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125 SW “E” Street, Madras, OR 97741     Telephone (541) 475-2344     www.ci.madras.or.us  
 
City of Madras September 22, 2020 
Madras Redevelopment Commission - City Council Meeting 5:30 p.m. 
City Council Chambers 
 
 

In order to help limit the spread of COVID-19, the City of Madras is offering this meeting via Zoom. 
There is limited seating available in Council Chambers, so if members of the public would like to 
attend the meeting in person, they must make prior arrangements with the City Recorder by 
calling 541-325-0302. Otherwise, they may attend the meeting electronically or use the call in 
feature through Zoom. A teleconference moderator will be available to assist callers. 
 
Join via Zoom: 
https://us02web.zoom.us/j/2912614668  
Meeting ID: 291 261 4668# 
 

Join via teleconference only: 
From a cell phone: 
971-247-1195  
From a land line phone: 
1-877-853-5257 
Meeting ID: 291 261 4668# 

 
Pursuant to ORS 192.640, this agenda includes a list of the principal subjects anticipated to be considered at the 
above referenced meeting; however, the agenda does not limit the ability of the Commission or Council to consider 
additional subjects. Meetings are subject to cancellation without notice. 
 
Minutes of this and all public meetings are available for review online or at Madras City Hall. The meeting place is 
handicapped accessible. The City of Madras is an Equal Opportunity Provider. Those needing assistance should 
contact the City Recorder two (2) days in advance of the meeting. 
 

MADRAS REDEVELOPMENT COMMISSION AGENDA 

I. Call to Order 

II. Pledge of Allegiance and Prayer 

III. Roll Call 

IV. Changes/Additions to Regular Agenda 

V. Madras Redevelopment Commission Consent Agenda 

All matters listed within the Consent Agenda have been distributed to every member 
of the Madras Redevelopment Commission for reading and study, are considered to 
be routine, and will be enacted by one motion of the Commission with no separate 
discussions. If separate discussion is desired, that item may be removed from the 
Consent Agenda and placed on the Regular Agenda by request. 
A. Approval of August 25, 2020 MRC Meeting Minutes 
B. Approval of September 8, 2020 MRC Meeting Minutes 

VI. Public Comments (please observe time limit of 3 minutes) 

VII. Metro PCS Adaptive Reuse Funding Request for Building Improvements 

Community Development Director Nicholas Snead 

https://us02web.zoom.us/j/2912614668
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VIII. Madras Cinema 5 Funding Agreement 

City Administrator Gus Burril 

IX. August 2020 MRC Vouchers 

Finance Director Kristal Hughes 

X. Additional Discussion 

XI. Adjourn 

CITY COUNCIL AGENDA 

I. Call to Order 

II. Changes/Additions to Regular Agenda 

III. City Council Consent Agenda 

All matters listed within the Consent Agenda have been distributed to every member 
of the City Council for reading and study, are considered to be routine, and will be 
enacted by one motion of the Council with no separate discussions. If separate 
discussion is desired, that item may be removed from the Consent Agenda and 
placed on the Regular Agenda by request. 
A. Approval of August 25, 2020 City Council Meeting Minutes 
B. Approval of September 8, 2020 City Council Meeting Minutes 

IV. Public Comments (please observe time limit of 3 minutes) 

V. Airport Engineering Services Contract – Century West Engineering, Inc. 

Public Works Director Jeff Hurd 

VI. Madras Cinema 5 Funding Agreement 

City Administrator Gus Burril 

VII. Liquor License Renewals 

Police Chief Tanner Stanfill 

VIII. Personnel Manual Update 

HR & Administrative Manager Charo Miller 

IX. COVID-19 UPDATE (Verbal) 

City Administrator Gus Burril 

X. August 2020 Vouchers 

Finance Director Kristal Hughes 

XI. Additional Comments, Announcements, and Department Reports 

XII. Adjourn 



 

 
 

 
 

 
 
 
 

MADRAS 
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MEETING PACKET 
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OFFICIAL MADRAS REDEVELOPMENT COMMISSION MINUTES 
August 25, 2020 

I. Call to Order 
The Madras Redevelopment Commission Meeting was called to order by Chairman 
Brick at 5:30 p.m. on Tuesday, August 25, 2020 in the Madras City Hall Council 
Chambers, 125 SW “E” Street in Madras, Oregon. Some commissioners and staff 
participated via teleconference. 
 
Commission Members In Attendance or on Teleconference: 

Chairman Bartt Brick, Vice-Chairman Royce Embanks, Jr., Rosalind Canga, Jennifer 
Holcomb, Richard Ladeby, Leticia Montano, Blanca Reynoso, Chuck Schmidt and Gary 
Walker. 
 
Commission Members Absent: 

Commissioners Nick Bowlby and Angela Rhodes.  

Staff Members In Attendance or on Teleconference: 

City Administrator Gus Burril; Police Sergeant Steve Webb; Public Works Director Jeff 
Hurd; Finance Director Kristal Hughes; Community Development Director Nicholas 
Snead; HR & Administrative Director Charo Miller; City Attorney Garrett Chostek of 
Bryant, Lovlien and Jarvis; and City Recorder Lysa Vattimo. 
 
Visitors in Attendance or on Teleconference: 

Emily Freed (BLRB Architects); Mathew Brichard (Resident); Mae Huston (County 
Commissioner); Kelly Simmelink (County Commissioner); Israel Reynoso (Business 
Owner); Brian Crow (County Fairgrounds Manager); Jeff Rasmussen (County 
Administrative Manager); Lowel Yoder (Business Owner). 

II. Pledge of Allegiance and Prayer 
Chairman Ladeby led the Pledge of Allegiance to the flag of the United States of 
America and Commissioner Walker led the prayer. 

III. Roll Call 
City Recorder Vattimo performed roll call; quorum was established. 

IV. Changes/Additions to Regular Agenda 
There were no changes to the regular agenda. 

V. Madras Redevelopment Commission Consent Agenda 
All matters listed within the Consent Agenda have been distributed to every member 
of the Madras Redevelopment Commission for reading and study, are considered to 
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be routine, and will be enacted by one motion of the Commission with no separate 
discussions. If separate discussion is desired, that item may be removed from the 
Consent Agenda and placed on the Regular Agenda by request. 
A. Approval of July 28, 2020 MRC Meeting Minutes 
MOTION: TO APPROVE THE CONSENT AGENDA FOR THE MRC. 
MOVED: COMMISSIONER LADEBY 
SECONDED: COMMISSIONER CANGA 
PASSED: UNANIMOUSLY, 9/0 

VI. Public Comments (please observe time limit of 3 minutes) 
There were no public comments. 

VII. Reynoso Food Cart Development - Additional Funding Request 
Commissioner Reynoso was recused from voting on this item. 
 
Community Development Director Snead explained that on April 10, 2020 the MRC 
awarded $150,000 funding ($75,000 grant/$75,000 loan) for this project. At that time, the 
total project cost was estimated to be $328,350.00. Since that time, the project has had 
to be redesigned primarily for two reasons: the property is located in the flood plain and 
once the redesign for that was made, some of the ADA requirements had to change 
also. In addition, the cost of lumber has increased since the initial bid was provided. 
Steel for the covered seating area was not included in the original bid nor was the 
kitchen equipment. Although this project has been referred to as a food cart project, it is 
more of a building with three tenant spaces where restaurant-type providers can operate 
out of with building and health code compliant facilities will be located. Therefore it 
requires basic kitchen equipment.  
 
The excavation and foundation work did increase due to the floodplain changes. The 
original bid did not include additional design services (construction administration costs). 
There is also $65,000 in contingency funding included in the total project cost of 
$439,237.00. They may not need the whole contingency cost, but  it was important to 
plan for it. 
 
Additionally, there is one error in Table 1 of the April 10th Staff Report. The portion that 
the MRC would be proposed to provide would actually be $326,733.00. The property 
owners would be participating in 35.3% amount of capital with the MRC providing 64.7%. 
This is in accordance with the MRC’s guiding documents. 
 
This funding request is quite significant and it is one of the more expense projects that 
the MRC will fund. However, this site is challenging for development in that it is very 
small and it’s in the floodplain, but it is located on a great spot with high visibility (more 
than 10,000 vehicles pass by every day). The Reynoso’s are proposing a unique project. 
Food carts provide a means for new and small businesses to grow their businesses in 
more of a brick and mortar environment which is something the City is looking to create 
in the Downtown area. The end product will be a great looking project that should 
perform well. 
 
Blanca Reynoso added that due to all the changes that were needed, the bids almost 
doubled, which is why they have come back for additional funding. One of the big 
increases was the return flow equipment which was left out of the original bid. It is a 
large piece of equipment which has to be placed on the roof which changed the structure 
drawings. The second bid includes this equipment. 
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Commissioner Holcomb asked if the current bids have been locked in. 
 
Ms. Reynoso responded that none of them are locked in because they were unsure of 
what to do since the prices increased by so much. 
 
Commissioner Brick asked how sure they are that they have captured all the expenses. 
 
Ms. Reynoso responded that they are very sure they’ve captured the all the costs. 
They’ve spent the last three weeks reviewing the numbers. 
 
Commissioner Brick asked if they are comfortable with the loan debt they are requesting.  
 
Ms. Reynoso responded that they are comfortable with the loan and that they already 
have three vendors ready to sign contracts with two additional vendors who stated they 
will sign if any of the first three back out. 
 
Commissioner Schmidt asked if we use this same architect on most of the MRC 
projects. 
 
Community Development Director Snead responded that they are the MRC’s primary 
architect. 
 
Commissioner Schmidt responded that when numbers change so drastically like this, he 
questions how so many things could get left out of the original bid. 
 
Community Development Director Snead responded that some of the cost changes 
included $65,000 in contingency, although he isn’t sure why they didn’t include the steel 
in the original bid documents. He added that the Reynoso’s have the reputation of being 
very strong, committed business people who like to complete projects on their own with 
much success. Early on, they wanted to construct this project on their own, but as they 
got through the design and bid process, they found there were certain aspects of the 
project they weren’t able to complete on their own.  
 
Jefferson County Commissioner Kelly Simmelink asked how much rent will be charged 
to make the payment and will the City take first position on the loan if there is a default. 
 
Community Development Director Snead stated that he believes the property owners 
own the property free and clear, as a standard means of securing the loan, the MRC will 
file a trust deed and by that would have first position. The loan principal is $163,000. Off 
hand he did not know the loan payment, but could follow up with Commissioner 
Simmelink if he needs that number. 
 
MOTION: THAT THE MRC APPROVE A MAXIMUM OF $326,773.00 OF FUNDING 

FOR THE REYNOSO’S FOOD CART DEVELOPMENT AND DIRECT 
STAFF TO PREPARE AND AUTHORIZE STAFF TO EXECUTE THE 
NECESSARY AMENDMENTS TO THE PREVIOUSLY APPROVED GRANT 
AND LOAN DOCUMENTS FOR THE MRC TO FORMALLY APPROVE A 
FUTURE MRC MEETING, SUBJECT TO CITY ATTORNEY APPROVAL. 

MOVED: COMMISSIONER EMBANKS 
SECONDED: COMMISSIONER CANGA 
RECUSED: COMMISSIONER REYNOSO 
PASSED: UNANIMOUSLY, 8/0 
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VIII. Olive Street Mini Storage Project - Funding Request 
Public Works Director Hurd explained that Lowel Yoder (Linus Enterprises) has 
proposed a 65,000 sf mini storage project off Olive Street behind the Dollar Tree. One of 
the requirements the City has on development is that the adjacent street right of way is 
improved to the City’s standards. When Public Works first reviewed the plans for this 
site, they discussed ways of achieving continuity up to Fairgrounds Road. During the 
development team meeting it was determined that the required improvements were 
really high for a mini storage (over $300,000). After discussing it with the developer, it 
was proposed that the sidewalks, curbs and planter strip for their portion equates to 
about $70,000 – what if the MRC would help to construct the road up to pavement and 
added street lights and curb to connect to Fairgrounds Road. The idea being that it 
would not only improve the road for the developer but for lots to the north and the 
existing residents. It also gets the City set up for future development.  
 
Lowel Yoder provided a brief bio on himself and his business. He stated that the storage 
facility would be one level. He added they want to get started with the least amount of 
costs and add some improvements as time goes on. 
 
Commissioner Holcomb asked how many units he was proposing. 
 
Mr. Yoder responded about 430 right now with the largest being 10 x 20. 
 
Commissioner Holcomb asked what kind of impact this project will have on traffic. 
 
Public Works Director Hurd responded that mini storage is a low traffic generator. 
Further south, just north of Love’s, a developer is working on some additional 
connectivity to improve traffic circulation. 
 
City Administrator Burril added that future connectivity may be realized to this area so 
the highway wouldn’t have to be used. 
 
Commissioner Reynoso asked if the road next to the storage facility would be paved. 
 
Public Works Director Hurd responded that it would be paved.  
 
City Administrator Burril asked Mr. Yoder if he’s ever built a storage facility. 
 
Mr. Yoder responded that he had not built a mini storage facility before, but he’s been a 
builder his whole life. This type of construction is simpler than housing. It will be manned 
24/7 and will have a fence on the street side and towards the west side.  
 
City Administrator Burril added that the project will be presented to the Planning 
Commission who will have to approve subject to certain conditions. Part of the plan for 
improving the road was to be sensitive to the neighbors and be consistent with our code.  
 
Commissioner Holcomb asked if the property will be manned 24/7 and if the fencing will 
be aesthetically pleasing. 
 
