,000 ($8,667,698) -79.18%
TOTAL EXPENDITURES $9,967,729 $12,988,748 $12,132,977 $2,941,295 ($9,191,682) -75.8%
TRANSFERS TO/FROM OTHER FUNDS $883,177 $931,600 $1,537,646 ($3,489,515) ($5,027,161)  -326.9%
TOTAL EXPENDITURES AND TRANSFERS $9,084,553 $12,057,148 $10,595,331 $6,430,810 ($4,164,521) -39.3%
FUND BALANCE, DECEMBER 31 $2,286,069 ($2,063,199) ($157,198) $45,717
Net Change In Fund Balance ($997,284) ($4,349,268) ($2,443,267) $202,915
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2018 Annual Budget

2018 Budgeted Expenditures By Type - Capital Improvement Sales Tax Fund

Public Works
Capital Expenditures Concrete Street Reconstruction $1,740,000
Asphalt Overlay $0
(3) 1.5 ton CNG Truck $282,000
Sidewalk Replacement $257,000
Trench Grate Replacement $0
Total Capital $2,279,000
Personnel Salaries/Benefits $262,295
Contractual Schoettler Road right of way $120,000
Design services for Schoettler turn lanes $100,000
Inspection/Testing Services - slab / sidewalk / asphalt $100,000
Old Chesterfield Right of Way $50,000
Misc. design $10,000
Miscellaneous Inspection and Construction Testing $0
Miscellaneous Capital Contracts $10,000
TIP grant application $10,000
Total Contractual $400,000
Grand Total Expenditures $2,941,295
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~Chesterfield 2017 Projected
Statement of Projected 2017 Increase/Decrease
Revenues and Expenditures - 2016 2017 AMENDED 2017 2017 Amended Budget
General Fund ACTUAL BUDGET BUDGET PROJECTED vs 2017 Projected
FUND BALANCE, JANUARY 1 $12,580,998 $10,581,197 $10,581,197 $10,581,197
REVENUES:
Utility Taxes $6,861,787 $6,962,000 $6,962,000 $6,816,354 ($145,646) 2.1%
Sales Tax $6,956,311 $7,486,109 $7,486,109 $7,321,634 ($164,475) -2.2%
Intergovernmental Revenue $4,290,917 $4,637,200 $4,637,200 $4,562,855 ($74,345) -1.6%
Licenses and Permits $1,600,329 $1,538,420 $1,538,420 $1,681,035 $142,615 9.3%
Charges for Services $162,835 $113,050 $316,603 $321,665 $5,062 1.6%
Court Receipts $838,000 $926,508 $926,508 $779,056 ($147,452) -15.9%
Other Revenues $1,143,421 $353,296 $353,296 $338,268 ($15,028) -4.3%
TOTAL REVENUE $21,853,599 $22,016,583 $22,220,136 $21,820,867 ($399,269) -1.8%
EXPENDITURES
Executive & Legislative $70,778 $77,447 $77,447 $70,340 ($7,107) -9.2%
Department of Administration
City Administrator $472,884 $493,188 $614,846 $605,768 ($9,078) -1.5%
Finance $478,316 $498,136 $498,136 $468,045 ($30,091) -6.0%
Courts $242,349 $262,903 $262,903 $248,944 ($13,959) -5.3%
Information Technology $622,258 $657,010 $865,767 $856,873 ($8,894) -1.0%
Central Services $1,271,712 $1,293,302 $1,299,290 $1,296,592 ($2,698) -0.2%
Police Department $9,590,811 $9,906,177 $9,988,072 $10,177,148 $189,076 1.9%
Department of Public Services
Planning and Development $908,871 $1,004,263 $795,506 $719,115 ($76,391) -9.6%
Public Works $5,479,565 $5,848,308 $5,848,308 $5,164,445 ($683,863) -11.7%
TOTAL EXPENDITURES $19,137,545 $20,040,734 $20,250,275 $19,607,270 ($643,005) -3.2%
TRANSFERS TO/FROM OTHER FUNDS ($4,715,855) ($1,526,285) ($1,526,285)  ($1,526,285) $0 0.0%
TOTAL EXPENDITURES AND TRANSFERS $23,853,400 $21,567,019 $21,776,560 $21,133,555 ($643,005) -3.0%
OPERATING CHANGE IN FUND BALANCE ($1,999,801) $449,564 $443,576 $687,312 $243,736 54.9%

Fund Balance Before One-Time/
Fund Reserve Expenditures $10,581,197 $11,030,761 $11,024,773 $11,268,509

One-Time / Fund Reserve Expenditures

SNOW REMOVAL RECOUPMENT PROGRAM FOR PRIVATE STREETS $162,765 $162,765
2017 EMERALD ASH BORER (EAB) ACTIVITY $518,000 $518,000
RIVER VALLEY DRIVE CLOSURE DESIGN & CONSTRUCTION COSTS $203,000 $203,000
DOCUMENT MANAGEMENT SYSTEM $150,000 $150,000
JUSTICEWEB MODULE $18,000 $18,000
DEER CENSUS FUNDING $6,000 $6,000
COMPENSATION & BENEFITS STUDY $25,000 $25,000
PO ROLL - ENCUMBRANCES $536,913 $536,913
CNG PROJECT $2,100,000 $2,100,000
TRACFONE SETTLEMENT MML ADVOCACY ALLOCATION $1,542 $1,542
SECURITY ENHANCMENTS $100,336 $100,336
ENVIRONMENTAL STUDY $6,000 $6,000
VHP remaining $556,594 $556,594
Total One-Time Expenditures $0 $0 $4,384,150 $4,384,150
FUND BALANCE, DECEMBER 31 $10,581,197 $11,030,761 $6,640,623 $6,884,359
Net Change in Fund Balance ($1,999,801) $449,564 ($3,940,574) ($3,696,838)
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2017 Projected Revenue Detail

Statement of

Increase/Decrease

Projected Revenues 2016 2017 2017 2017 Budget
General Fund Actual Budget Projected vs 2017 Projected
Utility Taxes:
Utility Taxes - Electric $3,809,386 $4,075,000 $3,866,954 ($208,046) -5.1%
Utility Taxes - Gas $946,553 $1,011,000 $987,618 ($23,382) -2.3%
Utility Taxes - Telephone $1,474,229 $1,271,000 $1,342,086 $71,086 5.6%
Utility Taxes - Water $631,619 $605,000 $619,696 $14,696 2.4%
Total Utility Taxes $6,861,787 $6,962,000 $6,816,354 ($145,646) -2.1%
Sales Tax (including Prop P) $6,956,311 $7,486,109 $7,321,634 ($164,475) -2.2%
Intergovernmental Revenue
Motor Fuel Tax $1,275,892 $1,316,000 $1,277,396 ($38,604) -2.9%
Motor Vehicle Sales Tax $619,378 $628,000 $629,900 $1,900 0.3%
Cigarette Tax $125,279 $150,000 $125,999 ($24,001) -16.0%
County Road & Bridge Tax $1,841,931 $2,112,000 $2,045,251 ($66,749) -3.2%
Police Bullet-Proof Vest Grant $2,433 $4,000 $5,000 $1,000 25.0%
Police Academy Grant & RCCEEG $81,890 $84,350 $86,500 $2,150 2.5%
ATF Overtime $2,532 $7,500 $1,100 ($6,400) -85.3%
DEA Task Force $21,127 $22,600 $19,000 ($3,600) -15.9%
COPS - Parkway & In School $266,889 $278,000 $263,500 ($14,500) -5.2%
Rockwood Grant $0 $0 $59,649 $59,649 100.0%
Safety Town Grant $2,970 $3,000 $2,760 ($240) -8.0%
Police Overtime Grants $32,726 $23,750 $28,300 $4,550 19.2%
FBI Overtime Grant $0 $0 $4,000 $4,000 100.0%
Fund from Seized Assets $6,060 $0 $14,500 $14,500 0.0%
POST Commission Training Grant $5,711 $8,000 $0 ($8,000) 100.0%
Miscellaneous Grant $6,100 $0 $0 $0 0.0%
Total Intergovernmental Revenue $4,290,917 $4,637,200 $4,562,855 ($74,345) -1.6%
Licenses & Fees
Business Licenses $610,191 $629,000 $605,000 ($24,000) -3.8%
Liquor Licenses $75,458 $75,000 $76,000 $1,000 1.3%
Vending Licenses $14,225 $17,000 $12,000 ($5,000) -29.4%
Cable Fees $879,773 $790,000 $960,967 $170,967 21.6%
Alarm Company Licenses $1,750 $1,700 $1,750 $50 2.9%
Miscellaneous Other Licenses $14,437 $21,000 $20,598 ($402) -1.9%
Total Licenses & Fees $1,600,329 $1,538,420 $1,681,035 $142,615 9.3%
Charges for Services
Engineering Inspection Fees $54,236 $35,656 $30,024 ($5,632) -15.8%
Zoning Applications $13,435 $13,030 $14,738 $1,708 13.1%
Residential Street Tree Program $38,600 $20,000 $26,167 $6,167 30.8%
Police Reports $8,015 $7,500 $8,309 $809 10.8%
Fingerprinting $520 $590 $345 ($245) -41.5%
False Alarm Fees $28,680 $24,225 $23,150 ($1,075) -4.4%
Planning Misc Charges $381 $250 $400 $150 60.0%
Clarkson Valley Police Services $0 $203,553 $203,553 $0 0.0%
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—Chesterfield 2017 Projected Revenue Detail
Statement of Increase/Decrease
Projected Revenues 2016 2017 2017 2017 Budget
General Fund Actual Budget Projected vs 2017 Projected
Miscellaneous Other Charges $18,968 $11,799 $14,979 $3,180 27.0%
Total Charges for Services $162,835 $316,603 $321,665 $5,062 1.6%