Mr. Yoder responded that the property will be manned 24/7. There will be fence on the 
street side and the west side. 
 
Commissioner Walker stated he thinks it will look good and will be a good addition. 
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There was additional discussion/clarification on the street connectivity. 
 
MOTION: THAT WE APPROVE $280,930 FOR THE OLIVE STREET MINI 

STORAGE PROJECT. 
MOVED: COMMISSIONER REYNOSO 
SECONDED: COMMISSIONER WALKER 
PASSED: UNANIMOUSLY, 9/0 

IX. Madras Cinema 5 Update 
City Administrator Burril provided an update on the sub-committee meetings with the 
owners of the Madras Cinema. After a review of their profit and loss statements, and 
lengthy discussions, it seems there is a viable business in the theatre if they can get 
some help through COVID. The committee asked the owners how much funding they felt 
they needed to get through this period of time and they responded with $200,000.00. 
The owners have provided a lot of value to the community through reduced ticket prices, 
etc., but they can only offer about 20% seating area right now and the movie industry is 
only releasing movies on a very limited basis. So, they are restricted by some variables 
clearly out of their control. There are few options being presented to the Commission 
tonight. 
 
Chair Brick added that the owners provided eight years’ worth of finances and it’s a 
viable business. If they can weather the storm for the next 12 months, the committee felt 
they could make it. The committee provided other suggestions to them including offering 
one of their five screens for Spanish movies which the owner thought was a good idea. 
 
Commissioner Holcomb asked if the owners had applied for other grants and COVID 
funding. 
 
Chair Brick responded that they had. 
 
Commissioner Ladeby asked if the theatre gets the funding will they be able to continue 
with the current limitations they have due to COVID. 
 
Chair Brick responded that the owners need about $200,000 to bridge expenses until 
they can get through the current issues with COVID. Once COVID is over, if business 
picks back up, they’ll be okay. 
 
Commissioner Canga asked if they had considered drive-in movies. 
 
Chair Brick responded that they did explore that concept, but it is much more complex 
than it sounds. 
 
City Administrator Burril added that the owners may have avenues with upcoming 
grants, and there are a few options being presented to the commission tonight. Most 
importantly, the owners need to know if the Commission is going to help with funding 
sooner rather than later. 
 
There was consensus amongst the MRC to help the theatre. 
 
MOTION: TO DIRECT AND AUTHORIZE GUS & THE SUBCOMMITTEE TO 

CONTINUE DISCUSSIONS TO PUT TOGETHER A PACKAGE THAT 
WILL BE BENEFICIAL TO BOTH.  

MOVED: COMMISSIONER SCHMIDT 
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SECONDED: COMMISSIONER WALKER 
PASSED: UNANIMOUSLY, 9/0 

X. Year-End Quarterly Report Financial Update 
Finance Director Hughes provided a quarterly update in detail.  
 
City Administrator Burril pointed out that there was an error in the year-to-date actuals 
sum, but the MRC is still in the black. 

XI. July 2020 Vouchers 
MOTION: TO APPROVE THE JULY 2020 VOUCHERS. 
MOVED: COMMISSIONER LADEBY 
SECONDED: COMMISSIONER CANGA 
PASSED: UNANIMOUSLY, 9/0 

XII. Additional Discussion 
Commissioner Schmidt stated that he spoke with some people who live next door to the 
construction project up by the golf course regarding construction on weekends. He 
advised them to attend Council. He asked if this was a new policy.   
 
Brian Crow commented that with regard to the Theatre, Hollywood is finding they can 
make as much money releasing movies through Netflix, which is detrimental to theatres 
globally.  

XIII. Adjourn 
The meeting adjourned at 6:39 p.m. 
 
Minutes prepared by: 
 
 
__________________________ 
Lysa Vattimo, City Recorder

Reviewed by: 
 
 
__________________________ 
Bartt Brick, Chair 
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OFFICIAL MADRAS REDEVELOPMENT COMMISSION MEETING MINUTES 
September 8, 2020 

I. Call to Order 

The Madras Redevelopment Commission Meeting was called to order by Chairman 
Brick at 5:30 p.m. on Tuesday, September 8, 2020 in the Madras City Hall Council 
Chambers, 125 SW “E” Street in Madras, Oregon. Some commissioners and staff 
participated via teleconference. 
 
Commission Members In Attendance or on Teleconference: 

Chairman Bartt Brick, Vice-Chairman Royce Embanks, Jr., Rosalind Canga, Richard 
Ladeby, Blanca Reynoso, Chuck Schmidt and Gary Walker. 
 
Commission Members Absent: 

Commissioners Nick Bowlby, Jennifer Holcomb, and Leticia Montano. 

Staff Members In Attendance or on Teleconference: 

City Administrator Gus Burril; Police Chief Tanner Stanfill; Public Works Director Jeff 
Hurd; Finance Director Kristal Hughes; Community Development Director Nicholas 
Snead; HR & Administrative Director Charo Miller; City Attorney Jeremy Green of 
Bryant, Lovlien and Jarvis; and City Recorder Lysa Vattimo. 
 
Visitors in Attendance or on Teleconference: 

Dorothy Burgess and Michelle Douthit (Daughters of the American Revolution); Israel 
Reynoso (Business Owner); Mathew Birchard (Citizen); Tony Mitchell (Faith Based 
Network); Mike Williams (POW/MIA Event). 

II. Pledge of Allegiance and Prayer 

Chairman Brick led the Pledge of Allegiance to the flag of the United States of America 
and Commissioner Ladeby led the prayer. 

III. Roll Call 

City Recorder Vattimo performed roll call; quorum was established. 

IV. Consent Agenda 

There were no items on Consent. 

V. Changes/Additions to Regular Agenda 

There were no changes to the regular agenda. 
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MOTION: THAT WE THE AGENDA AS SUBMITTED. 
MOVED: COMMISSIONER WALKER 
SECONDED: COMMISSIONER EMBANKS 
PASSED: UNANIMOUSLY, 7/0 

VI. Public Comments (please observe time limit of 3 minutes) 

There were no public comments. 

VII. Approval of Reynoso Urban Renewal Grant and Loan Documents 

Community Development Director Snead explained that these documents were 
prepared after the discussion of the project at the August 25th MRC meeting. 
 
Commissioner Reynoso recused herself. 
 
MOTION: THAT THE MRC APPROVE THE REVISED REYNOSO FOOD CART 

GRANT AND LOAN DOCUMENTS AS PRESENTED AND 
AUTHORIZE STAFF TO EXECUTE THESE DOCUMENTS. 

MOVED: COMMISSIONER EMBANKS 
SECONDED: COMMISSIONER CANGA 
RECUSED: COMMISSIONER REYNOSO 
PASSED: UNANIMOUSLY, 6/0 

VIII. Metro PCS/Alan Poviz Building Improvement Funding Request 

Community Development Director Snead explained that there are additional details that 
need to be worked out with the property owner before this item can be brought before 
the Commission. He requested the item be moved to the September 22nd meeting. 

IX. Additional Discussion 

There was no additional discussion. 

X. Adjourn 

The meeting adjourned at 5:39 p.m. 
 
Minutes prepared by: 
 
 
__________________________ 
Lysa Vattimo, City Recorder 
 

Reviewed by: 
 
 
__________________________ 
Bartt Brick, Chair 
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MADRAS URBAN RENEWAL AGENCY 
Request for Action 

  
Date Submitted: September 16, 2020 
 
Agenda Date: September 22, 2020 
 
To: Madras Redevelopment Commission 
 
From: Nicholas Snead, Community Development Director 
 
Through: Gus Burril, City Administrator 
 Kristal Hughes, Finance Director 
 
Subject: METRO PCS ADAPTIVE REUSE FUNDING REQUEST FOR BUILDING 

IMPROVEMENTS 
 
TYPE OF ACTION REQUESTED:  
 

 Formal Action/Motion  Public Hearing (Enter Type) 

 Ordinance  Resolution 

 Consent Agenda  No Action - Report Only 
    

OVERVIEW: 
Alan Poviz (Property and Business Owner) is requesting $312,000.00 of funding from the MRC for 
an Adaptive Reuse project (ATTACHMENT A) for the property located at 41 SW D Street (subject 
property)1. Mr. Poviz is requesting a $150,000 grant and a $162,000.00 loan from the MRC. Staff 
finds that the proposed building façade improvements can be classified as a Building Improvement 
project or an Adaptive Reuse project. The material difference is that Building Improvement projects 
can be granted up to $50,000.00 of grant funding if funding requirements are met. Whereas 
Adaptive Reuse projects can be granted up to $150,000.00 of grant funding, subject to the MRC’s 
approval. The differences in the two program’s funding requirements are discussed in greater detail 
in this staff report. At the September 22, 2020 MRC meeting, staff will present the request to the 
MRC and request that the MRC take formal action to approve funding for the project and 
authorization for the Community Development Director to execute the necessary grant agreements, 
subject to City Attorney approval. 
 
DISCUSSION: 
Staff recommends that the MRC consider the following factors in the decision to provide additional 
funding:  
 

1. Eligibility: 
On February 13, 2019 the Community Development Director approved $2,500.00 Design 
Assistance grant funding for the property owner to develop conceptual exterior building 
renovations and cost estimates. The property owner has submitted the required information 

 
1 Subject properties are identified as 11-13-11AA-8500 on the Jefferson County Assessor records. 
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to the Community Development Department requesting grant and loan funding from the 
MRC to renovate the exterior of their building on the subject property.  
 
The MRC established new Building Improvement Adaptive Reuse Programs and eligibility 
requirements in June of 2019. Staff finds the proposed building improvements clearly are 
eligible for Building Improvement funding because the property owner is seeking to improve 
buildings that elevate the overall brand experience of downtown and create a framework for 
tenant success2. The Building Improvement Program does require property owners to 
contribute at least 1/3 of the total project cost with either their own capital or a loan from the 
MRC. However, the maximum grant the MRC can provide is $50,000 for Building 
Improvement Projects. Alternatively, the Adaptive Reuse program is for large-scale project 
that will significantly transform an under-utilized dated building that is larger in scale than the 
Building Improvement program is available to fund2. The Adaptive Reuse Program also 
requires property owners to contribute at least 1/3 of the total project cost with either their 
own capital or a loan from the MRC but the MRC can award up to $150,000 of grant funding 
for such projects. Staff finds that the subject property have four (4) tenant spaces. Currently 
three of the four tenant spaces are vacant. This project seeks to renovate all four tenant 
spaces and staff considers this to be a large-scale” project that will transform an 
underutilized property renovating four tenant spaces that are located on the signalized 
intersection southeast corner of 4th and D Street. The proposed improvements will 
dramatically improve the visual appearance of area within the downtown area—much like 
the Great Earth and Harriman Building projects.  
 
Based on this information, staff finds the following: 
 

A. applicant’s proposal can be classified as an Adaptive Reuse project. 
B. The applicant has exceeded their minimum funding contribution requirement and 

accordingly that a $150,000 grant can be granted by the MRC. 
C. Building Improvement project is consistent with the MRC’s Urban Renewal Plan, 

Urban Renewal Action Plan, and Revitalization Toolkit. 
 

2. Construction Costs: 
The applicant has obtained cost estimates for the proposed Adaptive Reuse project that 
total $312,000.00 (ATTACHMENT B). Staff recommends that the MRC provide a 
$150,000.00 grant and a $162,000.00 loan for the project. 
 

3. MRC Funding: 
The Adaptive Reuse Program requires applicant’s to be responsible for 1/3 of the total 
project cost. The applicant has requested a $162,000.00 loan from the MRC to meet and 
exceed their minimum funding obligations for the Adaptive Reuse Program. Accordingly, the 
applicant has requested $150,000.00 of grant funding from the MRC. Staff finds that the 
requested loan exceeds the property owner’s match requirement and provides gap funding 
for the project. 

 

 
2 As identified in the Staff Report to the MRC on June 12, 2019 identifying the Business Assistance 
Programs and requirements. 
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Table 1. Metro PCS Adaptive Reuse Project Funding Summary. 

 Amount 
Type of MRC 

Funding Provided 
Total Project Cost $312,000.00  
MRC Grant Match (1/3 of project cost, up to $150,000) $150,000.00 Grant 
Applicant Match (1/3 of project cost) $102,960.00 MRC Loan 
Gap Loan $59,040.00 MRC Loan 

 
SUMMARY: 
 

A. General Coordination: 
 

Department 
Review Reviewed By Date 

Not 
Required  

City Administrator Gus Burril 9/16/20  
City Attorney Alan Dale  X 
Finance  Kristal Hughes 9/8/20  
Police Tanner Stanfill  X 
Public Works Jeff Hurd  X 

 
B. Fiscal Impact:  

Total fiscal impact is $312,000.00 
 

• $150,000.00 in grant funding 
• $162,000.00 in loan funding: 

Principal: $162,000.00 
Term:   10 Years 
Interest: Payments 1-24 = 0.0% interest 

Payments 25-60 = 2.50% interest 
Payments 61-120 = 5.50% interest 

         First payment due: To be determined 
 

C. Funding Source:  
Grant Funding:  

• MRC Project Fund, Redevelopment – Rehabilitation Assistance/Grants 
• 704-704-545-6350 

 
Loan Funding:  

• MRC Program Income, Loan Distributions 
• 705-705-545-6200 
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D. Consistency with Relevant Plans and Policies: 
   

Plan 
Yes 
No Comments 

Annual Strategic 
Implementation Plan 

Yes Goal 1 is met by providing grant and loan assistance to 
the property owner to design and construct needed 
building improvements that are consistent with the 2019 
Revitalization Toolkit. 