Court Fines & Fees

Court Fines & Fees $814,266 $900,000 $759,500 ($140,500) -15.6%
Court Fees - Training $10,862 $12,132 $8,950 ($3,182) -26.2%
Inmate Security Fee $10,862 $12,132 $8,950 ($3,182) -26.2%
CVC Fees $2,009 $2,244 $1,656 ($588) -26.2%
Total Court Fines & Fees $838,000 $926,508 $779,056 ($147,452) -15.9%

Miscellaneous Revenue

Interest on Investments $49,195 $75,000 $106,975 $31,975 42.6%
Environmental Revenues $2,280 $2,500 $1,784 ($716) -28.6%
Insurance Reimbursements $36,778 $0 $26,531 $26,531 100.0%
Sale of Fixed Assets $103,745 $150,000 $38,070 ($111,930) -74.6%
Miscellaneous $202,456 $25,000 $37,549 $12,549 50.2%
VHP Contributions $519,388 $0 $26,677 $26,677 0.0%
Deferred Revenue - Designated TDD/NID $229,579 $100,796 $100,682 ($114) 100.0%
Total Miscellaneous Revenue $1,143,421 $353,296 $338,268 ($15,028) -4.3%
Total Revenue $21,853,599 $22,220,136 $21,820,867 ($399,269) -1.8%
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General Fund
Schedule of Fund Reserves
December 31, 2017

12/31/16 General Fund Reserves
FY2017 Projected General Fund Activity

Projected 12/31/17 General Fund Reserves

Less:
1) Funds Designated for POST (Funds from the State for Police Training Only)
2) Funds Designated for Inmate Security

Total Designated Funds

Projected 12/31/17 Unreserved General Fund Reserves

Less 40% Requirement of Expenditures including Transfers:
FY2016 Expenditures & Transfers - Adopted Budget

Total Available for Council above the 40% Requirement Policy

One Time Reimbursements
Temporary Transfer to Special Projects Fund for Wetland Mitigation
CNG Related Grant Revenue
Capital Improvement Sales Tax Fund Budgeted CNG Payment
NID - Deferred Revenue (Broadmoor & Chesterfield Hill)

Total Left Above the 40% Requirement Policy

$10,581,197
($3,696,838)
$6,884,359
($80,000)
($50,000)
($130,000)
$6,754,359 31.2%
($8,646,679)
$21,616,697
($1,892,320)
$250,000
$1,081,623
$470,242
$1,494,849
$3,296,714
46.5%
$1,404,394
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2018 Annual Budget

Statement of Budgeted 2017 Increase/Decrease
Revenues and Expenditures - 2016 AMENDED 2017 2018 2017 Projected
General Fund ACTUAL BUDGET PROJECTED BUDGET vs 2018 Budget
FUND BALANCE, JANUARY 1 $12,580,998 $10,581,197 $10,581,197 $6,884,359
REVENUES:
Utility Taxes $6,861,787 $6,962,000 $6,816,354 $6,727,573 ($88,781) -1.3%
Sales Tax $6,956,311 $7,486,109 $7,321,634 $9,056,634 $1,735,000 23.7%
Intergovernmental Revenue $4,290,917 $4,637,200 $4,562,855 $4,713,208 $150,353 3.3%
Licenses and Permits $1,600,329 $1,538,420 $1,681,035 $1,587,921 ($93,114) -5.5%
Charges for Services $162,835 $316,603 $321,665 $517,404 $195,739 60.9%
Court Receipts $838,000 $926,508 $779,056 $794,556 $15,500 2.0%
Other Revenues $1,143,421 $353,296 $338,268 $472,440 $134,172 39.7%
TOTAL REVENUE $21,853,599 $22,220,136 $21,820,867 $23,869,736 $2,048,869 9.4%
EXPENDITURES
Executive & Legislative $70,778 $77,447 $70,340 $74,185 $3,845 5.5%
Department of Administration
City Administrator $472,884 $614,846 $605,768 $611,923 $6,155 1.0%
Finance $478,316 $498,136 $468,045 $556,892 $88,847 19.0%
Courts $242,349 $262,903 $248,944 $273,949 $25,005 10.0%
Information Technology $622,258 $865,767 $856,873 $814,675 ($42,198) -4.9%
Central Services $1,271,712 $1,299,290 $1,296,592 $1,193,322 ($103,270) -8.0%
Police Department $9,590,811 $9,988,072 $10,177,148 $11,291,273 $1,114,125 10.9%
Planning and Development $908,871 $795,506 $719,115 $747,713 $28,598 4.0%
Public Works $5,479,565 $5,848,308 $5,164,445 $5,607,296 $442,851 8.6%
TOTAL EXPENDITURES $19,137,545 $20,250,275 $19,607,270 $21,171,228 $1,563,958 8.0%
One-Time / Fund Reserve Expenditures * $0 ($4,384,150) ($4,384,150) $0 $4,384,150 -100.0%
TRANSFERS TO/FROM OTHER FUNDS ($4,715,855) ($1,526,285) ($1,526,285) ($1,549,835) ** ($23,550) 1.5%
TOTAL EXPENDITURES AND TRANSFERS $23,853,400 $26,160,710 $25,517,705 $22,721,063 ($2,796,642) -11.0%
FUND BALANCE, DECEMBER 31 $10,581,197 $6,640,623 $6,884,359 $8,033,032
Net Change in Fund Balance ($1,999,801) ($3,940,574) ($3,696,838) $1,148,673

*Detailed in Section IV(a)

** |Includes one time transfer of $1.500,000 to debt reserve funds
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2018 Annual Budget - Revenue Detail

Increase/Decrease
Statement of Budgeted Revenues 2016 2017 2018 2017 Projected
General Fund Actual Projected Budget vs 2018 Budget
Utility Taxes:
Utility Taxes - Electric $3,809,386 $3,866,954 $3,900,000 $33,046 0.9%
Utility Taxes - Gas $946,553 $987,618 $1,000,000 $12,382 1.3%
Utility Taxes - Telephone $1,474,229 $1,342,086 $1,207,877 ($134,209) -10.0%
Utility Taxes - Water $631,619 $619,696 $619,696 $0 0.0%
Total Utility Taxes $6,861,787 $6,816,354 $6,727,573 ($88,781) -1.3%
Sales Tax (including Prop P) $6,956,311 $7,321,634 $9,056,634 $1,735,000 23.7%
Intergovernmental Revenue
Motor Fuel Tax $1,275,892 $1,277,396 $1,277,396 $0 0.0%
Motor Vehicle Sales Tax $619,378 $629,900 $636,199 $6,299 1.0%
Cigarette Tax $125,279 $125,999 $125,999 $0 0.0%
County Road & Bridge Tax $1,841,931 $2,045,251 $2,147,514 $102,263 5.0%
Police Bullet-Proof Vest Grant $2,433 $5,000 $5,000 $0 100.0%
Police Academy Grant & RCCEEG $81,890 $86,500 $89,000 $2,500 2.9%
ATF Overtime $2,532 $1,100 $0 ($1,100) 0.0%
DEA Task Force $21,127 $19,000 $0 ($19,000) -100.0%
COPS - Parkway & In School $266,889 $263,500 $268,000 $4,500 1.7%
Rockwood Grant $0 $59,649 $121,000 $61,351 102.9%
Safety Town Grant $2,970 $2,760 $2,800 $40 1.4%
Police Overtime Grants $32,726 $28,300 $24,300 ($4,000) -14.1%
FBI Overtime Grant $0 $4,000 $16,000 $12,000 300.0%
Fund from Seized Assets $6,060 $14,500 $0 ($14,500) 0.0%
POST Commission Training Grant $5,711 $0 $0 $0 0.0%
Miscellaneous Grant $6,100 $0 $0 0.0%
Total Intergovernmental Revenue $4,290,917 $4,562,855 $4,713,208 $150,353 3.3%
Licenses & Fees
Business Licenses $610,191 $605,000 $615,000 $10,000 1.7%
Liquor Licenses $75,458 $76,000 $76,000 $0 0.0%
Vending Licenses $14,225 $12,000 $12,000 $0 0.0%
Cable Fees $879,773 $960,967 $857,951 ($103,016) -10.7%
Trash Haulers Licenses $320 $320 $320 $0 0.0%
Alarm Company Licenses $1,750 $1,750 $1,750 $0 0.0%
Cigarette Licenses $3,975 $4,200 $4,200 $0 0.0%
Billboard Business License Fee $200 $200 $200 $0 0.0%
Miscellaneous Other Licenses $14,437 $20,598 $20,500 ($98) -0.5%
Total Licenses & Fees $1,600,329 $1,681,035 $1,587,921 ($93,114) -5.5%
Charges for Services
Engineering Inspection Fees $54,236 $30,024 $36,158 $6,134 20.4%
Zoning Applications $13,435 $14,738 $13,071 ($1,667) -11.3%
Residential Street Tree Program $38,600 $26,167 $16,500 ($9,667) -36.9%
Police Reports $8,015 $8,309 $8,000 ($309) -3.7%
Fingerprinting $520 $345 $345 $0 0.0%
False Alarm Fees $28,680 $23,150 $23,150 $0 0.0%
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2018 Annual Budget - Revenue Detail

Increase/Decrease
Statement of Budgeted Revenues 2016 2017 2018 2017 Projected
General Fund Actual Projected Budget vs 2018 Budget
Planning Misc Charges $381 $400 $250 ($150) -37.5%
Clarkson Valley Police Services $0 $203,553 $407,107 $203,554 100.0%
Miscellaneous Other Charges $18,968 $14,979 $12,823 ($2,156) -14.4%
Total Charges for Services $162,835 $321,665 $517,404 $195,739 60.9%
Court Fines & Fees
Court Fines & Fees $814,266 $759,500 $775,000 $15,500 2.0%
Court Fees - Training $10,862 $8,950 $8,950 $0 0.0%
Inmate Security Fee $10,862 $8,950 $8,950 $0 0.0%
CVC Fees $2,009 $1,656 $1,656 $0 0.0%
Total Court Fines & Fees $838,000 $779,056 $794,556 $15,500 2.0%
Miscellaneous Revenue
Interest on Investments $49,195 $106,975 $110,000 $3,025 2.8%
Environmental Revenues $2,280 $1,784 $1,750 ($34) -1.9%
Insurance Reimbursements $36,778 $26,531 $0 ($26,531) 0.0%
Sale of Fixed Assets $103,745 $38,070 $250,000 $211,930 556.7%
Miscellaneous $202,456 $37,549 $30,000 ($7,549) -20.1%
VHP Contributions $519,388 $26,677 $0 ($26,677) -100.0%
Deferred Revenue - Designated GRGD/TDD $229,579 $100,682 $80,690 ($19,992) -100.0%
Total Miscellaneous Revenue $1,143,421 $338,268 $472,440 $134,172 39.7%
Total Revenue $21,853,599 $21,820,867 $23,869,736 $2,048,869 9.4%
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2017 Annual Budget

Detail of Budgeted Expenditures - General Fund

Department/Activity Description Amount Activity Total
Police
Vehicles Fleet of 10 Police Vehicles $ 299,244

Information Technology

Surveillance System Hardware Replacements 26,300
Public Services
Street Maintenance Supplies for Right of Way Repairs $ 25,000
Truck Mounted Tank with Pump 15,800
Skid Steer 27,000
Skid Steer Planer Attachment 15,800
Skid Steer Trailer 9,000
92,600
$ 418,144
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General Fund
Schedule of Fund Reserves
December 31, 2018

12/31/17 General Fund Reserves $6,884,359
FY2018 Estimated General Fund Activity $1,148,673
Projected 12/31/18 General Fund Reserves $8,033,032
Less:

1) Funds Designated for POST (Funds from the State for Police Training Only) ($80,000)

2) Funds Designated for Inmate Security ($50,000)

Total Designated Funds ($130,000)
Projected 12/31/18 Unreserved General Fund Reserves $7,903,032 34.8%
Less 40% Requirement of Expenditures including Transfers: ($9,088,425)

FY2018 Expenditures & Transfers - Original Budget $22,721,063
Total Available for Council above the 40% Requirement Policy ($1,185,393)

One Time Reimbursements

Temporary Transfer to Special Projects Fund for Wetland Mitigation $250,000

CNG Related Grant Revenue $470,242

NID - Deferred Revenue (Broadmoor & Chesterfield Hill) $1,414,159

$2,134,401
39.0%
Total Left Above the 40% Requirement Policy $949,008
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From: Mike Geisel
Sent: Monday, November 13, 2017 10:07 AM
To: Barbara McGuinness; Barry Flachsbart, Ben Keathley; Bob Nation; Chris Graville; Dan

Hurt; Dan Hurt (longhornz@aol.com); Flachsbart, Barry B.; Guy Tilman; Michelle Ohley;
Mike Geisel, Randy Logan; Tom DeCampi

Subject: Performance evaluation and goal setting

Attachments: F&A Policy #29 City Administrator Evaluation.pdf, 2016-8-22 Employment
Contract.pdf

All:

As you are aware, | was appointed as the City Administrator effective August 22nd,
2016 after Mr. Herring’s departure at the end of March, 2016. Much has transpired
since then and much has been accomplished. At the same time, there is much more to
do and it often seems that progress is painfully slow.

Regardless, I'd like to offer a friendly reminder that per Ordinance # 2908, the Mayor
and City Council is to define annual goals and objectives in conjunction with an annual
performance evaluation.

Excerpted from our employment agreement:
Performance Evaluation. Immediately following the commencement of Employee’s employment

with Employer, the Mayor, City Council and Employee shall discuss the City’s goals and
objectives for the next year. Beginning with the first anniversary of the commencement of
Employee’s employment with City, the Mayor, City Council and Employee shall define annually
the goals and objectives that they determine are appropriate for the proper operation of the City
and to attain the Mayor and City Council’s policy objectives. Concurrently with the
establishment of the goals and objectives for the City, the Mayor, City Council and Employee
shall establish the performance goals for Employee and any specific criteria that shall be used to
evaluate Employee’s performance. The Mayor and City Council may amend said criteria from
time-to-time, after consultation with Employee.

While not contractually required, the City has previously employed F&A Policy #29 to
guide the annual evaluation and goal setting process. I've attached this for the Mayor
and Council’s convenience. Please note that it requires the Chair of the F&A Committee
to coordinate this process, and a conversation to occur including the Mayor, President
Pro-Tem, F&A Chair and me.

Whether you elect to continue the past practice or elect to follow a new direction is
entirely up to you. However, | look forward to talking about next year’s goals,
objectives, and your assessment of my performance over the last year.

Please advise if | can assist in any way.

Mike Geisel, City Administrator



CITY OF CHESTERFIELD
POLICY STATEMENT

FINANCE AND ADMINISTRATION ~ NO. 029
' SUBJECT  City Administrator’s Evaluation Form INDEX FA

DATE | | " DATE
ISSUED  8/16/1999 |  REVISED
POLICY

The attached form is used for the City Administrator’s evaluation. The process for the
City Administrator is as follows:

1. The City Administrator issues the evaluation forms to the City Council by November
leach year. : ,
- 2. The Chairperson of the Finance and Administration Committee collects the forms.
3. The Mayor, Chairman of Finance and Administration Committee, and the President
Pro Tem meet with the City Administrator to review the evaluation results, '

RECOMMENDED BY:

o, - bk

Depa’rfment Head/Council Committee (if applicable) Date
APPROVED BY: |
~ City Administrator . Date

Pt Sy ahefs

City Council (if applicablé) / ’ Date =




s CITY ADMINISTRATOR PERFORMANCE EVALUATION v
January, 1999

Please complete this performance evaluation for the City Administrator and return it in a
confidential envelope to the Mayor before . The Mayor will then
prepare a composite summary of each Councilmember’s evaluation, which will be shared with
the City Council and then discussed with the City Administrator in a meeting involving the
. President Pro Tem and the Chairperson of the F & A Committee. Individual meetings between
" the Administrator and Councilmembers can also be arranged.

Performance evaluations are done to provide the employee with feedback on performance,
including areas identified as strengths or in need of improvement. Your candid assessment will
enable the City Administer to do a more effective job in meeting expectations of the City Council.
Please evaluate performance in each area as indicated below. Comments will be especially
helpful in determining how improvements can be made.

1. COUNCIL/ADMINISTRATOR RELATIONS

Does the Administrator keep the City Council informed of major issues so as to avoid the
Council being surprised: Are all Council Members treated equally and faitly in terms of
information sharing and access to the: Administrator? Is there prompt follow-up to questions or -
requests for information? :

Unsatisfactory 4 Below Avg. Satisfactory Good Excellent
1 2 3 4 5
Comments: : .

(I do not have enough personal knowledge to evaluate the City Administrator for this category J)
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IL. COMMUNITY RELATIONS

Is the Administrator perceived as being responsive to community concerns? Is he accessible to
citizens and other constituents? Is he “visible” in terms of being known and participating in
appropriate community activities? Does he present a positive image of the City government?
Does he demonstrate sufficient interest in the community’s present and future?

. _Unsatisfactory Below Avg. Satisfactory Good Excellent
1 2 3 4 5
Comments:

(I do not have enough personal knowledge to evaluate the City Administrator for this category

[II. NEWS MEDIA/PRESS RELATIONS

Is the Administrator accessible to the news media? Is information provided in an accurate and
timely manner? Is the Administrator an articulate spokesman for the City in the news media?