Urban Renewal Plan Yes Redevelopment – Rehabilitation Assistance is a category 
of assistance identified in the Plan. The property owner is 
seeking funding from the MRC to rehabilitate the building 
on the property. 

Urban Renewal Action 
Plan 

Yes Project enables an existing downtown business’ building 
to be more attractive, conduct business more easily, and 
bring the building up to current Building Code standards. 
and thereby implements Project E in the Plan. 

Revitalization Toolkit Yes Proposed improvements generally consistent with Building 
Improvement and Adaptive Reuse projects (pg. 63-65). 
Project scope includes renovating exteriors of four (4) 
tenant spaces including replacing and adding windows, 
covered entrances, exterior lighting, brick and stucco 
siding finishes. 

Housing Urban Renewal 
Plan 

No Commercial building renovation projects are proposed; 
not a residential project. 

 
D. Supporting Documentation: 

ATTACHMENT A:  Concept Drawings 
ATTACHMENT B:  Construction Cost Estimates 

 
STAFF RECOMMENDATION:  
That the MRC approve a $150,000.00 grant and a $162,000.00 loan for the Metro PCS Adaptive 
Reuse project and direct and authorize staff prepare the necessary grant and loan documents 
subject to City Attorney approval. 
 
MOTION FOR COMMISSION ACTION:  
I move that the MRC approve a $150,000.00 grant and a $162,000.00 loan for the Metro PCS 
Adaptive Reuse project and direct and authorize staff prepare the necessary grant and loan 
documents subject to City Attorney approval. 
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Color: Bronze
Options: Wire Mesh

WALL MOUNTED LIGHTING

CANOPY MOUNTED SIGNAGE

Basis of Design: James Hardie
Paint; color as indicated below
Reveal: 1/2"
Location: at north elevation,
Tenant B,C,D

STEEL FRAMED CANOPY & SHEET METAL
Color: Black Magic SW 6991
Sheet metal Gauge: 22

Sherwin-Williams
SW 7602 | Indigo Batik

Sherwin-Williams
SW 6470 | Waterscape

Sherwin-Williams
SW 6627 | Emberglow

STUCCO
Stucco treatment with painted
geometric mural on top.
Basis of design: image of Mt. Jefferson
Basis for median color:
Sherwin Williams
SW 9020 | Rayo de Sol
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METAL PARAPET
PANEL

STUCCO, WITH
MURAL

STOREFRONT ENTRY

STEEL FRAMED
CANOPY

WALL MOUNTED
LIGHT

ADJACENT
BUILDING NO
ALTERATIONS

THIN BRICK

WAINSCOT VENEER PRECAST
CONCRETE CAP

METAL PARAPET
PANEL

FIBER CEMENT
REVEAL PANEL

NEW STOREFRONT ENTRY, TYP

STEEL FRAMED
CANOPY, TYP

WALL MOUNTED
LIGHT

ADJACENT
BUILDING THIN BRICK

WAINSCOT VENEER PRECAST
CONCRETE CAP

SCALE: 1/8"   =    1'-0" 2WEST ELEVATION

SCALE: 1/8"   =    1'-0" 1NORTH ELEVATION
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efreed
Callout
Reduce canopy lengths to just above door, similar to VE estimate

efreed
Arrow

efreed
Arrow

efreed
Arrow



From: Emily Freed
To: Alan P; Nick Snead
Cc: Seth Anderson; Marco Urieta-Leon; James Engels; Jesse Knori
Subject: Metro PCS | Revised Bid
Date: Tuesday, September 15, 2020 5:06:32 PM
Attachments: image001.png

Estimate_1239_from_Double_R_Builders_Corp.pdf

Nick and Alan,
Attached is the revised bid for your review.  The final bid actually came in over $280,000, but Jim
reduced his overhead and profit and the demo costs (since he plans to self-perform the work) to get
the total number below the threshold.  Please see the summary below outlining the scope items
included and omitted from the bid.

Option B: (Refer to bid set) Windows on west elevation, façade improvement for all tenant
spaces

1. Windows on west elevation, but raise sill height per VE estimate previously created  (include
structural steel)

2. No firewall & associated footings
3. No wall insulation
4. Reduce awning lengths to just cover the tenant entrances
5. Full siding replacement, including extent of brick & panel siding shown on bid set
6. Repaint entire building (excludes custom mural)
7. Install all wall sconces (9 total)
8. Replace existing roof sheathing and single ply membrane
9. Replace all storefront systems
10. No interior improvements

Please note, the deductive siding alternates are not included.  Jim was able to reduce the brick bid to
get it within budget.  The bid doesn’t include a contingency, which is always recommended to cover
any unknown conditions during construction.  In addition, the bid doesn’t include permitting fees or
additional design fees.

Our executed contract with the Client totals $31,800 for architectural and engineer fees.  The basic
scope of services during construction includes (1) pre-construction meeting, (10) responses to
requests for information, (1) site visit by the architect and (1) site visit by the structural engineer. 
Any services in addition to what is listed will be charged as an additional service.  Since March, BLRB
has been assisting with various value engineering efforts, concept studies and attending meetings
with Client.  All invoices have been sent directly to the City for payment.  The invoices that have
been billed and the time remaining to be billed is estimated to be around $4,500.  In addition, the
permit/bid set will need to be revised to capture the scope changes that have occurred over the
course of the last 6 months.  We are anticipating this work to cost an additional $3,000. 

Please feel free to contact me if you have any questions.  I’m also available to meet this week.

Thanks,

ATTACHMENT B

mailto:efreed@blrb.com
mailto:apoviz1@gmail.com
mailto:nsnead@ci.madras.or.us
mailto:sanderson@blrb.com
mailto:marcou@blrb.com
mailto:jE5eJ@msn.com
mailto:jknori@blrb.com




Double R Builders Corp
PO Box 1109
Bend, OR  97709 US
541-647-1125
www.doublerbuildersor.com


Estimate


ADDRESS


Emily Freed
Marco Urieta-Leon
Metro PCS
27-49 SW D Street
Madras, OR. 97741


ESTIMATE # DATE EXPIRATION DATE


1239 04/21/2020 09/30/2020


SALES REP
Jim


ACTIVITY QTY RATE AMOUNT


01 Plans and Permits
All plans, engineering, permits, fees 
and other soft costs by others.


1 0.00 0.00


02 Site Work:02.10 Demo
Demo


1 12,450.00 12,450.00


25 Cleanup
Haul off and disposal of all demolition 
debris


1 3,400.00 3,400.00


02 Site Work
Saw cutting per most recient plans for 
the store front windows being raised 
up to match the masonry wainscoting.


1 13,265.00 13,265.00


02 Site Work:Temp Services
Temp toilet and site protection


1 3,950.00 3,950.00


06 Framing:Building Materials
All materials for minor framing, 
sheeting, temp supports, hardware, 
fasteners, etc. For new roof sheeting 
only.


1 6,850.00 6,850.00


06 Framing
Framing Labor for above


1 8,500.00 8,500.00


09 Roofing
Roofing, Flashing TPO type roofing 
materials and labor for full building 
roof


1 53,325.00 53,325.00


10 Exterior
Exterior Prep work for masonry and 
paint. Heavy pressure washing of 
entire building this includes patching 
existing stucco/plastering up to 
$1500.00


1 4,200.00 4,200.00


16 Electrical & Lighting 1 1,545.00 1,545.00







ACTIVITY QTY RATE AMOUNT


installation of 9 exterior sconces only


16 Electrical & Lighting
fixture allowance for 9 exterior 
sconces only


1 1,800.00 1,800.00


05 Masonry
Slim brick or full brick per contractors 
choice work materials and labor on 
north and west exterior elevation per 
the drawings by BLRB Arch. 
(approximately 600sq. ft.) NOTE: 
includes scaffolding


1 25,500.00 25,500.00


13 Windows
The following is the specs per our bid: 
Kawneer 451T (thermally improved) 
framing
Kawneer 190 (narrow stile) doors
All metal in Kawneer #17 clear 
anodized finish
Frame A sill raised to match panels 
on the west elevation. Upper 
horizontal frame member eliminated, 
meaning just three insulating glass 
units.
Upper horizontal frame members in 
Frames B-E also eliminated. These 
frames are at original full heights.
Cardinal 272 low-e to be used-
equivalent performance to Solarban 
60 at lower cost.


1 73,000.00 73,000.00


24 Paint
Painting exterior only NO MURAL 
INCLUDED


1 10,750.00 10,750.00


22 Specialty
Structural Steel including trellises only 
over doors.


1 24,500.00 24,500.00


25 Cleanup
Cleanup & Restoration


1 3,150.00 3,150.00


Building Cost
P/O


1 24,000.00 24,000.00


29 Supervision
Supervision


1 9,200.00 9,200.00


NOTE: Please read and understand 
the information in the message box 
below left. Thank you.







All the above numbers are calculated with the information supplied by BLRB 
Architects and with email and phone conversations with Emily Freed and 
Marco Urieta-Leon. Plans supplied are dated 1/31/2020. This is also includes 
items reviewed and discussed during conference call of 4/9/2020
Revision 4/14/2020 a complete, firm bid needs the revised plans developed 
and that will be the basis of a formal bid. This as of 9/11/2020, includes 
emailed drawings supplied by BLRB Architects.  Contingency line item has 
been removed. Formal plans to confirm bid are still required to complete formal 
bid costs.


TOTAL $279,385.00


Accepted By Accepted Date







 

WE’VE MOVED!! Please update your records for our Bend office to 721 SW Industrial Way, Suite
130, Bend, OR 97702.
 
Our team is still primarily working from home, though, and we remain available via video
conferencing, email, and phone. Our office phone is staffed during regular business hours, and calls
will be forwarded to me or you can reach me directly at 541-325-1121.
 
CAUTION: This email originated from outside of the organization. Do not click links or open attachments unless you
recognize the sender and know the content is safe.

ATTACHMENT B
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MADRAS URBAN RENEWAL AGENCY 
Request for Commission Action 

 
Date Submitted: September 16, 2020 
  
Agenda Date:  September 22, 2020 
 
To:   Madras Redevelopment Commission 
 
From:   Gus Burril, City Administrator 
 
Subject:  MADRAS CINEMA 5  
 Letter of Intent for Financial Assistance   
 
TYPE OF ACTION REQUESTED: 
 

 Formal Action/Motion  Public Hearing (Enter Type) 

 Ordinance  Resolution 

 Consent Agenda  No Action - Report Only 
 
DISCUSSION AND STAFF ANALYSIS:  
 
On June 10, 2020, Madras Cinema 5 owner Chuck Nakvasil contacted the City of Madras to 
inform the MRC that due to COVID-19 impacts, Madras Cinema 5 LLC was in serious financial 
trouble that could lead to the sale of the theater or filing bankruptcy unless significant financial 
support could be provided to sustain their operations through the COVID-19 restriction period 
(possibly up to next 12 months). On June 23rd, the MRC listened to comments from Madras 
Cinema 5 on the difficult financial situation faced by all Oregon theatres due to COVID-19 
restrictions. The MRC appointed a subcommittee to work on further questioning of Madras 
Cinema 5 and to bring back information to the MRC on potential actions to assist.  
 
The subcommittee, comprised of Chair Brick, Commissioner Embanks, and Administrator Burril, 
has met twice with Madras Cinema and reviewed a Profit and Loss Statement covering the last 
8 years of their operations. Here are the current take-aways from the discussions so far:   

• Madras Cinema has attempted to sell the business due to the current business situation 
with COVID-19 restrictions but has received no offers to date. 

• Governor mandates limit seating capacity and the public’s willingness to be in a group 
setting are greatly reducing business activity. 

• Limited seating capacity is causing the movie industry to further slow new releases 
(none until one in late August planned) which drives most of the revenue for the theater 
which also drives food and beverage sales. 

• Madras Cinema 5 is willing to continue to operate the theater as it has if financial 
assistance is made available so it can keep the operation whole over the next 12 months 
until new movies are released. 
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• $200,000 in financial aid is needed to remain in operation and to show some new 
release (1st run) movies over the next 12 months   

• The first part of financial aid is needed no later than November 1, 2020. 

• Madras Cinema 5 is open to dedicating one of its five screens to Spanish films over this 
next year as part of receiving public financial aid with the hope of attracting more 
community members to the theater. 

On August 25, 2020, the MRC and City Council formally directed the MRC subcommittee to 
prepare a financial assistance package offer to Madras Cinema 5 and bring it back to both 
boards for review, discussion and consideration for approval. The following is a summary of the 
draft terms of agreement between the subcommittee and Madras Cinema 5 that are further 
detailed in the attached letter of intent. 

• MRC and City of Madras agree to make a $200,000.00 line of credit available to Madras 
Cinema 5. 

o No payments or interest for the first 24 months; 

o Interest rate after month 24 – 3%; 

o Payback period within 12 years;  

o Draw down is 25% maximum per quarter over the next 12 months (i.e. maximum 
request of $50,000 every three months); first draw down eligible October 14, pay 
within 10 days; 

o Must submit quarterly report to City and MRC on what revenue and expenses 
have occurred with clarification on revenue on what other financial assistance 
has been received from Local, State or Federal government; 

o If Madras Cinema 5 is able to secure other grant funding towards the $200,000 in 
gap funding (figure calculated August 2020), then the amount of $200,000 in 
borrowing will be reduced accordingly; Madras Cinema 5 agrees to keep the City 
and MRC informed of any grant assistance received over the course of the time 
period between August 2020 and the end of the 12 month line of credit draw 
down; and 

o Madras Cinema 5 agrees to pay its taxes in full during this period of assistance. 