Unsatisfactory Below Avg. Satisfactory Good Excellent

—_—)

l 2 3 4 5
Comments:

(I do not have enough personal knowledge to evaluate the City Administrator for this category

-
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IV.  ORGANIZATIONAL LEADERSHIP AND DEVELOPMENT

Does the Administrator set a positive example for the City organization in terms of work habits,
time spent on the job, courtesy and responsiveness, etc.? Is the City organization generally
perceived in a positive manner in the community? Does the Administrator appear to have the
respect of City staff? Does the structure of the City organization adequately meet community

. needs?

Unsatisfactory Below Aveg. Satisfactory Good Excellent
1 2 3 4 5
Comments:

(I do not have enough personal knowledge to evaluate the City Administrator for this category

V. GENERAL ADMINISTRATION

Does the Administrator have sound public management skills? Does he appear to keep abreast
of changes in the city management profession? Does he take advantage of professional
development opportunities and encourage staff to do likewise? Are recommendations well

thought out and adequately explained?

Unsatisfactory Below Avg., Satisfactory Good Excellent
i 2 3 4 5
Comments:

(I do not have enough personal knowledge to evaluate the City Administrator for this category

)
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VL.  PERSONNEL ADMINISTRATION

Do employees reporting directly to the Administrator appear to be adequately supervised?
Motivated? Informed of City Council concerns and policy direction? Does the Administrator
appear to be knowledgeable of the activities and work programs of departments? Do employees
appear to be treated fairly and professionally?

" Unsatisfactory Below Avg. Satisfactory Good Excellent
| 2 _ 3 4 5
Comments:
(I do not have enough personal knowledge to evaluate the City Administrator for this category )

VII.  FINANCIAL ADMINISTRATION

Does the Administrator have sound financial management skills? Is proper attention paid to
controlling expenses and addressing community needs with available resources? Is there
adequate focus on longer-term financial needs for the City? Is a five-year budget in place and

regularly updated?

Unsatisfactory Below Avg, Satisfactory Good Excellent
1 2 3 4 5
Comments:

(I do not have enough personal knowledge to evaluate the City Administrator for this category 2
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VIII. DEVELOPMENT OF GOALS/POLIQES AND IMPLEMENTATION

Does the Administrator recognize and support the City Council responsibility for establishing
City policy? Does the City Administrator assist in the process? Are City Council policies and
directives carried out by the City administration? Are City Council goals/policies adequately
communicated to the City administration and community? Is the City Council kept informed of
progress on implementing goals/policies?

" Unsatisfactory Below Avg. Satisfactory Good Excellent
| 2 3 4 5
Comments:
(I do not have enough personal knowledge to evaluate the City Administrator for this category 2

IX.  GOALS FOR THE COMING YEAR

List below a maximum of three to five specific goals that the City Administrator should work to

complete during the coming year.
1.
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X STRENGTHS/IMPROVEMENTS

A. What do you consider to be the Administrator’s greatest strengths?

B. What areas need to be improved?

XI. ANY ADDITIONAL COMMENTS?

Councilmember Signature

PLEASE RETURN TO THE MAYOR



applicable, available to them during a personal leave. Any remaining time
off will be unpaid. Employees will be responsible for the employee
portion of the insurance premium. Failure to pay premiums in a timely
manner may result in a lapse of coverage. If the personal leave extends
beyond 30 days, or if it becomes known the employee is not returning to
work, the employee will be eligible for COBRA continuation, coincident
with the health plan’s eligibility provisions and will be responsible for
paying the insurance at the COBRA premium rates. COBRA will be
offered for continuation of medical coverage. Separate arrangements
must be made for continuation of other coverages.

c. Length of Service and Benefit Continuation

An employee’s length of continuous service will not be broken during an
approved leave of absence. In addition, vacation time and sick days will
continue without interruption during the approved personal leave of
absence. Contributions to the 401(a) may continue during the period of
leave where the employee is receiving compensation. If the employee is
not receiving compensation, contributions to the 401(a) will be suspended
in accordance with the plan provisions.

d. Return to Work

An employee returning from a personal leave of absence has no
guarantee of being returned to their same or similar position. If the
vacated position is no longer available, every effort will be made to place
the employee in a similar position. After offering appropriate positions
that are available, should the employee reject such offers, the employee
will be considered to have resigned. If an employee fails to return to work
at the conclusion of an approved leave, the employee will be considered
to have resigned.

H. EDUCATIONAL ASSISTANCE

Training and Development

You may be selected to attend outside seminars or special courses offered by
organizations within your field or specialty. Upon written approval by your supervisor and
division Department Head, registration and seminar fees and expenses will be paid 100%
up front.

Education Assistance Policy

The City of Chesterfield supports employees who wish to continue their education to
secure increased responsibility and growth. In keeping with this philosophy, the City has
established a reimbursement program for expenses incurred for courses taken through
approved institutions of learning that are part of a degreed program.

Upon the successful completion course, the City will reimburse 100% of all required
tuition and associated fees, including textbooks, up to a maximum of $2,500 per
calendar year, per employee.
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General Information:
1. The program is open to full-time permanent employees.

2. All requests for assistance must be initiated by the use of a “Request for
Employee Education Assistance Form” and submitted to the employee’s
Supervisor and Department Head for approval.

3. To receive education assistance, requests must have written approvals prior to
beginning any course.

4. A grade of “C” or better must be obtained in order to receive the benefit provided.
Grades must be submitted to your Department Head not more than 10 days upon
their issuance. The Department Head will then forward the grade verification to
the Finance Director to begin the reimbursement process.

5. Upon separation from full time employment with the City, employees will
reimburse the City on a pro-rated basis for any funds received under the
Education Assistance Program during the two-year period prior to separating
employment (retirees included).

6. Any amounts requested for reimbursement without receipts will be disallowed.

Employee:
1. Submit the Request for Employee Education Assistance Form to your supervisor
and department head PRIOR to enrolling, indicating your intent to utilize tuition
reimbursement funds.

2. After approval to take the course is approved by your supervisor, your
Department Head and the Finance Director, the form will be returned to you to
keep until the course is complete and request for reimbursement is made.

3. Please ensure that the Request for Employee Education Assistance Form is filled
out thoroughly before submitting and make a copy for your records.

At the completion of the course, the following documents must be submitted to
the Director of Finance & Administration with the previously approved Request for
Tuition Assistance Form:

1. Areceipt showing the payment of tuition/registration and associated student fees.

2. Documentation showing successful completion (grade “C” or better) of the
course/certification.

Upon completion of processing the request, any reimbursement will be made via payroll
utilizing direct deposit.
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From: Bob Nation [mailto:rsnation@aol.com]

Sent: Thursday, November 02, 2017 12:08 PM

To: Mike Geisel <mgeisel@chesterfield.mo.us>

Subject: Salary plan policy and funding of annual merit increase for non-FOP...

Salary plan policy and funding of annual merit increase for non-FOP employees.

An adjustment will be made annually to the salary ranges based upon the June Midwest Consumer Price
Index. This adjustment to the salary ranges will be applied the following July 1st after merit increases (if
awarded) have been applied. Individual salary increases will not occur as a result of this range
adjustment process, unless the salary of an employee is beneath the minimum salary for his/her
position after any merit increase has been awarded.

In any year where the CPI is zero or less, there will be no adjustment to salary ranges the following

Should the city council choose to fund an annual merit increase, the amount allocated to the annual
budget will be based on the following, and any other factors the council chooses to consider.

1.

A percentage stipulated and approved by city council based upon CPI, economic factors, and
revenues available to the city.

Actual salaries of all current and eligible employees who were on the payroll as of September 1
of current year. This will exclude the salaries of employees who are at the maximum of the
range for their job position, but may include a dollar sum adjustment to account for employees
who may be near the maximum salary for their respective range and otherwise eligible for less
than the approved percentage that has been allocated to the annual budget.

It is anticipated that any merit increase dollars not used for employees who may have leave the
payroll prior to September 1 of the following year will be sufficient to allow and award partial
year increases for those employees who may join the payroll after September 1 of the current
year.

There will be no allocation made for vacant positions, or positions that are forecast to be vacant
or eliminated.

A dollar figure will be calculated based upon the above criteria, and this amount will be reflected
in the proposed budget.

Best Regards,

Bob Nation, Mayor

City of Chesterfield

314 249-8725



RESOLUTION NO. 5/6,/

A RESOLUTION TO ADOPT AND IMPLEMENT REVISIONS TO THE
CHESTERFIELD EMPLOYEE COMPENSATION PLAN AND SALARY
ADMINISTRATION MANUAL.

WHEREAS, The Finance and Administration Committee of the Whole has
reviewed and recommended specific changes to the City of Chesterfield’s
compensation plan and salary administration manual; and '

WHEREAS, The City of Chesterfield strives to promote economy and
effectiveness in the personnel services rendered to the City of Chesterfield;
and

WHEREAS, The City of Chesterfield desires to establish and maintain a
uniform plan of position classification based upon relative duties,
responsibilities and functions of positions in the classified service; and

WHEREAS, The City of Chesterfield endeavors to ensure that employees
receive fair compensation for their contribution to the ongoing operation and
effectiveness of the City of Chesterfield administration and that the City receives
fair return for its payroll expenditures; and

WHEREAS, The City of Chesterfield believes that providing a modern
system of personnel administration which will support the City of Chesterfield's
role as an equal opportunity employer, and in which fair and equal opportunity
shall be accorded to all qualified persons to be employed, promoted and retained
on the basis of merit and fitness; and

WHEREAS, The City of Chesterfield strives to be an attractive employer
and to encourage each employee to render their best service to residents,

businesses, and visitors in the City; and

WHEREAS, The City of Chesterfield desires to provide managers and
supervisors direction and guidance in administering the salary administration
program to ensure that it is fair and consistent to individual employees and the

City of Chesterfield.

NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE
CITY OF CHESTERFIELD, MISSOURI AS FOLLOWS:

Section 1.
The City Administrator is hereby authorized and directed to implement

revisions to the City of Chesterfield’s compensation plan and salary
administration manual, as reviewed and recommended by the Finance and
Administration Committee of the Whole on October 10, 2017.



Section 2.

A copy of the Chesterfield compensation plan and salary administration
manual is attached hereto and identified as “Exhibit A”.

Passed and approved by the City Council of the City of Chesterfield, Missouri
this 16tk day of October, 2017.

Gt S BT Bl /)

Presiding Officer Bob Nation, MAYOR

ATTEST:

Vickie Hass, CITY CLERK




Memorandum

TO: Mayor & CityOCouncil =
. ) .. S City of
FROM: Mike Geisel, City Administrator S .
» Py S CChesterﬂeId
DATE: October 10, 2017

RE: Compensation and Benefits Study

The Finance and Administration Committee unanimously recommended that the
City Council accept and implement Staff’s comprehensive revisions to the revisions
to the City’s compensation plan. The Committee directed that paragraph
referencing that the merit raise distribution was to be based on the mid-point, was
deleted, allowing City Managers discretion and flexibility for distribution. Also, the
Committee simultaneously directed that when staff annually provides information to
the F&A Committee to develop a recommendation for the value of the merit pool,
that staff also provides a description of the basis of that information. Specifically,
staff should advise the Committee whether a provided value was calculated based
on actual compensation, midpoint compensation or other as appropriate. The
remainder of the recommendation was accepted in whole and is provided below:

As directed by City Council, Staff has reviewed the wage and compensation data
provided by CBIZ for the non-uniform civilian employee group and has developed a
recommended course of action. As originally stated, the purpose of the Wage and
Compensation study was intended to provide feedback as to the City’s actual factual
position relative to the competitive labor market. In general, it is my opinion that
the CBIZ data indicates that the City is competitively positioned in the labor market
and no major compensation adjustments are required. While the CBIZ study
successfully provided that data, the recommendations went substantially further to
recommend significant structural changes in our compensation structure and '
administration. I am pleased that City Council requested analysis and
recommendations from staff relative to this information. '

As we reviewed and compared the existing compensation structure with the CBIZ
proposal, we identified several key concerns:

1) The existing compensation structure consists of 83 pay grades, all uniformly
spaced at 2% increments and each providing a spread of 40% between the top
and bottom of the compensation ranges. Managing 83 pay grades is
administratively difficult and the nominal differences between adjacent pay
grades is statistically insignificant. There is administrative value in reducing
the total number of pay classifications by combining positions which are
positioned similarly in the labor market.



Compensation and Benefits Study
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2)

3)

4)

5)

In contrast to the existing 83 pay grades, the CBIZ proposal went to the
opposite extreme, recommending broad banding, a total of 19 pay grades, in
variable increments and with variable spreads as low as 40% and as high as
65%. This resulted in grouping jobs with larger market disparities and relied
on management flexibility in hiring.

The CBIZ pay grades were developed by roughly equating the “compensation
midpoint” at the 75 percentile for each job function. Contrasted to the
existing City policy which states that the City’s compensation is to be in the
“Top Five” of the comparable labor market. Statistically, both proposals are
confusing and do not represent actual employee compensation within the pay
grades. The 75t percentile was based on the incumbent market positions,
which reflects compensation levels of employees with varied levels of
experience and tenure. It should also be noted that the statistical significance
of the percentile range varies between job functions as the shape of the
normal distribution curve varies with distribution of compensation within the
individual labor market for each function.

The CBIZ proposal recommends that the compensation ranges should be
adjusted annually by a multiplier which they would provide to the City, as
determined by the labor market. Contrasted to the City’s current
compensation policy of automatically adjusting the compensation ranges
effective January first, based on the published 12 month CPI (June to June)
as reported in July of the previous year.

The CBIZ report recommended that they would provide an annual market
adjustment recommendation for the purpose of establishing the annual merit
increase value. The current City policy requires the F&A Committee of City
Council to review and recommend the amount of the annual merit pool to the
full City Council in accordance with F&A policy #40.

While the data provided by CBIZ is valuable and has confirmed our market
competiveness, it has also confirmed concerns with a specific number of positions.
However, I am reluctant to recommend acceptance of the CBIZ implementation and
administration compensation strategies in whole. I do not believe our current
system is irrevocably damaged and although some significant changes are required,
I believe the existing system can be modified and will continue to serve the City well
into the future. While the City has generally followed the current compensation
system for more than 15 years, we recognize that the existing system is imperfect
and this is an opportunity to fine tune the current system.
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In order to fully understand the methodology and need for some of the specific
changes, it is important to identify specific concerns in each compensation plan that
we consider to be problematic, and therefore desire to avoid:

1) The CBIZ recommendation of “broad banding”, assigning each employee
function into one of 9 compensation grades creates a wholesale re-
configuration of the existing compensation hierarchy within significantly
disparate positions.

2) The CBIZ recommendation of compensation ranges with variable midpoint
differentials and variable spreads 40% - 65% is simply too dramatic of a shift
in compensation philosophy at this juncture. The higher range spreads create
starting compensation levels well below market and top of range values that
create potential excessive future labor obligations on the City.

3) The recommendation of using the 75t percentile for creation of the
compensation ranges has created a significant level of confusion on what that
means for actual employee compensation levels. Establishing actual starting
compensation at some fixed percentage below the 75th percentile, ignores the
variances in standard deviations around the mid-point. In some job
positions, 20% below the midpoint might be equivalent to the 50th percentile,
while in others, it might be lower than the 25t percentile.

4) The CBIZ plan recommendations have created some concern as to the long
term financial impacts of implementation

5) The existing compensation plan practices have deviated from the original
recommendations circa 2002.

6) The existing compensation policy which requires the F&A Committee to
“review the June CPI each year and make a recommendation as to the
amount to budget for the performance based salary adjustments (or merit
pool) for the upcoming year” has created confusion as to its intent.

Attached hereto, for your consideration, is a comprehensive recommendation for the
City’s compensation plan for non-uniformed civilian employees. As stated earlier, it
is my belief that the CBIZ data has generally affirmed the City’s competitiveness in
the various labor markets with which we compete. The net result of the
compensation plan revisions reduces the City’s collective maximum
compensation by $234,961 without sacrificing competitiveness. As
recommended, there are 23 employees that fall below the minimum proposed
pay classifications, down from the 31 employees recommended by CBIZ. The
immediate increase in employee compensation to implement this
recommendation is $41,335, reduced by 20% from the $51,632 in conjunction
with the CBIZ recommendations. A detailed list of those employees who would
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receive compensation adjustments is included in (Appendix A). I want to explicitly
state that the list includes one employee action that is not readily associated with
the proposed compensation plan modification. Included in the recommendation is
the promotion of one Senior Engineer to the position of Assistant City Engineer.
When the City eliminated the Director of Public Services (DPS) position and named
Mr. Eckrich to be the City Engineer\Director of Public Works, we did not back fill
the DPS position nor did we promote any individual to the Assistant City Engineer’s
position.

e My first recommendation is to eliminate half of the existing compensation
classifications in the City’s current matrix, thereby leaving 33 pay
classifications each separated by 4% increments. (Appendix B). As it
currently exists, the City’s compensation plan consists of 83 separate pay
classifications. Though many of those are simply calculated values and are
not utilized, it is still a cumbersome number of classifications to manage.
Further, the classifications are nominally separated by 2% increments. This
is primarily an administrative improvement and only impacts a very limited
number of employees. It does not materially impact this recommendation
financially. The existing compensation classes at the 2% and 6% increments
are to be eliminated. Rather than maintain pay grades as A, A2, A4, A6, B, ...
etc., the A2 and A6 grades are eliminated.

e Rather than continue the practice of establishing the compensation ranges
based upon the “range midpoint”, I recommend that the compensation
ranges be established based upon starting compensation. I have analyzed
the market data and our current compensation hierarchy and propose to
establish the minimum compensation levels at 10% - 15% below the
market median. It should be recognized that the “market” reflects the broad
spectrum of employees from the comparable employers, including employees
with all levels of experience. The proposed pay classification matrix which
describes the proposed compensation classification for each job position is
provided as Appendix C. Creating the compensation classification by defining
the starting minimum compensation provides assurance that the City is
competitive to attract new employees, yet responsible to taxpayers in
compensating experienced employees at reasonable levels.

e For your convenience and in order to provide a side by side comparison of the
existing pay classification matrix with the proposed pay classification matrix,
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see Appendix D. It is important to re-state, the minimum starting pay for
each classification in the proposed matrix is identical to the starting
compensation in the proposed matrix. The 2% and 6% classification
increments have been deleted, and as described herein later, the proposed
ranges have been decreased from the existing 40% to 30%, and that of course
reduces the midpoint value. One of the administrative benefits of this
recommendation is that it utilizes the existing compensation classification
system.

e Irecommend that the City continue its practice of adjusting the
compensation plan annually, by the CPI from the prior year. However,
rather than implement the CPI adjustment in January, separate from the
annual merit review, the compensation plan adjustment should be effective
concurrent with the annual merit adjustments in July of each year. In
my opinion, the regular COLA adjustment of the pay plan, without adjusting
the compensation of individual employees, has been the most significant
component of the existing pay plan which has maintained the City’s
competitiveness over the long term. The compensation ranges would be
adjusted AFTER the merit raises have been distributed. In my opinion, it is
simply a poor business practice to provide compensation increases to a
probationary employee. That would significantly reduce or eliminate the
individual adjustments for those employees who typically fall below the range
when the adjustment is done separately in January of each year. Further,
regardless of when the annual CPI adjustment is applied, probationary
employees should not be given any increase in compensation. No
probationary employee should be eligible for a raise, regardless of
classification adjustment. It will be incorporated into their performance
review at their anniversary date.