• Principal Forgiveness: 

o Should Madras Cinema 5 continue to remain open and not shut down, after 12 
months from the first draw down, Madras Cinema 5 is eligible for a 50% loan/line 
of credit principal forgiveness. Should Madras Cinema 5 remain open after 24 
months from the first draw down, the remaining 50% principal loan amount will be 
forgiven as a form of economic aid due to the COVID-19 pandemic. 

• Agreement is transferable upon consent of the City and MRC. 

• Should the Theater shutdown and stop showing 1st release available films and no shows 
for any period of 14 consecutive days, or 15 days in any 30-day period, it will be deemed 
a failure to operate the business and Madras Cinema 5 shall be in default. The line of 



Page 3 of 3 Request for Commission Action 

credit borrowed amount shall be due and is lien-able against the property (2nd position 
likely with bank notes already in place). 

• For 12 months, Madras Cinema 5 will offer to the public no less than 1 film showing in 
Spanish per day (for days open) and no less than 5 film showings in Spanish per week. 
Madras Cinema 5 will periodically change the Spanish film offering, but in no event will 
the same film be the only Spanish offering for more than forty-five consecutive days. 

 
SUMMARY: 
 

A. Fiscal Impact: 
 Up to $200,000 in cost to keep the theater open and viable for the next 12 

months (may be less if Madras Cinema 5 able to secure other financial 
assistance); funded from MRC Fund 705. 

 
B. Funding Sources: 

 Madras Redevelopment Commission – MURD Loan Fund 705 – 50% 
 City of Madras - Tourism and Economic Development Fund – 50% 

(transfer to MRC Loan Fund 705 through budget resolution) 
 
 C. Recognition of Collateral Material and Technical Report: 

 Draft Letter of Intent 
 
RECOMMENDATION: 
That the MRC approve the Letter of Intent as drafted and direct staff to prepare the financial aid 
agreement and authorize the City Administrator to sign, subject to City Attorney final review.  



 

1 – LETTER OF INTENT – MADRAS CINEMA 5, LLC 
{10340366-01241232;2} 

 
 
 
 
 
September 3, 2020 
 
_________________________ 
Attn: Charles Nakvasil 
Madras Cinema 5, LLC 
1101 SW Hwy 97 
Madras, OR 97741 
 

Re: Letter of Intent – Madras Cinema 5 Support 
 
Dear Mr. Nakvasil: 
 
This letter summarizes the general terms and conditions under which the City of Madras (“City”) and Madras 
Redevelopment Commission (“MRC”) are interested in providing certain incentives to Madras Cinema 5, LLC 
(“Company”) to allow for continued operation of the movie theater business (the “Business”) operated by 
Company on the property addressed as 1101 SW Hwy 97, Madras, OR 97741 (the “Property”). The terms and 
conditions contained in this letter are based upon the parties’ current intentions and information known to the 
parties as of the date of this letter. Except for the provisions contained in Part Two of this letter, this letter is 
nonbinding and does not grant or impose any legal rights and/or obligations on City, MRC, or Company. 
 

Part One – Nonbinding Provisions 
 
Based upon information known to the parties as of the date of this letter, City and MRC propose that the Definitive 
Agreements (as defined below) be consistent with the nonbinding provisions set forth in this Part One (Sections 1-
5; collectively, the “Non-Binding Provisions”):  

1. Line of Credit. Commencing upon the effective date of the Agreement (“Effective Date”), but in 
no event sooner than October 14, 2020, City and/or MRC will provide a non-revolving line of credit with a limit of 
Two Hundred Thousand Dollars ($200,000) (the “Credit Limit”) to Company to use solely for purposes of continued 
operation of the Business.  Disbursements would be limited to Fifty Thousand Dollars ($50,000) per quarter (based 
on the calendar year). Provided there are no defaults under the Definitive Agreements, no payments would be 
required and no interest would accrue on any disbursements for twenty four (24) months from the Effective Date. 
Commencing twenty-four (24) months after the Effective Date, unless the loan is forgiven pursuant to Section 5, 
interest would accrue on all then outstanding principal and any additional disbursements at the rate of three 
percent (3%) per annum. Furthermore, if Company is required to repay the loan for any reason, Company must 
make fully amortizing monthly payments based on a ten (10) year repayment schedule. If any payment is not made 
with five (5) days of the due date a late fee of Fifty Dollars ($50.00) per day will be assessed until the late fee is 
paid in full. Notwithstanding anything herein to the contrary, the then outstanding principal and all interest 
accrued thereon, would be payable in full ten (10) years from the Effective Date. The terms of the line of credit will 
be memorialized in a promissory note, secured to the Property by a trust deed, and secured to Company’s 
personal property by a security agreement and financing statement, or similar security, all in a form acceptable to 
City. In addition to standard default provisions, the Definitive Agreements will provide for a default interest rate of 
12% and that City and/or MRC may accelerate the due dates for repayment such the unpaid principal amount and 
all accrued interest is immediately due and payable.  

2. Alternative Financing. The Credit Limit will be reduced dollar for dollar by any financial 
assistance, in the form of a grant, forgivable loan, or any means that does not require repayment, received by 
company through any other governmental or private non-profit program. 
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3. Reporting. During the term of the Agreement, Company must provide quarterly written reports 
to City and MRC that include: (a) quarterly profit and loss statements, (b) an itemization of all expenditures from 
funds received under the line of credit during the applicable quarter, (c) whether Company has received financial 
assistance through any other local, state, federal, government or private non-profit program, (d) the number of 
film showings in Spanish during the applicable quarter (including information on titles and show times), (e) and 
such other information as City and/or MRC may reasonably request to evaluate compliance with the Agreement. 
Quarterly reports will be due no less than fifteen (15) days after the end of the applicable quarter. City and/or MRC 
may require Company to deliver an oral presentation of any quarterly report at a meeting of the MRC or Madras 
City Council.      

4. Payment of Taxes; Compliance with Laws. During the term of the Agreement, Company will 
timely pay all taxes and assessments, of any nature, associated with Company, the Business, and/or the Property. 
During the term of the Agreement, Company will operate the Business in compliance with the Laws. For purposes 
of this letter, the term “Law(s)” means all policies, rules, regulations, leases, covenants, conditions, restrictions, 
easements, declarations, laws, statutes, liens, ordinances, orders, codes, and regulations directly or indirectly 
affecting the Business, including, without limitation, the Americans with Disabilities Act of 1990 (and the rules and 
regulations promulgated thereunder), environmental laws, and City’s ordinances, all as now in force and/or which 
may hereafter be amended, modified, enacted, and/or promulgated. For purposes of this letter, “operate the 
Business” means maintaining regular business hours customary and reasonable for the nature of the Business. 
Notwithstanding the foregoing, failure to occupy the Property or otherwise maintain the Business as open to the 
public for the purpose of showing first release films for any period of fourteen (14) consecutive days, or fifteen (15) 
days in any thirty (30) day period, will be deemed a failure to operate the Business. 

5. Principal Forgiveness. If Company continuously operates the Business for twelve (12) months 
from the first disbursement under the line of credit, and provided Company is not otherwise in default under the 
Definitive Agreements, fifty percent (50%) of the then outstanding balance under the line of credit will be forgiven. 
If Company continuously operates the Business for twenty four (24) months from the first disbursement under the 
line of credit, and provided Company is not otherwise in default under the Definitive Agreements, the remainder 
of the outstanding balance under the line of credit will be forgiven.  

6. Spanish Films. For twelve (12) months after the Effective Date, Company will offer to the public 
no less than one (1) film showings in Spanish per day the Business is open and no less than five (5) film showings in 
Spanish per week. Company will periodically change the Spanish film offering, but in no event will the same film be 
the only Spanish offering for more than forty five (45) consecutive days.  

7. Definitive Agreements. Subject to the terms and conditions contained in this letter, City, MRC, 
and Company will pursue the negotiation of a mutually acceptable agreement concerning the terms of this letter 
(the “Agreement”) within thirty (30) days after the date Company executes this letter. In addition to the 
Agreement, the parties will enter into such other agreements necessary or appropriate (the Agreement along with 
the aforementioned other agreements are individually and collectively referred to herein as the “Definitive 
Agreement(s)”). City’s attorney will prepare initial drafts of the Definitive Agreements. Each party will be 
responsible for its own costs and expenses incurred in connection with this letter and the Definitive Agreements. 
The Definitive Agreements will allow for assignment by Company in conjunction with a transfer in ownership of the 
Business with prior consent of City and MRC. 

Part Two – Binding Provisions 

The binding provisions set forth in this Part Two (Sections 8-9; collectively, the “Binding Provisions”) are 
legally binding and enforceable against City, MRC, and Company. 

8. Term; Termination. This letter will terminate upon the earliest to occur of the following: (a) upon 
the written agreement of City, MRC, and Company; (b) upon the parties’ execution of the Agreement; and/or (c) 
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thirty (30) days after the date Company executes this letter if the parties have not executed the Agreement. Upon 
termination of this letter, the parties will have no further rights and/or obligations hereunder.  

9. Miscellaneous.  

  9.1 Provisions; Third-Party Beneficiaries; Costs and Expenses. The Nonbinding Provisions are 
not legally binding or enforceable against City, MRC, and/or Company. No binding obligation will exist with respect 
to the subject matter of the Nonbinding Provisions unless and until the parties sign the Definitive Agreements, and 
then only to the extent such obligations are set forth in the Definitive Agreements. The Binding Provisions are 
binding on the parties and their respective heirs, personal representatives, successors, and permitted assigns, and 
will inure to their benefit. The parties do not intend to confer any right or remedy on any third party. 
Notwithstanding anything contained in this letter to the contrary, the obligations of City and MRC under this letter 
and the Definitive Agreements remain subject to the review and approval of the council (City) and commission 
(MRC) and all applicable Laws. 

  9.2 Severability; Assignment; Binding Effect. Each provision contained in this letter will be 
treated as a separate and independent provision. The unenforceability of any one provision will in no way impair 
the enforceability of any other provision contained herein. Any reading of a provision causing unenforceability will 
yield to a construction permitting enforcement to the maximum extent permitted by applicable law. Company will 
not assign this letter to any person without City’s and MRC’s prior written consent. Subject to the immediately 
preceding sentence, this letter will be binding on the parties and their respective heirs, personal representatives, 
successors, and permitted assigns, and will inure to their benefit. This letter may be amended only by a written 
agreement signed by each party. 

  9.3 Attorney Fees; Governing Law. With respect to any dispute relating to this letter, or if a 
suit, action, arbitration, or other proceeding of any nature whatsoever is instituted to interpret or enforce the 
provisions of this letter, including, without limitation, any proceeding under the U.S. Bankruptcy Code and 
involving issues peculiar to federal bankruptcy law or any action, suit, arbitration, or proceeding seeking a 
declaration of rights or rescission, the prevailing party will be entitled to recover from the losing party its 
reasonable attorney fees, paralegal fees, expert fees, and all other fees, costs, and expenses incurred in connection 
therewith, as determined by the judge or arbitrator at trial, arbitration, or other proceeding, or on any appeal or 
review, in addition to all other amounts provided by law. This letter is governed by the laws of the State of Oregon, 
without giving effect to any conflict-of-law principle that would result in the laws of any other jurisdiction 
governing the agreement contained in this letter. Any action or proceeding arising out of this letter will be litigated 
in courts located in Jefferson County, Oregon. Each party consents and submits to the jurisdiction of any local, 
state, or federal court located in Jefferson County, Oregon. 

  9.4 Attachments; Notices. Any exhibits, schedules, instruments, documents, and other 
attachments referenced in this letter are part of this letter; provided, however, if any exhibits, schedules, 
instruments, documents, and/or other attachments conflict with the terms of this letter, the terms of this letter 
will control. All notices or other communications required or permitted by this letter must be in writing, must be 
delivered to the parties at the addresses first set forth above, or any other address that a party may designate by 
notice to the other party, and are considered delivered upon actual receipt if delivered personally, by fax or email 
(with electronic confirmation of delivery), or a nationally recognized overnight delivery service, or at the end of the 
third business day after the date of deposit if deposited in the United States mail, postage pre-paid, certified, 
return receipt requested. 

  9.5 Waiver; Entire Agreement. No provision of this letter may be modified, waived, or 
discharged unless such waiver, modification, or discharge is agreed to in writing by Company, City, and MRC. No 
waiver of either party at any time of the breach of, or lack of compliance with, any conditions or provisions of this 
letter will be deemed a waiver of other provisions or conditions hereof. This letter contains the entire agreement 
and understanding between the parties with respect to the subject matter of this letter and contains all the terms 
and conditions of the parties’ agreement and supersedes all other oral or written negotiations, discussions, 
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representations, and/or agreements. The parties may execute this letter in separate counterparts, each of which 
when executed and delivered will be an original, but all of which together will constitute one and the same 
instrument.  

With the exception of the Binding Provisions (Part Two), this letter does not constitute a binding agreement 
between the parties. This letter is an expression of the mutual intent and desires of the parties as to certain 
aspects of the Definitive Agreements. However, the parties agree that there are material terms as to which 
agreement has not been reached and this letter is not to be construed as a definitive contract. This letter is subject 
to the parties’ execution of the Definitive Agreements. It is expressly understood and agreed that (a) no liability or 
binding obligation is intended to be created between or among the parties to this letter, except with respect to the 
Binding Provisions, and (b) other than with respect to the Binding Provisions, any legal rights and obligations 
between or among the parties to this letter will come into existence only upon the parties’ execution and delivery 
of the Definitive Agreements, and then only in accordance with the terms and conditions of the Definitive 
Agreements. 

If the above general terms and conditions are acceptable to you, kindly sign both copies of this letter. Retain one 
copy for your files and return the second signed copy to me. I look forward to working with you and await your 
early response. This letter will be deemed null and void if not signed by you (where indicated below) and received 
by me on or before 5:00 p.m. on _______________________.  

Sincerely, 
 
 
 
Gus Burril, City Administrator 
 
 
 

Acknowledgement and Agreement 
 
 The undersigned (a) has read and understands the terms of this letter, and (b) agrees that the general 
terms and conditions contained in this letter are acceptable.  
 

Company: 
Madras Cinema 5, LLC, 
an Oregon limited liability company 

 
 

_________________________________________ 
       By: Charles Nakvasil, Member 
  
       Dated: ________________, 2020 

 
 
 
 
 
 
 
 
 
 

 



City of Madras Check Register - MRC- Council Report Page:     1

Check Issue Dates: 8/1/2020 - 8/31/2020 Sep 09, 2020  09:21AM

Report Criteria:

Report type:  Summary

Bank.Bank number = 2

GL Check Check Description Check

Period Issue Date Number Payee Amount

08/20 08/10/2020 4269 H D Enterprises US, LLC Furnish & Install (2) storefront assemblies 2,497.20

08/20 08/13/2020 4270 Aguilar Landscape Maintenance Corp. Monthly Watering Services for DT Flowers July  640.00

08/20 08/28/2020 4271 CIS TRUST Property/Liability 2020-21 2,437.00

08/20 08/28/2020 4272 Israel Reynoso Food Cart Project 15,861.00

          Grand Totals:  21,435.20

M = Manual Check, V = Void Check



Date Payee Description Amount

Bank of America Purchase Cards

July 2020

7/14/2020 BRYANT LOVLIEN & JARVI BRYANT LOVLIEN & JARVIS - June 2020 MISC Legal Bill $234.00
7/14/2020 BRYANT LOVLIEN & JARVI BRYANT LOVLIEN & JARVIS - June 2020 Legal Bill $113.00
7/14/2020 BRYANT LOVLIEN & JARVI BRYANT LOVLIEN & JARVIS - June 2020 Legal Bill $770.00
7/14/2020 BRYANT LOVLIEN & JARVI BRYANT LOVLIEN & JARVIS - June 2020 Legal Bill $636.50
7/14/2020 BRYANT LOVLIEN & JARVI BRYANT LOVLIEN & JARVIS - June 2020 Legal Bill $329.50

MRC Total $2,083.00

Page 6 of 6
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OFFICIAL CITY COUNCIL MINUTES 
August 25, 2020 

I. Call to Order 
The City Council Meeting was called to order by Mayor Ladeby at 6:45 p.m. on Tuesday, 
August 25, 2020 in the Madras City Hall Council Chambers, 125 SW “E” Street in 
Madras, Oregon.  
 
Council Members In Attendance or on Teleconference: 

Mayor Richard Ladeby; Councilors Bartt Brick, Rosalind Canga, Royce Embanks, Jr., 
Jennifer Holcomb, Leticia Montano and Gary Walker.  
 
Staff Members In Attendance or on Teleconference: 

City Administrator Gus Burril; Police Chief Tanner Stanfill; Finance Director Kristal 
Hughes; Public Works Director Jeff Hurd; Community Development Director Nicholas 
Snead; HR & Administrative Director Charo Miller; City Attorney Garrett Chrostek of 
Bryant, Lovlien and Jarvis; and City Recorder Lysa Vattimo. 
 
Visitors in Attendance or on Teleconference: 

Emily Freed (BLRB Architects); Gordon Nicholson (Resident); Mike Williams (Resident); 
Mathew Brichard (Resident); Mae Huston (County Commissioner); Israel Reynoso 
(Business Owner); Brian Crow (County Fairgrounds Manager);Jeff Rasmussen (County 
Administrative Manager); Kelly Simmelink (County Commissioner); Lowel Yoder (Olive 
Street Mini Storage Owner). 

II. Roll Call 
City Recorder Vattimo conducted a roll call; quorum was established. 

III. Changes/Additions to Regular Agenda 
Additions: 

• Proclamation for National Emergency Preparedness 
• Add USDA Forest Service 

 
MOTION: THAT WE APPROVE THE CHANGES TO THE AGENDA. 
MOVED: COUNCILOR WALKER 
SECONDED: COUNCILOR CANGA 
PASSED: 6/0 

IV. City Council Consent Agenda 
All matters listed within the Consent Agenda have been distributed to every member 
of the City Council for reading and study, are considered to be routine, and will be 
enacted by one motion of the Council with no separate discussions. If separate 
discussion is desired, that item may be removed from the Consent Agenda and 
placed on the Regular Agenda by request. 



Page 2 of 8 City Council Meeting Minutes August 25, 2020 

A. Approval of July 28, 2020 City Council Meeting Minutes 
B. H.A. McCoy Engineering and Surveying Task Order No. 3 - Madras Sewer Main 

Extension Project  
MOTION: TO APPROVAL THE CONSENT AGENDA AS PRESENTED. 
MOVED: COUNCILOR CANGA 
SECONDED: COUNCILOR BRICK 
PASSED: 6/0 

V. Public Comments (please observe time limit of 3 minutes) 
There were no comments from the public. 

VI. Proclamation for Home Inventory Week - September 1 – 7, 2020 
Mayor Ladeby read a proclamation for Home Inventory Week. 

VII. Jefferson County Funding Request for Fairgrounds Sign 
Jefferson County Fairgrounds Manager Brian Crow presented a funding request of 
$3,000 for a variable reader board for the fairgrounds. He explained that the fairgrounds 
serves the community in many ways other than just a once a week fair. The fairgrounds 
are used for fire camps, red cross evacuation zone, health department events, 
distribution point for health department, training facility for CO swat teams, in addition to 
a number of private events.  
 
He is soliciting for this type of sign in order to give proper, accurate and immediate 
information to the community. Currently, it is all done by hand and ladder which takes 
about an hour and it’s a safety issue during extreme weather.  
 
The total cost is $31,210.00. Jefferson County will make the sign available to the City for 
messaging also, along with other community organizations. This type of sign is 
dimmable and the sign is obscured by trees from the nearest resident. IN addition, it is 
cloud managed, so it can be managed from anywhere. 
 
Mayor Ladeby asked if the sign complies with the City’s dark sky regulations. 
 
Community Development Director Snead responded that generally speaking, LED signs 
do not comply with the City’s dark sky regulations. He pointed out that every LED sign in 
town can be seen from 3 miles away. LED light travels farther and is more intense. The 
City can interpret the code to permit this sign with conditions of approval. He submitted 
those conditions to the County. 
 
Mr. Crow stated that they plan on operating the sign at most 18 hours per day. Doesn’t 
make sense to operate it between 11 pm and 6 am. The messages will be up for a 
minimum of five seconds, they won’t be flashy; they might do a moving flag on flag day.  
 
Councilor Holcomb asked if they looked at solar options for the electricity and if the 
community can post messages.  
 
Mr. Crow replied that the sign requires too much electricity for solar. He added that he is 
open to community messaging. His first priority will be messaging for County and City 
events. 
 
Councilor Walker stated turning it off at night will be good and eventually the fairgrounds 
will move, so will the sign be moved to the new site? 
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Mr. Crow responded that if the fairgrounds moves in the next 10 years, it will probably be 
prudent to leave it at the current site. 
 
Councilor Brick stated that he appreciated the fact that Crow considered the light 
pollution for night skies. 
 
Councilor Montano asked if the sign will be insured from vandalism. 
 
Mr. Crow responded that it will have a plastic cover on it, but the LED panels are module 
and can be replaced if one panel goes out. They are very sturdy also. 
 
Councilor Canga asked if there are maintenance costs. 
 
Mr. Crow responded that the sign has a 5-year factory warranty. The on-going 
maintenance will be handled by Jefferson County staff. 
 
MOTION: THAT THE CITY APPROVE $3,000 IN FUNDING TO OFFSET COSTS 

FOR A VARIABLE TECH SIGN FOR JEFFERSON COUNTY.   
MOVED: COUNCILOR HOLCOMB 
SECONDED: COUNCILOR EMBANKS 
PASSED: 6/0 

VIII. Agreement between City of Madras and NeighborImpact - Community Development 
Block Grant - Small Business Assistance and Microenterprise Grant Program 
Community Development Director Snead explained that this agreement identifies that 
NeighborImpact will administer this grant on behalf of the City. The grant requires that a 
non-profit receive the funding and NeighborImpact is a non-profit.  
 
MOTION: THAT WE APPROVE THE SUBGRANT AS PRESENTED. 
MOVED: COUNCILOR WALKER 
SECONDED: COUNCILOR BRICK 
PASSED: 6/0 

IX. Public Hearing – Continuation from July 25, 2020 Council Meeting 
A. Reimbursement District - Forester Reimbursement District - Map #11-14-06 CD 
B. Mayor Opens the Hearing 

Mayor Ladeby opened the public hearing at 7:14 pm. 
C. Staff Report by Public Works Director Jeff Hurd 

Public Works Director Hurd explained that at the last Council meeting, it was 
discovered that the City cannot grant a reimbursement district outside City 
limits. Therefore, Staff is developing an agreement that would allow the 
Foresters to be reimbursed when someone connects to the sewer line. So, 
Council needs to deny the reimbursement district.  

D. Public Testimony 
There was no public testimony. 

E. Mayor Closes the Hearing - or - Hearing is Continued to a Time and Date Certain 
Mayor Ladeby closed the hearing at 7:16 pm. 

F. Council Deliberations, Questions, and/or Comments 
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Councilor Walker asked if there is anything that can be done in conjunction 
with the County to make the Reimbursement District work. 
 
Public Works Director Hurd responded that it is a City ordinance that outlines 
a Reimbursement District, not a County Ordinance. Since we are outside City 
limits for a reimbursement district to work all the adjacent properties must 
agree to the formation. The City cannot enforce its Ordinances outside City 
limits. There may be some opposition, so the simplest way is to basically 
redirect some of the System Development Charges we collect when someone 
connects to sewer. 

G. Council Takes Formal Action to Approve, Modify, or Deny 
MOTION: THAT WE DENY THE REQUEST FOR THE FORMATION OF THE 

FORESTER REIMBURSEMENT DISTRICT. 
MOVED: COUNCILOR EMBANKS 
SECONDED: COUNCILOR CANGA 
PASSED: 6/0 

X. Golf Cart Lease for Desert Peaks Golf Course 
Public Works Director Hurd explained that the City will be taking over management of 
the golf course at the end of August. One of the things that needs to be done is to sign a 
new lease for golf carts. Staff got quotes from several vendors and is recommending 
Perfect Drive for a four-year lease. 
 
Mayor Ladeby asked why Staff was leasing 20 carts.  
 
Public Works Director Hurd responded that Staff is proposing to grow. If they find that 
they aren’t using all these carts after a year or so, they can go back to the vendor and 
re-negotiate the lease. 
 
Councilor Embanks asked if the carts could be sublet out to events like the Airshow. 
 
Public Works Director Hurd replied absolutely if they are not being used.  
 
Mayor Ladeby asked if the additional carts would impact the golf cart barn. 
 
Public Works Director Hurd replied he does not believe it will. Staff has a long-term goal 
of either expanding the golf cart barn or as people move on, Staff anticipates there may 
be more rental carts than private carts. 
 
Councilor Canga asked who will do maintenance on the carts. 
 
Public Works Director Hurd replied the majority of the maintenance of the carts will be 
handled by City staff.  
 
MOTION: THAT COUNCIL APPROVE A 4-YEAR LEASE WITH PERFECT 

DRIVE GOLF AND UTILITY VEHICLES FOR THE LEASE OF 20 
CLUB CAR PRECEDENT MODEL GOLF CARTS IN THE AMOUNT 
OF $78,772.80. 

MOVED: COUNCILOR BRICK 
SECONDED: COUNCILOR HOLCOMB 
PASSED: 6/0 
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XI. Deed of Dedication – “J” Street Bridge Right-of-Way 
Public Works Director Hurd explained that in order to move the trail over as part of the 
“J” street bridge project, property needed to be purchased and dedicated to the public. 
The property has been purchased and now it needs approval to be dedicated to the 
public. 
 
MOTION: THAT COUNCIL APPROVE AND AUTHORIZE THE CITY 

ADMINISTRATOR TO SIGN THE DEED OF DEDICATION TO 
DEDICATE A TOTAL OF 12,475 SQUARE FEET AS PUBLIC RIGHT-
OF-WAY FOR THE “J” STREET BRIDGE MITIGATION PROJECT. 

MOVED: COUNCILOR WALKER 
SECONDED: COUNCILOR CANGA 
PASSED: 6/0 

XII. Ordinance No. 948 – Noise Ordinance Amendment 
A. Mayor provides those in attendance with an opportunity to present questions and/or 

comments on the proposed ordinance at this time. 
City Administrator Burril suggested that the Ordinance be amended to remove 
the work “residential” so commercial construction could be included if Council 
chooses. Council agreed to this amendment. 
 
Community Development Director Snead read the amended change(s) into the 
record. 

B. Motion by Council to read Ordinance No. 948 by title only. 
MOTION: TO READ ORDINANCE NO. 948 BY TITLE ONLY. 
MOVED: COUNCILOR CANGA 
SECONDED: COUNCILOR BRICK 
PASSED: 6/0 

C. City Attorney or his designee will read Ordinance No. 948 by title only. 
City Attorney Chrostek read Ordinance No. 948 by title only. 