¢ Irecommend that the existing 40% pay classification range spreads be
reduced to 30%. (also shown on Appendix D). As stated earlier, if the range
is established by the minimum starting compensation, the top of range would
be established, generally, as being 30% higher than the starting
compensation. It is recognized that during a typical ten year career term, as
the range is adjusted annually by the CPI, the effective range experienced by
the employee will remain 40% wide. (Appendix E) This provides a significant .
reduction in the potential future liabilities of the City, while maintaining
market competitiveness. As will be noted later, the pay classification range
spreads are uniformly established to be 30% wide, however, specific job
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positions are identified for 40% ranges due to their role, function, and lack of
organizational redundancy.

e As described herein, the recommended pay plan is constructed based
upon starting compensation levels 10% - 15% below market median,
with uniform 30% range spread, and with uniform 4% increments
between range classifications. However, there are a number of specific
employee positions that for a variety of reasons, are critical to the City’s
operation. This is not to diminish or de-value any other position, but is
simply a reflection that within the City’s organizational structure,
performance and retention of individual employees in these positions can
dramatically influence the City’s performance. There are a number of
specifically identified positions, due to the operational impact, limited
redundancy, and market availability, these positions are identified as “high
value” and are slotted differently within the compensation plan. It is
recognized that while most positions within the City allow for employees with
varied levels of experience, providing for career growth, learning and
progression, these specific positions reflect functions that require
considerable prior experience. The City would not consider hiring
inexperienced, entry level candidates to these positions and retention is
highly desired. These positions are impactful, have no organizational
redundancy, do not have the luxury of “learning on the job”. They are
expected to possess skills, abilities and have demonstrated experience and
competencies that allow them to perform at a high level as compared to their
peers. As such, I recommend that the specific range spreads for these
positions only, continue to exist at 40%. If not readily apparent, it should
be clearly re-stated that the existing pay plan uniformly includes 40% pay
ranges. While this recommendation reduces the pay classification ranges to
30% overall, it simply maintains the existing 40% range spread for these
specific positions. '

Director of Public Works\City Engineer
Director of Planning and Development Services
Director of Parks, Recreation and Arts
Finance Director
IT Director
Superintendent

Parks Maintenance

Arts and Entertainment
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Street and Sewer Maintenance
Recreation Operations
Facilities Supervisor
City Arborist\Urban Forester
Employee Services Administrator
Asst. City Administrator

I have also provided an updated Salary Administration Plan which provides uniform
guidance and consistency for implementation of the recommended plan changes.

Finally, I have included several individual bar graphs (Supplemental graphs) which
clearly illustrate the compensation structure for various positions. Each graph
provides market data relative to the market percentile calculations, as well as CBIZ
recommendations, the current compensation range, and the ranges as
recommended herein. I believe the graphs are very informative.

We have spent many hours analyzing various alternatives and I have come to the
conclusion that our existing compensation plan should be modified slightly as
opposed to initiating a major change in our salary administration. The CBIZ results
have validated the City’s position in the labor market, and we have the benefit of
identifying those minor concerns in our existing plan. Implementing the
recommendations identified herein provides the foundatlon for our compensation

administration for the foreseeable future.

I look forward to discussing this at the F&A Committee of the Whole as directed by
City Council. If you have any questions, or require additional information, please let

me know.

Attachments:

Appendix A - EMPLOYEE COMPENSATION SUMMARY

Appendix B - PROPOSED COMPENSATION CLASSIFICATION MATRIX
Appendix C - PROPOSED COMPENSATION CLASSIFICATION POSITION MATRIX
Appendix D - EXISTING COMPENSATION MATRIX VERSUS PROPOSED
Appendix E - IMPACT OF ANNUAL CPI ADJUSTMENT
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Appendix F — CBIZ RECOMMENDED COMPENSATION CLASSIFICATION MATRIX

Appendix G — CBIZ SALARY RANGES
Appendix H - CBIZ MARKET SUMMARY

Supplemental Graphs



City of Chesterfield
SALARY ADMINISTRATION PLAN

TABLE OF CONTENTS

Page

PREFACE
CHAPTER I "INTRODUCTION . ..........c.c0uuunnn... 1
CHAPTER I - DEFINITIONS .......... ettt it 2
CHAPTERIII - POSITION CLASSIFICATION AND ASSIGNMENT

POLICIES . ........civiiiniiennnnnnnn. .. .3
Section 1 - Position Classification - Description and Purpose. .. 3
Section 2 - Position Classes ................ ... .. _ 3
Section 3 -Job Descriptions . ............... . ... . .. 4
Section 4 - Maintenance of Job Descriptions . . . . .. e . 5
Section 5 - New Job Descriptions. . ................ ... . . 5
Section 6 - Position Evaluation. ............. ... ... .. 5
Section 7 - Position Evaluation Reviews ............. .. 5

CHAPTER IV - THE PAY PLAN AND SALARY ADMINISTRATION
POLICIES................... C ettt 6



Section 1

Section 2

Section 3

Section 4

Section 5

CHAPTER V

Section 1

Section 2

Section 3

Section 4

Section 5

CHAPTER VI

Section 1
Section 2
Section 3

Secfion 4

—PayPlan_Structure................; ......... 6

- Compensation Below Assigned Pay Level. . . ... ... 6

- Compensation Above Assigned Pay Level. . ....... 7

- Compensation Levels for New Hires . .. .......... 7

- Compensation Actions . . .................... .. 8

- PERFORMANCE APPRAISAL PROGRAM . .. 12
-Objectives . ........... .. ... .. .. | .. 12
-Policy. ... .. | 12
- Performance Appfajsal Schedule...... ......... 12
- Performance Appraisal Evaluation .............. 13
- Performance Appraisél Appeal. ................. 13
- COMPENSATION DECISION-MAKING cenn 14
-Objective. .. ........ ... ... 14
-Policy . ... 14
-MeritIncreases. . ............. ... .. ... ... ... 14



PREFACE

This Salary Administration Manual shall provide full information concerning
the salary administration program which will compensate all civilian (non-
law enforcement) employees of the City of Chesterfield for the work they
perform. The policies described herein shall be used as a guide in any
further development of the merit pay plan and position classification plan.
The City of Chesterfield, however, reserves the right to change or revoke this
manual, permanently or temporarily, if it is in the best interest of the City
to do so. No policy shall be construed to imply a binding employment
contract with any employee for compensation for any period of time.



CHAPTER 1
INTRODUCTION

The City of Chesterfield Salary Administration Manual described herein has
been established to meet the following objectives and goals:

A.

B.

To promote economy and effectiveness in the personnel services
rendered to the City of Chesterfield.

To establish and maintain a uniform plan of position classification
based upon relative duties, responsibilities and functions of positions
in the classified service.

To ensure that employees receive fair compensation for their
contribution to the ongoing operation and effectiveness of the City of
Chesterfield administration and that the City receives fair return for
its payroll expenditures. '

To provide a modern system of personnel administration which will
support the City of Chesterfield's role as an equal opportunity
employer, and in which fair and equal opportunity shall be accorded
to all qualified persons to be employed, promoted and retained on the
basis of merit and fitness.

To make the City of Chesterfield an attractive employer and to
encourage each employee to render their best service to the City of
Chesterfield.

To guide managers and supervisors administering the salary
administration program and to assist them in the administration of
the program so that it is fair and consistent to individual employees
and the City of Chesterfield.



CHAPTER II
DEFINITIONS

Words used in this manual in the present tense include the future as well
as the present, the singular includes the plural; and the plural includes the
singular. The following words have the significance attached to them in this
section, unless otherwise apparent from the context of the section in which
they appear.

CITY - City of Chesterfield, Missouri

CITY ADMINISTRATOR - The Chief Administrative officer of the City of
Chesterfield.

DEPARTMENT HEADS - The recognized Department Heads of the City of
Chesterfield. ‘

FULL-TIME EMPLOYEE - An employee who is scheduled to work forty (40)
hours per
week on a regular basis.