D. Motion by Council to approve and adopt Ordinance No. 948 (if Council so chooses).  
MOTION: TO APPROVE AND ADOPT ORDINANCE NO. 948 WITH THE 

REVISIONS STATED BY NICK SNEAD AND THE ATTORNEY AS WE 
DISCUSSED. 

MOVED: COUNCILOR HOLCOMB 
SECONDED: COUNCILOR EMBANKS 
PASSED: 6/0 

E. City Recorder takes a roll call vote. 

Name Aye Nay Absent Abstaining 
Councilor Brick X    
Councilor Canga X    
Councilor Embanks X    
Councilor Holcomb X    
Councilor Montano X    
Councilor Walker X    

 
Motion passed unanimously, 6/0. 
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XIII. Budget Hearing 
A. Supplemental Budget Hearing - Resolution No. 41-2020  

1) Mayor Opens the Hearing 
Mayor Ladeby opened the hearing at 7:42 pm. 

2) Staff Report from Finance Director Kristal Hughes 
Finance Director Hughes explained that this budget hearing is to take 
care of COVID related expenditures and grant funds; and to 
accommodate the extra office space renovations at City Hall that were 
not completed in the last fiscal year. 

3) Comments from the Public 
There were no comments from the public. 

4) Council Deliberations, Questions, and/or Comments 
There were no deliberations, comments, or comments from the Council. 

5) Mayor Closes the Hearing 
Mayor Ladeby closed the hearing at 7:46 pm. 

6) No Action Required at this Time - Formal Action will be by Resolution 
XIV. Resolution No. 41-2020 

A resolution authorizing an increase in appropriation to recognize unanticipated 
revenues, and expenses, and the transfer appropriations within funds for Fiscal Year 
2020-2021. 
 
MOTION: THAT WE APPROVE RESOLUTION 41-2020. 
MOVED: COUNCILOR EMBANKS 
SECONDED: COUNCILOR WALKER 
PASSED: 6/0 

XV. Year-End Quarterly Report Financial Update 
Finance Director Hughes explained as Staff closes out the year, all funds are positive. 
She provided details line-by-line on the report. The airport is showing positive numbers 
and the water numbers are coming in higher than anticipated. 

XVI. July 2020 Vouchers 
Councilor Walker recused himself as he may have sold goods or services to the City. 
 
MOTION: THAT WE APPROVE THE JULY 2020 VOUCHERS AS WRITTEN. 
MOVED: COUNCILOR EMBANKS 
SECONDED: COUNCILOR CANGA 
RECUSED: COUNCILOR WALKER 
PASSED: 5/0 

XVII. Public Safety Support (Verbal) 
City Administrator Burril explained that he was approached by local artist Paul Lindquist 
to create artwork showing support for our front line emergency responders. He 
requested Council’s support for costs associated with the production of banners, etc. 
There was consensus amongst Council to support this endeavor. 
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XVIII. USDA Forest Service Agreement – Emergency Facilities and Land Use Agreement 
City Administrator Burril stated that this is an amendment to the original agreement for 
the Forest Service to use the airport for helicopter services at the airport. This 
amendment will allow the City to be reimbursed for water tender services to reduce dust 
from all the helicopters. 
 
MOTION: THAT THE COUNCIL AUTHORIZE THE CITY ADMINISTRATOR TO 

SIGN THE USDA FOREST SERVICE EMERGENCY FACILITIES AND 
LAND USE AGREEMENT FOR USE FOR THE GREEN RIDGE 
INCIDENT. 

MOVED: COUNCILOR BRICK 
SECONDED: COUNCILOR HOLCOMB 
PASSED: 6/0 

XIX. Madras Cinema 5 Update 
City Administrator Burril stated that Council has already heard the background on the 
situation with the Madras Cinema. He asked Council if they would be willing to use 
Tourism and Economic funds to partner with the Madras Urban Renewal Agency to help 
support Madras Cinema.  
 
MOTION: THAT THE CITY COUNCIL ALLOW THE CURRENT 

SUBCOMMITTEE TO WORK TOWARDS FINANCIAL ASSISTANCE 
AND HELP RESOLVE THE ISSUES WITH THE MADRAS CINEMA 5 
TO CONTINUE FOR NEXT STEPS. 

MOVED: COUNCILOR HOLCOMB 
SECONDED: COUNCILOR BRICK 
PASSED: 6/0 

XX. COVID-19 UPDATE (Verbal) 
City Administrator Burril provided an update on the latest numbers from Jefferson 
County: 

• 441 active cases with one hospitalization.  
• We are still 4th highest in numbers per capita in the state.  
• Schools are planning on a September 8th online start date.  

XXI. Additional Comments, Announcements, and Department Reports 
 Police Department: 

Police Sergeant Webb reported that Officer Jon Slaughter resigned in March and 
Tony Barros has now been hired. Tony used to be a Reserve Officer with Madras 
PD. He has also worked with Jefferson County Sheriff, so he has experience. 
Several officers have completed the implicit and bias training. Chief Stanfill 
participated in Librarians on the Loose which is an online reading program. Officers 
have been extremely busy with incidents and investigations. 
 

 Finance: 
Nothing to report.  
 

 Public Works: 
Nothing to report. 
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 Airport: 
Airport Manager Berg stated they’ve had a really busy year and expressed 
appreciation of the support of Staff. This fire season is very busy for them.  
 

 HR & Administration: 
HR & Administrative Director Miller stated that every year, Staff holds an annual 
appreciation picnic, but with the restrictions around COVID, she asked Council if they 
would allow Staff to use the funds to give to Staff gift cards instead.  
 

There was consensus amongst Council to approve this. 
 
Mayor Ladeby added that this is something to think about for the annual holiday 
dinner also. 
 

 City Attorney’s Office: 
Nothing to report. 
 

 City Recorder’s Office: 
Nothing to report. 
 

 City Administrator’s Office: 
Nothing to report.  

XXII. Adjourn 
The meeting was adjourned at 8:17 p.m. 
 
Minutes prepared by: Reviewed by: 
 
 
___________________________ ___________________________ 
Lysa Vattimo, City Recorder Richard Ladeby, Mayor 
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OFFICIAL CITY COUNCIL MINUTES 
September 8, 2020 

I. Call to Order 

The City Council Meeting was called to order by Mayor Ladeby at 5:43 p.m. on Tuesday, 
September 8, 2020 in the Madras City Hall Council Chambers, 125 SW “E” Street in 
Madras, Oregon.  
 
Council Members In Attendance or on Teleconference: 

Mayor Richard Ladeby; Councilors Bartt Brick, Rosalind Canga, Royce Embanks, Jr., 
Jennifer Holcomb and Gary Walker.  
 
Councilors Absent: 

Councilor Leticia Montano. 

Staff Members In Attendance or on Teleconference: 

City Administrator Gus Burril; Police Chief Tanner Stanfill; Finance Director Kristal 
Hughes; Public Works Director Jeff Hurd; Community Development Director Nicholas 
Snead; HR & Administrative Director Charo Miller; City Attorney Jeremy Green of 
Bryant, Lovlien and Jarvis; and City Recorder Lysa Vattimo. 
 
Visitors in Attendance or on Teleconference: 

Dorothy Burgess and Michelle Douthit (Daughters of the American Revolution); Tony 
Mitchell (Faith Based Network); Mae Huston (County Commissioner); Mathew Birchard 
(Citizen); Joe Krenowicz (Chamber). 

II. Roll Call 

City Recorder Vattimo conducted a roll call; quorum was established. 

III. Consent Agenda 

There were no items on Consent. 

IV. Changes/Additions to Regular Agenda 

There were no changes to the regular agenda. 
 
MOTION: TO APPROVE THE REGULAR POSTED AGENDA AS WRITTEN. 
MOVED: COUNCILOR EMBANKS 
SECONDED: COUNCILOR CANGA 
PASSED: 5/0 
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V. Proclamation for Constitution Week 

Mayor Ladeby stated how proud he is of the constitution (being an immigrant himself) 
and read a proclamation for Constitution Week. He provided the Daughters of the 
American Revolution with a signed copy and took photos with them. 

VI. Public Comments (please observe time limit of 3 minutes) 

Mike Williams, representing the POW/MIA group, addressed the Council regarding their 
September 18th event for POW/MIA recognition being held at Madras City Hall. 
 

City Recorder Vattimo confirmed the City had posted a Facebook event inviting the 
public and outlining the details of the event. 

VII. Letter of Support and Matching Funds for Jefferson County USDA Rural Placemaking 
Innovation Challenge for Broadband Access Planning Application  

Community Development Director Snead explained that he is requesting a letter of 
support and commitment of matching funds not to exceed $5,000.00 for this USDA grant 
that would allow for broadband access planning and help fund a grant writer. Jefferson 
County, the City of Madras and the Bean Foundation are splitting the matching fund 
requirement equally as well as the cost for the grant writer.  
 
MOTION: THAT THE CITY COUNCIL APPROVE THE LETTER OF SUPPORT 

AND AUTHORIZE $5,000.00 FROM THE COMMUNITY 
DEVELOPMENT FUND TO ASSIST WITH THE GRANT MATCH 
REQUIREMENT AND GRANT WRITER EXPENSES FOR THE USDA 
RURAL PLACEMAKING INNOVATION CHALLENGE GRANT 
APPLICATION. 

MOVED: COUNCILOR WALKER 
SECONDED: COUNCILOR EMBANKS 
PASSED: 5/0 

VIII. Public Improvement Reimbursement Agreement – Tim and Susan Forester 

Public Works Director Hurd explained that this agreement is in place of an official 
reimbursement district for the Foresters since their property is located outside City limits. 
The agreement will allow the Foresters to be reimbursed whenever someone connects 
to sewer in the allocated area. The City would take a portion of the System Development 
Charges and pay the Foresters for the funds they expended to extend the sewer up into 
Bean Way and beyond their property limits. It’s another way for them to get reimbursed. 
Staff would keep track of when residents connect and then pay the Foresters. 
 
Councilor Brick asked how many sewer connections are outside City limits. 
 
Public Works Director Hurd responded that there are about 30 to 40. At this particular 
location, there are probably three right now.  
 
Councilor Brick asked why the City typically does something like this outside City limits. 
 
Public Works Director Hurd responded that the City can extend sewer whenever 
residents need it. The City just can’t extend sewer outside the Urban Growth Boundary. 
In areas like this, the residents have septic systems and their lots are small. The rules 
have changed in what is permissible for septic systems, so many times, if a septic 
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system fails, the cost for a resident to install a septic system far outweighs the cost of 
hooking up to sewer because they don’t have the space for a standard leach field.  
 
Councilor Brick stated that it makes sense for residents to choose this and if something 
goes wrong with their septic system, they’re close enough to the City limits that it could 
affect people living within City limits. 
 
Councilor Embanks stated he appreciated the forward thinking of Public Works. It’s good 
future planning. 
 
Public Works Director Hurd stated that eventually these lots will be annexed into the 
City. 
 
MOTION: THAT COUNCIL APPROVE THE PUBLIC IMPROVEMENT 

REIMBURSEMENT AGREEMENT BETWEEN THE CITY OF MADRAS 
AND TIMOTHY AND SUSAN FORESTER. 

MOVED: COUNCILOR BRICK 
SECONDED: COUNCILOR EMBANKS 
PASSED: 5/0 

IX. Kittelson & Associates Contract Amendment No. 1 – “J” Street/Belmont and Culver 
Highway Evaluation 

Public Works Director Hurd explained that the developer of Willowbrook is getting close 
to submitting for approval on the Sunridge subdivision (about 200 homes) and there 
were other lots in this same area that could be improved into subdivisions in the future. 
In reviewing the area as a whole, and the potential for growth in the future, there could 
be upwards of 400-500 homes in this area. Instead of each developer doing their own 
Transportation Impact Analysis, Staff asked Kittelson to review this intersection for long-
term growth potential. The idea is to collect a proportionate fee from each developer as 
they build out so that by the time everything got built out, the City would have the funds 
set aside, matched up with System Development Charges, to be able to put the 
improvement in. That way, one developer wouldn’t be charged for the entire intersection 
improvement which typically happens to the last developer in.  
 
Kittleson determined that turn lanes would be warranted for the growth in just this area, 
but Staff would like to take into account growth in the rest of town, Metolius, Culver 
Highway, etc. In order to incorporate all this future growth into the planning, an 
amendment to Kittelson’s original contract is needed. 
 
Councilor Embanks stated that this is another great example of forward thinking. 
 
MOTION: THAT COUNCIL APPROVE AMENDMENT #1 TO PROJECT 

#13757.012 TO KITTELSON & ASSOCIATES FOR THE CULVER 
HIGHWAY/BELMONT LANE/J STREET EVALUATION PROJECT IN 
THE AMOUNT OF $8,000.00. 

MOVED: COUNCILOR HOLCOMB 
SECONDED: COUNCILOR EMBANKS 
PASSED: 5/0 
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X. Budget Hearing 

A. Supplemental Budget Hearing - Resolution No. 42-2020  
1) Mayor Opens the Hearing 

Mayor Ladeby opened the hearing at 6:05 pm. 
2) Staff Report from Finance Director Kristal Hughes 

Finance Director Hughes reported this budget resolution is directly 
related to the Kittelson contract amendment. 

3) Comments from the Public 
There were no comments from the public. 

4) Council Deliberations, Questions, and/or Comments 
There were no deliberations, questions or comments from Council. 