MAY - Is permissive or optional.
SHALL - Is mandatory

SUPERVISOR OR MANAGER - A person having the responsibility of
assigning work, guiding and disciplining employees



CHAPTER III
COMPENSATION CLASSIFICATION AND ASSIGNMENT POLICIES
e emeaat o LA TICALION AND ASSIGNMENT POLICIES

Section 1. Compensation Classification - Description and Purpose

The Compensation Classification plan is comprised of a list of compensation
classifications for positions supported by written specifications (i.e., job -
descriptions) setting forth the duties and responsibilities within each class
of positions. The purpose of the classification plan shall be to:

A.  Provide similar pay for similar work.

B.  Establish qualification standards for recruiting purposes.

C.  Provide a means of analyzing work distribution, areas of responsibility,
lines of authority, and other relationships between positions.

Assist in determining budget requirements.

D
E.  Provide a basis for developing standard work performance.
F Establish lines of promotion and career growth.

G

Indicate training needs.
H.  Provide uniform titles for positions.

All full-time employees of the City of Chesterfield shall be included in a
position classification plan with the exception of the City Administrator, who
shall remain a non-classified employee. - Commissioned law enforcement
employees will be addressed in a separate volume.

Section 2. Compensation Classes
Compensation classifications shall be consist of one or more positions that

are similar in the basic character of their duties and responsibilities so that
the same pay level, title and qualification requirements can be applied and
the positions can be treated fairly and equitably under like conditions.

Section 3. Job Descriptions
Job descriptions are concise, written documents summarizing
accountability, nature and scope, duties, qualifications, contacts,

complexity and working conditions associated with a position.  Job
3




descriptions are important sources of information for developing
performance standards, evaluating jobs in the marketplace, and training
employees.

Current job descriptions will be maintained for all positions in the position
classification plan. The format and definition of terms used in the job
descriptions will be as follows:

A.

Identification - This section will list the position title, the department
which the associated position is assigned and the immediate
supervisor.

Position Summary - This section shall broadly explain the kind and
level of work which characterizes the position and thereby
distinguishes it from other classes. It may include references to such
factors as level of responsibility, independence of action, areas of
expertise, and supervision exercised.

Principal Duties and Responsibilities - This section shall list a variety
of duties and responsibilities which will customarily be performed by
the associated position. This section may not be construed as setting
forth all the specific responsibilities and duties, nor shall it limit or
modify the right of any appointing authority to assign, direct, and
control the work of employees. All job descriptions shall include the
phrase "performs all other related work as required," to provide
flexibility in assigning employees as necessary.

Skills, Knowledge and Abilities - This part of the job description shall
set forth the special skills, knowledge and abilities which are requ1red
of new employees at the time of their appointment.

Minimum Education, Certification, and Experience Requirements -
This section shall present a general statement of the minimum
experience, education and other additional training/certifications
which would ordinarily provide adequate preparation for a position
and for successful performance of the work characteristics of the

position.



Section 4. Maintenance of Job Descriptions

It will be the responsibility of each Department Head to review the job
description of each position in their department regularly. Appropriate
revisions and recommendations shall be submitted to the City Administrator
for review and approval. The City Administrator may require revisions prior
to approval. The Employee Services Administrator shall maintain copies of
each currently approved job description.

Section 5. New Job Descriptions

If a new job position is created, the Department Head is responsible for
developing a description. The new job description shall be submitted for
review and approval by the City Administrator. Under no circumstances
shall a salary action be taken until such process is completed.

Section 6. Position Evaluation

Position evaluation is the process of determining the value of a position and
assigning it to the appropriate compensation classification level. It shall be
the responsibility of the City Administrator to assign each job title to its
appropriate group by function and then by positions which are substantially
similar with respect to difficulty, responsibility, and character of work. Such
similar positions shall require generally the same amount of training and
experience for proper performance to merit approximately equal pay.

Section 7. Position Evaluation Reviews

It shall be the responsibility of the Department Head to re-evaluate job
positions for which revised position descriptions have been submitted;
evaluate new positions for which position descriptions have been submitted;
and submit all position evaluations and re-evaluations to the City
Administrator for approval.




CHAPTER IV
THE PAY PLAN AND SALARY ADMINISTRATION POLICIES

Section 1. Pay Plan Structure

The City of Chesterfield pay plan structure consists of thirty-three (33)
individual compensation positions. Each compensation classification
position consists of an alpha-numeric identifier (e.g. D4), a compensation
minimum, midpoint and maximum, and is characterized by a defined
“spread”, which is the percentage difference between the maximum and
minimum compensation levels. The compensation classifications are
designed to include values for each civilian job position within the City of
Chesterfield, with the exception of the City Administrator. The
compensation classifications are designed to uniformly increase at four (4%)
percent between each successive position. The pay plan structure is
generally designed with 30% spread between the minimum and maximum
compensation for each classification. However, there are a number of
specific positions that have been identified as “critical” positions,; and those
positions have been designed with 40% spread of compensation values.

A. A sufficient number of pay levels were included to capture the full
range of job values represented in the city administration and the full
range of job values anticipated in the future.

B.  Each pay level was made wide enough (30% - 40%) to allow employees
to earn merit increases while performing their responsibilities.

C. The distance between pay levels (4%) was made large enough to reflect
actual differences in relative values of jobs in each pay level.

D. Each position was assigned to the pay level which best represented its
combined internal value to the City and external value in the

marketplace.

To ensure that the minimum and maximum value of the pay levels reflect
the current market value of city jobs and the movement of salaries in
comparable labor markets, the compensation plan ranges shall be adjusted
annually, on July 1st, immediately after distribution of the annual merit
increases if applicable. Each compensation classification range is to be
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adjusted by the Urban Wage Earners and Clerical Workers (CPI-W), sSt.
Louis, one-year recorded percent index change over the previous year, as
reported for July in the prior calendar year. In the event the aforementioned
CPI-W value is zero or negative, no adjustment is to be applied.

The Finance and Administration Committee of Council will annually make
a recommendation to the full City Council with regard to what amount to
budget for performance based compensation adjustments in the upcoming
budget. Staff will provide information to the Finance and Administration
Committee including but not limited to; CPI, Cost of Labor indexes, and City
Revenues such that the Committee can provide the recommendation for the
value of the merit pool budget.

Section 2. Compensation Below Assigned Pay Level

In no event shall a probationary employee’s compensation be increased as a
result of the annual CPI-W compensation plan adjustment. A probationary
- employee may temporarily be compensated below grade, until they have
successfully completed their probationary period and received their first
annual merit increase, at which time their compensation shall be adjusted
to ensure.they are within the appropriate pay grade.

If an employee's salary is too low to coincide with the position classification
plan, the compensation will be increased to the minimum value of the newly

assigned pay level.

Section 3. Compensation Above Assigned Pay Level

As a result of a compensation classification adjustment and/or the re-
evaluation and reassignment of certain positions in the position
classification plan, individual salaries may be above the maximum value of

the appropriate pay level.

If an employee's salary is too high, they shall not receive merit increases
until such time as they are "recaptured” by the appropriate pay level. Once
the employee's salary falls within the appropriate salary level, they will be
once again be eligible for merit increases.

Section 4. Compensation Levels For New Hires
The salary level for a new employee will depend upon the employee's
qualifications. As a rule, new employees will be hired at the minimum
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amount of their pay level. Any hires above the minimum pay level up to the
established maximum salaries described in the previous paragraph, may
not occur without a written recommendation by the Department Head to the
City Administrator stating why the candidate exceeds the minimum
qualifications for the position. New employees may be hired at a
compensation level not more than ten percent (10%) above the minimum
pay for their job classification with the expressed approval of the Department
Head. When job or market conditions necessitate, new employees may be
hired at a compensation level up to the job classification midpoint only with
the written permission of the City Administrator.

If at any time, acute competition, demonstrated exceptional qualifications of
a candidate and/or labor shortages in the labor market create an unusually
difficult situation for hiring personnel, the City Administrator may request
that the Finance and Administration Committee so declare such situation
and provide exemptions from the hiring salary limitation.

Section 5. Compensation Actions
The following types of compensation action may occur and affect the

placement of any employee in the merit pay plan:

A.  Promotions - A promotion is the assignment of an employee from one
position to another position having a higher maximum salary. When
an employee is promoted to a position in a higher classification, the
employee's salary shall be increased to not less than the minimum
rate for the higher classification or to another point in salary range,
whichever provides the employee with a salary increase of at least five
percent (5%) above their current rate of pay. This action should be
distinguished from a reclassification of a position which is assigned to
a higher pay level.

B.  Demotions - A demotion is the involuntary assignment of an employee
from one position to another position having a lower maximum salary.
When an employee is involuntarily demoted to an assignment in a
classification having a lower maximum rate than the salary received
at the time of reassignment, then the employee shall receive the
maximum rate established for the classification to which the employee
is being demoted; otherwise, the employee shall receive their present



rate if that rate is lower than the maximum rate of the classification to
which they are being demoted.

Separations - Separations shall include resignation, dismissal,
retirement, lay-off, disability or death. No salary actions shall be taken
as a result of an employee's separation, unless such action is specified
by ordinance or an employee contract.