5) Mayor Closes the Hearing 
Mayor Ladeby closed the hearing at 6:06 pm. 

6) No Action Required at this Time - Formal Action will be by Resolution 

XI. Resolution No. 42-2020 

A resolution authorizing an increase in appropriation to recognize unanticipated 
revenues, and expenses, and the transfer appropriations within funds for fiscal year 
2020-2021. 
 
MOTION: THAT COUNCIL APPROVE AND ADOPT RESOLUTION NO. 42-2020 

AS PROPOSED. 
MOVED: COUNCILOR WALKER 
SECONDED: COUNCILOR BRICK 
PASSED: 5/0 

XII. Liquor License Renewals 

Police Chief Stanfill reported that there are a total of 32 liquor license renewals being 
requested in the packet. He recommends approval for all 32. There are still two 
outstanding to renew.  
 
Councilor Walker asked if the fee of $35.00 is sufficient. 
 
Councilor Embanks asked if the City sets the fee. 
 
Chief Stanfill stated that the City recommends the fee and the Council makes the 
determination. These businesses have to pay another fee to the Oregon Liquor Control 
Commission (OLCC). He was unsure how much the OLCC’s fee was. Throughout the 
year, the Police Department works alongside the OLCC to monitor activities or address 
issues at businesses where spirits are sold. Any changes to the City’s fee have to be 
made through the Fee Schedule. 
 
Finance Director Hughes added that changes to the Fee Schedule typically occur in 
December and June, but changes can be made any time throughout the year. These 
businesses have already paid their liquor license fees, so changes could be considered 
for next year.  
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Chief Stanfill added that the City’s fees could be compared with neighboring cities.  
 
It was agreed that Chief Stanfill and Finance Director Hughes will get comparisons from 
other cities. 
 
MOTION: TO APPROVE THE LIQUOR LICENSE RENEWALS RECOMMENDED 

BY THE MADRAS POLICE DEPARTMENT LISTED IN THIS STAFF 
REPORT. 

MOVED: COUNCILOR CANGA 
SECONDED: COUNCILOR HOLCOMB 
PASSED: 5/0 

XIII. COVID-19 UPDATE (Verbal) 

HR & Administrative Director Miller provided an update from the September 7th call with 
Jefferson County Public Health: 
 

• Our community’s numbers are improving. Previously, they were at 250/100,000; 
now they’re at 80/100,000; but they need to get down to 50/100,000.  

• Hospitals are not overrun. There is only one Jefferson County resident in the 
hospital at this time.  

• Still looking at a mass testing site, but they would like to work it in with flu 
vaccinations; possibly in mid-October.  

XIV. Additional Comments, Announcements, and Department Reports 

Tony Mitchell introduced himself as the new Director of the Faith Based Network and 
gave a short bio of himself. 
 

Mae Huston added that as a member of the Faith Based Network Board, they are 
thrilled to have Tony here.  

 
Mathew Birchard, thanked the Council for their efficiency and effectiveness. He stated 
that as they discuss growth and prosperity for the community, he hopes they make sure 
we don’t grow into the next Bend or Redmond, but rather the best Madras that we can. 
 
 Mayor Ladeby added that the Council is very aware of that and strives to keep the 

community of Madras maintaining a hometown feel with well-managed growth. He 
added that people who live in Bend and Redmond are now considering Madras as 
their next place of residency due to this. 

 
 Police Department: 

Police Chief Stanfill reported that Tony Barros is their new lateral patrol officer as of 
Friday. He’s lived in the community for several years and was a reserve officer first. 
He has about five years’ experience and the department is excited to have him on 
board.  
 
He also asked everyone to keep wildland firefighters in our thoughts and prayers.  
 

 Public Works: 
Nothing to report. 
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 Community Development: 
Community Development Director Snead stated that the City is doing really well with 
regard to annual housing development goals. We are at 193% of where we want to 
be already for the entire year. Staff is continuing to work on streamlining processes 
for developers and appreciates all the forward-thinking that Public Works is doing 
that will help developers in the future. 
 

 Finance: 
Nothing to report.  
 

 HR & Administration: 
Nothing to report. 
 

 City Recorder’s Office: 
Nothing to report. 
 

 City Administrator’s Office: 
City Administrator Burril reminded Council about the current grant opportunity the 
City has available for businesses adversely affected by COVID-19. The information 
was distributed through Facebook, a Press Release and is up on the website. This 
opportunity closes September 13th.  
 

 Council: 
• Councilor Embanks reported to Chief Stanfill that there has been an increase of 

speeding on “J” Street. 
o Chief Stanfill responded that he will get some increased coverage in that 

area. 
 

• Councilor Brick commended Chief Stanfill on the work one of the Madras PD 
officers did on an incident that occurred in front of his home. He also thanked 
Finance Director Hughes for her time and assistance on helping him understand 
details regarding PERS. 
 

• Councilor Walker stated he received a citizen complaint about two burned out 
trailers being removed from TOPS trailer park and replacing them with two other 
trailers. 

o Community Development Director Snead responded that he has been 
working with Jefferson County Community Development on this issue 
over the last week. 
 

• Councilor Brick asked Director Snead what percentage of the current housing 
development could be considered low-income housing. 

o Community Development Director Snead responded that Staff defines 
low-income based on the Housing Action Plan. Based on the Plan, low-
income does include apartments. Any subsidized housing that has 
income restrictions for the residents or eligibility requirements is 
considered low-income.  

o City Administrator Burril added that Housing Works added 27 apartment 
units (Red Canyon) this year. It takes several years to get lower-income 
units on the market. The City hasn’t had new, market-rate multi-family 
units on the market since 2005, so getting Red Canyon was a great 
addition. 
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XV. Adjourn 

The meeting was adjourned at 6:39 p.m. 
 
Minutes prepared by: Reviewed by: 
 
 
___________________________ ___________________________ 
Lysa Vattimo, City Recorder Richard Ladeby, Mayor 
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CITY OF MADRAS 
Request for Council Action 

 
Date Submitted: September 15, 2020 
  
Agenda Date: September 22, 2020 
 
To: Mayor and City Council Members 
 
From: Michele Quinn, Public Works Office Coordinator 
 
Through: Jeff Hurd, Public Works Director 
 Gus Burril, City Administrator 
 
Subject: AIRPORT ENGINEERING SERVICES CONTRACT 
 Century West Engineering, Inc. 
 
TYPE OF ACTION REQUESTED: 
 

 Formal Action/Motion  Public Hearing (Enter Type) 

 Ordinance  Resolution 

 Consent Agenda  No Action - Report Only 
 
DESCRIPTION: 
In accordance with Federal Aviation Administration requirements, the City publicly 
advertised for Airport Engineering and Environmental Services for the Madras Municipal 
Airport. The City received proposals from three firms: Century West Engineering, Inc., 
Precision Approach Engineering, and Morrison Maierle Engineering. Century West has 
been determined to be the most qualified consultant to perform the services.  
 
STAFF ANALYSIS: 
This contract enables Century West to retain services for a period of up to five years to 
provide airport planning, professional engineering, surveying, testing, easement acquisition 
services, FAA grant preparation and administration assistance, and construction inspection 
for airport related projects including the following: 
 

1. Conduct/Update Environmental Assessments/Impact Statements  
2. Pavement Maintenance, Rehabilitation, Reconstruction  
3. Runway Improvements  
4. Taxiway and Apron Improvements  
5. Airport Planning  
6. Environmental Studies, Analysis, and Assessments  
7. Surveying  
8. Security Fencing and Access Controls  
9. Airport Electrical, Lighting, Signing and Navaids  
10. Airport Related Security Projects  
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11. Access Roads  
12. Equipment procurement  
13. Land Acquisition  
14. Building and Other Related Facilities  
15. Other Miscellaneous Airport Work as Required  

 
Based on these projects and what they require of a firm and their qualifications, Staff first 
created selection criteria to be used in evaluating the firms. Numerical rating factors 
(ranges) were assigned to each criterion based on the City’s priorities and conception of the 
importance of each factor in the attainment of a successful project. Staff’s scoring identified 
Century West Engineering and Precision Approach both qualified firms and scheduled 
interviews with both firms. After interviews and much discussion Staff determined that 
Century West Engineering is the most qualified of the two firms to perform these duties for 
the City.  
 
SUMMARY: 
 

A. Fiscal Impact: 
• N/A 

 
B. Funding Source: 

• N/A 
 

C. Recognition of Collateral Material and Technical Report: 
• Request for Proposals – Airport Engineering and Environmental 

Services 
• Century West Engineering Proposal 
• Precision Approach Engineering Proposal 
• Morrison Maierle Engineering Proposal 
• Scoring Sheet 
• Master Agreement for Professional Engineering Services between the 

City of Madras and Century West Engineering 
 
RECOMMENDATION: 
That Council approve a 5-year Master Agreement for Professional Engineering Services 
between the City of Madras and Century West Engineering, Inc.  
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MADRAS MUNICIPAL AIRPORT 

REQUEST FOR PROPOSALS – AIRPORT ENGINEERING AND ENVIRONMENTAL 
SERVICES 

 
The CITY OF MADRAS is requesting interested firms to submit proposals for Aviation Engineering 
and Environmental Services for the MADRAS MUNICIPAL AIRPORT.  The CITY OF MADRAS will retain 
the services of a consultant or consultants to provide airport planning, professional engineering, 
surveying, testing, environmental analysis, easement acquisition services, FAA grant preparation 
and administration assistance, and construction inspection for projects identified on the CITY OF 
MADRAS Airport Capital Improvement Program list, attached as Exhibit A, and other airport related 
projects including the following: 

1. Pavement Maintenance, Rehabilitation, Reconstruction  
2. Runway Improvements 
3. Taxiway and Apron Improvements 
4. Airport Planning 
5. Environmental Studies, Analysis, and Assessments 
6. Surveying 
7. Security Fencing and Access Controls 
8. Airport Electrical, Lighting, Signing and Navaids 
9. Airport Related Security Projects  
10. Access Roads 
11. Equipment procurement 
12. Land Acquisition 
13. Building and Other Related Facilities 
14. Other Miscellaneous Airport Work as Required 

  

The projects are anticipated to be funded in part by the Federal Aviation Administration (FAA), and 
the CITY OF MADRAS.  At this time, the estimated project costs are not known. 

The CITY OF MADRAS will select a firm to provide professional engineering and construction 
management/inspection services; and a firm capable of environmental analysis services in accordance 
with the National Environmental Policy Act (NEPA) and State of Oregon requirements.  All firms should 
be capable of FAA Airport Improvement Program (AIP) grant preparation and administration assistance, 
and should be knowledgeable and experienced with AIP requirements.  The CITY OF MADRAS reserves 
the right to retain the selected firm(s) for a term up to five (5) years at the CITY OF MADRAS’s discretion. 
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PROPOSALS 

Proposals will only be accepted from firms that can demonstrate having had a broad background and 
extensive experience in the field of airports and airport engineering, design, and environmental analysis, 
and the ability to do airport projects or projects of similar complexity.  
 
No pre-proposal meeting will be held. 
 
Responses are due in one signed original and 4 copies by 2:00 PM (PST), Tuesday, June 16, 2020. 
Submittals must be marked “City of Madras 2020 – Airport Engineering and Environmental Services 
RFP” and be addressed to:  

Gus Burril 
CITY ADMINISTRATOR 
CITY OF MADRAS 
125 SW "E" Street 
MADRAS, OR 97741 

Submittals will be evaluated by the below-listed criteria. They should be organized and identified in the 
same order. DO NOT INCLUDE ANY COST OR PRICES FOR SERVICES.  

1. Cover letter (must be signed)  
 

2. Capability and experience to perform some or all of the above-listed services.  
 

3. Recent successful experience in airport environmental studies and engineering capital projects 
comparable to the proposed projects.  Describe only relevant experience for which individuals 
currently employed by the firm have managed, and only that experience which involved 
personnel to be assigned to the projects.  This item includes demonstrated ability to meet 
schedules or deadlines and demonstrated past performance to complete projects without 
significant cost escalations or overruns: 

 
a. Please provide a list of current airport or similar projects, as well as any which have 

been completed in the last 5 years. 
 

b. List the project sponsor’s name and the name and telephone number of the 
sponsor’s contact person for each project identified. 

 
4. Evidence that the consultant has established and implemented an affirmative action program 

(see note in selection section below). 
 

5. Key personnel’s professional background and qualifications.  Including the project management 
team for this project.  Define their roles and extent of participation for the proposed project(s).  
Provide a list of all projects worked on by the proposed project manager in the last three years, 
including an identification of this person’s role/responsibility for this project. 

 
6. Qualifications and experience of sub-consultants who will participate in the project(s).  Please 

identify the portions of the projects anticipated to be performed (in part) by sub-consultants. 
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7. Experience and qualifications of your firm facilitating and leading a public involvement 
process/program. 

 
8. Experience and qualifications of your firm in complying with the requirements of the FAA AIP 

grant program, as well as familiarization with FAA Advisory Circulars, FAA standards and the FAA 
process. 

 
9. Ability to manage and complete projects that may be a considerable distance from your offices. 

Please include a description of where your key personnel for this project will be based, as well as 
the amount of travel anticipated, and other items you consider important to demonstrate this 
ability.  
 

Proposals must be clear, succinct and shall not exceed 15 pages, including cover letter, printed double-
sided on recycled paper with a minimum font size of eleven (11) points.  Proposers who submit more 
than the pages indicated may not have the additional pages of the proposal read or considered.  Each 
double-sided 8-1/2” x 11” sheet and each side of an 11” x 17” sheet will be counted as two pages each.  
Blank pages and covers do not count in the overall page count of the proposal.  Proposals shall be 
stapled or bound. 