Transfer - A transfer is the voluntary assignment of an employee from
one position to another position having either a lower or higher
maximum salary. An employee who voluntarily transfers to another
position will be subject to the pay level of the position being accepted
and will start at a salary most equivalent to their salary in the previous
position but not to exceed the maximum rate of the new range or fall
below the minimum rate of the new range.

Performance - Performance is the carrying out of required action and
displayed patterns of behavior. Performance evaluations shall
determine performance levels and the assigned merit increases

according to performance.

Overtime - All full-time non-exempt employees covered by the Fair
Labor Standards Act must be compensated at the rate of 1-1/2 times
the number of hours worked over forty (40) in a seven (7) day work
week or over an established work period or receive compensatory time
off. The work week for purposes of this section shall be defined as
beginning at 12:01 a.m. Sunday morning and proceeding for seven (7)
full continuous days until midnight the following Saturday night.

Authorized absences with pay during the work week or work period
because of vacation, holidays, military training leave, or compensatory
time off shall be considered authorized work for the purposes of
calculating overtime. The City reserves the right to change work
schedules during the work week or work period to reduce overtime

lability.

Overtime/Callouts on Holidays and Vacation - Any non-exempt
employees covered by the Fair Labor Standards Act, who are called to
work on a holiday or while on vacation shall be paid at the rate of one
(1) times the employee's hourly rate for all hours worked. Such

9




overtime compensation shall be in addition to regular pay received for
the holiday. Both the holiday hours and the hours worked on the
holiday shall be included in the calculation of all hours worked for the
work week.

Call-Outs - If an employee is called back to work outside of a normally
scheduled work day or is called back to work after having completed
a regularly scheduled work day, the City shall compensate the
employee a minimum of two (2) hours.

Approval of Overtime - The City shall not be obligated to pay overtime
not expressly authorized in advance by a direct supervisor. Employees
who perform unauthorized overtime work shall not receive payment.
All overtime should be recorded and claimed in the appropriate pay
period and on the appropriate time sheet.

Scheduling of Overtime - When scheduling overtime, supervisors shall
attempt to equitably distribute overtime among all qualified employees
and it shall be assigned to the most appropriate position class1ﬁcat10n
which can perform the work.

Supervisors shall when possible, give employees reasonable advance
notice of overtime work. When sufficient personnel with appropriate
skills are not available on a voluntary basis to perform required
overtime, employees who refuse to work assigned overtime or who fail
to report upon notice for overtime work may be subject to appropriate
disciplinary action.

Compensatory Time Off - All employees covered by the Fair Labor
Standards Act are eligible for compensatory time off in lieu of overtime
pay when work hours exceed forty (40) hours in a seven (7) day work
week or their work period hours. Employees cannot receive both
compensatory time and overtime as compensation for the same excess
hours worked. The city will grant compensatory time off in lieu of
overtime unless the operations of the city would be unduly disrupted
by the employee's absence from work.

Accrual of compensatory time shall be limited to a maximum of forty
(40) hours for all covered employees except those employees
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responding to an emergency or significant event. In this event,
compensatory time may be temporarily accrued up to eighty (80)
hours.

Compensatory time shall be accrued at a rate of one and one- half (1-
1/2) hours for each excess hour worked. All compensatory time
accrual as well as compensatory time taken, must be approved by the
employee's supervisor and reviewed by his Department Head.
Employees will be compensated for unused accrued compensatory
time remaining at the time of separation from employment.
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CHAPTER V
PERFORMANCE APPRAISAL PROGRAM

Section 1. Objectives ,

The objectives of the City of Chesterfield Performance Appraisal Program are
to optimize each employee's job performance by providing good information
to an employee in regard to established performance standards. Employees
must be compared to their job description and work performance and not to
their co-workers. The Performance Appraisal Program also provides
managers and supervisors with a more acceptable tool for employee
compensation decision-making.

Section 2. Policy _
To accomplish the objectives of the Performance Appraisal Program, it is
important that both managers and employees view the process as a positive
tool to produce more effective working relationships and work ethic. This is
more likely to occur when employees understand their job responsibilities,
receive feedback on their performance against specific job standards and are
given the opportunity to develop useful action plans to improve performance
when deficiencies exist.

Section 3. Performance Appraisal Schedule v
The City of Chesterfield Performance Appraisal Schedule shall be as follows:

A.  All new employees shall be evaluated after six (6) months of service
from their date of hire. They shall be evaluated again after twelve (12)
months of service from their date of hire.

B. After the six (6) month and twelve (12) month evaluations, all
employees shall be evaluated annually prior to July 1. If a new
employee received their twelve (12) month service evaluation after July
1 and prior to October 1 of any given year, they shall be added to the
next annual evaluation cycle with all other employees on May 1. If a
new employee has received his twelve (12) month service evaluation
on or after October 1 and prior to July 1, they shall not be required to
be evaluated during the next regular annual evaluation cycle. They
shall, however, be eligible for a pro-rata merit increase effective July
1st, based upon the percentage amount included in the fiscal year
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budget for merit increases. From that date forward, the employee shall
be included in the regular July 1st evaluation cycle.

C. Following the successful completion of the twelve (12) month
probationary evaluation and the annual evaluation thereafter, an
employee shall be eligible for a merit based increase in compensation
as determined in conjunction with the compensation plan in effect at
the time of the evaluation. The total dollars budgeted for salary
increases shall be determined each year by the City Council during
the annual budget process.

Section 4. Performance Appraisal Evaluation

All evaluations completed by subordinate supervisors must be approved by
each level of supervision in the department including the Department Head.
The City Administrator shall evaluate all Department Heads and Executive
staff.

The Department Head will forward their recommendations for merit awards
to the Finance Director, who shall review them and forward them to the City
Administrator for final approval.

Prior to the six (6) month or twelve (12) month service date or July 1, the
Department Heads shall review all performance evaluations with the
individual employees in their respective department. Employees shall sign
their evaluation forms and all original evaluation forms shall be returned to
the Personnel Office to be filed permanently in the employee's personnel file.
At a different meeting, the Department Head shall conduct the salary
discussion and communicate the merit increase.

Section 5. Performance Appraisal Appeal

If employees do not agree with the performance evaluation they receive, they
may appeal the review to their Department Head. Signature on the
evaluation form shall not signify acceptance of the evaluation. It shall
merely be acknowledgement of the review with the employee by the
Department Head. The appeal shall be filed separately. Employees can
access forms on CCNET. All appeals must be filed within seven (7) days of
the evaluation. Failure to do so will be regarded as acceptance of the
evaluation, and the right to further appeal will be forfeited. Appeals must
be filed in duplicate with the Department Head and the Employee Services
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Administrator. - The Employee Services Administrator shall notify the City
Administrator of all performance evaluation appeals.

Following receipt of an appeal, the Department Head must review and decide
on the appeal within seven (7) days. The Department Head shall notify the
employee and Personnel Director of his decision. Ifthe employee is unwilling
to accept the determination of their Department Head, they may request the
appeal be reviewed by the City Administrator. The City Administrator must
review and decide on the appeal within fourteen (14) days. The decision of
the City Administrator shall be final.

The performance appraisal appeal shall not be confused with the appeals
process for the administration of discipline for employees. Disciplinary
actions involving dismissal, suspension, or demotion shall be separately
provided for in the grievance procedure described in the City of Chesterfield
Personnel Rules and Regulations.

The appropriate form for a performance appraisal appeal may be obtained
from the Employee Services Administrator or on CCNET.
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CHAPTER VI
COMPENSATION DECISION-MAKING

Section 1. Objective

It is the City of Chesterfield's objective to develop a fair and equitable linkage
between the performance appraisal system and the merit pay plan. The
compensation plan approved by the City Council shall be used for this

purpose.

Section 2. Policy

All compensation decisions shall follow the performance appraisal process
and the overall performance ratings for each employee shall be individually
reviewed and awarded. All decisions regarding compensation should be
made without the influence of issues which bear no relationship to the

review of work performance.

Section 3. Merit Increases

A merit increase is the total payment granted an employee as a result of his
overall performance rating. A merit increase cannot be granted which would
result in any employee exceeding the maximum compensation assigned for

their specific job title.

Section 4. Procedure to Determine Compensation
The following procedure shall be used in compensation decision-making:

A.  The Finance Director shall inform the Department Heads of the actual
payroll and total dollars available for merit increases. The Finance
Director shall also provide information relative to the current
compensation classifications.

B.  The Performance Appraisal Program shall have specific guidelines for
assisting Department Heads in tying the percent merit increase to the
work performance score. When there are multiple employees within a
single job title, the merit award assigned to each employee should
reflect their relative performance ranking. In no circumstance, should
an employee with a lesser performance ranking receive a superior
merit increase as compared to a peer having the same job title, with a

lower performance rank.
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The Department Head shall prepare Personnel Action Forms to affect
all salary changes. After all signatures are affixed to the Personnel
Action Form, and the Finance Director receives a copy, all salary
changes shall be entered into the payroll system. Department Heads
shall be responsible for informing their respective employees of
increases to be received. Additionally, the Finance Director shall
prepare statements for each employee affected by either the minimum
salary adjustment or the conversion onto the annual review cycle.
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