SELECTION  

The selection process shall be in accordance with OAR 137-048-0220, and Chapter 2 of FAA Advisory 
Circular (AC) 150/5100-14, latest addition, Architectural, Engineering, and Planning Consultant Services 
for Airport Grant Projects.  Additionally, contracts will be subject to the provisions of Executive Order 
11246 (Affirmative Action to Ensure Equal Employment Opportunity) and to the provisions of 
Department of Transportation Regulations 49 CFR Part 26 (Disadvantaged Business Enterprise 
Participation) and 49 CFR Part 30 (Foreign Trade Restriction Clause).  
 
After the deadline for receipt of proposals, the CITY OF MADRAS will review the proposals and may 
select one firm to negotiate a contract based upon a mutually-understood, detailed scope of work.  If 
deemed necessary or desirable by the CITY OF MADRAS, at least two firms may be invited for interviews.   
 
Selection will be based on the following criteria: 
 

1. Cover letter (must be signed)  - Pass or Fail 
 

2. Capability and experience with some or all of the above-listed services – 20%  
 

3. Recent successful experience in airport environmental studies and engineering capital projects 
comparable to the proposed projects – 35 % 
 

a. Describe only relevant experience for which individuals currently employed by the firm 
have managed, and only that experience which involved personnel to be assigned to the 
projects.  This item includes demonstrated ability to meet schedules or deadlines and 
demonstrated past performance to complete projects without significant cost 
escalations or overruns: 
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b. Please provide a list of current airport or similar projects, as well as any which have 
been completed in the last 5 years. 

 
c. List the project sponsor’s name and the name and telephone number of the sponsor’s 

contact person for each project identified. 
 

4. Evidence that the consultant has established and implemented an affirmative action program – 
Pass or Fail 

 
5. Key personnel’s professional background and qualifications.  – 10% 

 
a. Including the project management team for this project.  Define their roles and extent 

of participation for the proposed project(s).  Provide a list of all projects worked on by 
the proposed project manager in the last three years, including an identification of this 
person’s role/responsibility for this project. -  

 
6. Qualifications and experience of sub-consultants who will participate in the project(s) – 5% 

 
a. Please identify the portions of the projects anticipated to be performed (in part) by sub-

consultants. 
 

7. Experience and qualifications of your firm facilitating and leading a public involvement 
process/program – 10% 

 
8. Experience and qualifications of your firm in complying with the requirements of the FAA AIP 

grant program, as well as familiarization with FAA Advisory Circulars, FAA standards and the FAA 
process – 10% 

 
9. Ability to manage and complete projects that may be a considerable distance from your offices. 

– 10% 
 
 
The final selection of the firm with which to negotiate a contract will be based on the qualifications 
criteria listed above as well as: 
 

1. Ability to demonstrate an understanding of the projects’ needs and special challenges, and the 
CITY OF MADRAS’s special concerns. 

2. Degree of interest and responsiveness shown in undertaking the projects. 

3. Overall quality of response. 

4. Demonstration of ability to meet the needs of the CITY OF MADRAS. 

The CITY OF MADRAS reserves the right to: 

• seek clarifications from any proposer and to request any information the CITY OF MADRAS 
deems reasonably necessary to evaluate any proposal. 
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• negotiate with and/or award a contract to other consultants sequentially ranked behind the 
selected consultant in the event that the CITY OF MADRAS and the selected consultant conduct 
negotiations, but are unable to agree upon a detailed scope of work or cost of contract; 

• reject any or all proposals, or to cancel the RFP at any time, if it would be in the public interest 
as determined by the CITY OF MADRAS. 

Any protest of this RFP or any consultant selection shall be in accordance with OAR 137-048-0240. 

ADDITIONAL INFORMATION  

No cost or fee schedules shall be submitted.  Oregon public contracting law and FAA grant guidelines 
require cost and fee information to be presented during contract negotiations after the selection of the 
most qualified consultant with which to negotiate.  
 
Incurring Costs 
 
It is understood that all submittals will become part of the public file on this matter, without obligation 
to the CITY OF MADRAS.  The proposing firms are responsible for all costs related to the submittal of 
their proposals, preparation of documents or submittals needed for negotiations, and the costs incurred 
in travelling to, and participating in, any meetings associated with selecting the consultant and 
negotiating an agreement.  The CITY OF MADRAS is not responsible for any proposer expenses 
associated with this RFP. 
 
Negotiations will follow criteria in FAA Advisory Circular AC150/5100-14, latest addition. 
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EXHIBIT A 
CIP Project LIST 

 
Project 
Rank 

Project 
Year 

Project Category Estimated Cost Project Description 

1 2021 5-Year Master Plan Follow CIP EA (in process) $500,000 Master Plan Update 

2 2022 Terminal Area Apron Improvements $705,000 Apron Improvement 

3 2023 Runway 16-34 Extension $2,305,000 Runway Extension 

4 2024 Crosswind Runway 4-22 Relocation /Construction $3,005,000 4-22 
Relocation/Construction    

5 2025 PMP $20,000 Pavement  

     

     

 

































































































Scoring Criteria

Century West 

Engineering

Morrison Maierle 

Engineer

Precision 

Approach 

Engineering

Capability and Experience 20 20 20

Experience 35 25 32

Personnel Background 10 3 10

Sub-Consultants Qualifications 5 5 5

Facilitating 10 5 8

FAA Expereince 10 10 10

Travel 10 3 0

TOTAL SCORE 100 71 85

Scoring Criteria

Century West 

Engineering

Morrison Maierle 

Engineer

Precision 

Approach 

Engineering

Capability and Experience 20 20 20

Experience 34 32 32

Personnel Background 10 10 10

Sub-Consultants Qualifications 5 5 5

Facilitating 10 10 10

FAA Expereince 10 10 10

Travel 10 8 7

TOTAL SCORE 99 95 94

Scoring Criteria

Century West 

Engineering

Morrison Maierle 

Engineer

Precision 

Approach 

Engineering

Capability and Experience 20 19 20

Experience 30 28 25

Personnel Background 10 9 9

Sub-Consultants Qualifications 5 3 5

Facilitating 10 8 10

FAA Expereince 10 8 10

Travel 10 8 9

TOTAL SCORE 95 83 88

Scoring Criteria

Century West 

Engineering

Morrison Maierle 

Engineer

Precision 

Approach 

Engineering

Capability and Experience 20 20 20

Experience 35 30 35

Personnel Background 10 8 10

Sub-Consultants Qualifications 5 5 5

Facilitating 10 10 10

FAA Expereince 10 10 10

Travel 10 8 10

TOTAL SCORE 100 91 100

COMBINED SCORES 394 340 367

EVALUATOR

Rob Berg

Firms

EVALUATOR

Gus Burril

Firms

EVALUATOR

Michele Quinn

Firms

SOQ for City of Madras City Airport Engineering and Environmental Services

Evaluation and Scoring Sheet

EVALUATOR

Jeff Hurd
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        Contract No.      
FAA AIP No.     

 
  
 
 
 

MASTER AGREEMENT FOR PROFESSIONAL ENGINEERING SERVICES 
 BETWEEN OWNER AND ENGINEER 
 
THIS MASTER AGREEMENT FOR PROFESSIONAL SERVICES BETWEEN OWNER AND 
ENGINEER (this “Agreement”) is made and entered into effective as of September 22, 2020 between the 
City of Madras, 125 SW “E” Street, Madras, OR 97741, (“OWNER”), and Century West Engineering, 
Inc., (“ENGINEER”). 
 
WHEREAS OWNER intends to perform one or more airport improvement projects at the Madras 
Municipal Airport the (“Airport”) under its authority during the following five years, which projects may 
include, but are not limited to, the following: 
 

1. Conduct/Update Environmental Assessments/Impact Statements. 
2. Pavement Maintenance, Rehabilitation, Reconstruction 
3. Runway Improvements 
4. Taxiway and Apron Improvements 
5. Airport Planning 
6. Environmental Studies, Analysis, and Assessments 
7. Surveying 
8. Security Fencing and Access Controls 
9. Airport Electrical, Lighting, Signing and Navaids 
10. Airport Related Security Projects  
11. Access Roads 
12. Equipment procurement 
13. Land Acquisition 
14. Building and Other Related Facilities 
15. Other Miscellaneous Airport Work as Required 

 
This Agreement sets forth the general terms and conditions which shall govern the relationship and 
performance of OWNER and ENGINEER for work designated for each project and documented by a 
separate document setting out the scope of work to be performed and all pertinent details of the project (a 
“Task Order”). Should OWNER proceed with a project, a mutually acceptable Task Order will be prepared 
and executed by both parties for such project and will set forth specific project requirements, ENGINEER’s 
services, OWNER’s responsibilities, times for rendering services, deliverables to be provided, basis of 
compensation, and other appropriate contract terms related to the specific project.  
 
OWNER and ENGINEER, in consideration of their mutual covenants in this Agreement, agree to the 
performance of professional engineering services by ENGINEER, and the payment for those services by 
OWNER, as set forth in issued Task Orders.  
 
ENGINEER shall provide professional engineering services for OWNER for all projects to which this 
Agreement applies, serve as OWNER’s professional engineering representative for each project as set forth 
in the Task Orders, and give professional engineering consultation and advice to OWNER during the 
performance of services hereunder. 
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This Agreement, together with any specifically noted attachments, if any, constitutes the entire agreement 
between OWNER and ENGINEER and supersedes all prior written or oral understandings. This Agreement 
may only be amended, supplemented, or modified by a written instrument signed by both OWNER and 
ENGINEER. To the extent the terms of any exhibit or attachment conflict with the terms of this Agreement, 
the terms of this Agreement will control. 
 

NOW THEREFORE, OWNER and ENGINEER have executed this Agreement effective for all 
purposes as of the date first written above. 
 
OWNER:      ENGINEER: 
 
              
Name       Name 
 
              
Signature      Signature 
 
              
Title       Title  
 
 
 
 
ADDRESS FOR GIVING NOTICES:  ADDRESS FOR GIVING NOTICES: 
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 OWNER - ENGINEER AGREEMENT INDEX 
 
This Agreement includes the following parts: 
 
INTRODUCTION AND SIGNATURE PAGE 
 
INDEX 
 
MASTER FORM OF AGREEMENT 
  
Section 1 ENGINEER’S RESPONSIBILITIES 
  
Section 2 SCOPE OF SERVICES 

2.01 Basic Services 
2.02 Additional Services 

 
Section 3 OWNER’S RESPONSIBILITIES 
 
Section 4 TIME OF PERFORMANCE 
 
Section 5 PAYMENT TO ENGINEER 

5.01 Fees 
5.02 Payment Schedule 

 
Section 6 GENERAL PROVISIONS 

6.01 Standards of Performance 
6.02 Betterment 
6.03 Certifications, Guarantees and Warranties 
6.04 Contingency Fund 
6.05 Changes 
6.06 Reuse of Construction Documents 
6.07 Reuse of Planning Documents 
6.08 Estimate of Construction Costs 
6.09 Dispute Resolution and Attorney Fees 
6.10 Access to Records 
6.11 Subconsultants 
6.12 Successors and Assigns 
6.13 Construction Operations Plan 
6.14 Allocation of Risks – Indemnification 
6.15 Statutes of Limitations 
6.16 Insurance 
6.17 Controlling Law 
6.18 Notices 
6.19 Survival 
6.20 Severability 
6.21 Waiver 
6.22 Execution/Counterparts 
 

 
Attachments: 1. Exhibit A – Task Order Format 

2. Exhibit B – Duties, Responsibilities and Limitation of Authority of Resident 
Project Representative 
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3. Exhibit C – FAA Required Contract Provisions 
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MASTER FORM OF AGREEMENT 
 
1. This Agreement provides for the performance of services for multiple projects over a specified 
period of time. Services shall be performed only as authorized by OWNER pursuant to Task Orders issued 
under this Agreement.  
 
2. The effective date of this Agreement is September 22, 2020. This Agreement shall be effective and 
applicable to Task Orders issued for five years from the effective date of this Agreement, unless this 
Agreement is sooner terminated as provided in this Agreement. 
 
3. This Agreement provides the general terms and conditions which shall govern the relationship and 
performance of ENGINEER and OWNER for the various projects performed under this Agreement. Each 
Task Order will further describe any distinctive terms or conditions required of ENGINEER and OWNER 
which are specific to the project covered by the Task Order. 
 
4. The services to be provided by ENGINEER will include applicable Basic Services and Additional 
Services (each as defined below), plus specific services for each project as detailed in a duly executed Task 
Order for that project. Each Task Order will indicate the specific tasks and functions to be performed, 
deliverables to be provided, establish beginning and completion dates, and include a method of payment to 
ENGINEER for the performance of the services.  
 
5. OWNER shall have the responsibilities set forth in this Agreement and as further identified in the 
Task Order for each specific project. 
 
6. ENGINEER shall not be obligated to perform services for any prospective project unless and until 
OWNER and ENGINEER execute a Task Order detailing ENGINEER’s services, compensation and all 
other appropriate matters for the specific project. 
 
7. Expiration of this Agreement shall not affect Task Orders issued during its term, or the validity of 
any actions taken under or with respect to such Task Orders, including any modifications, whether taken 
before or after the expiration of the term of this Agreement. 
 
8. The services specified in a Task Order issued to ENGINEER shall be commenced by ENGINEER 
promptly and in any event not later than the beginning date specified in the Task Order. 
 
9. This Agreement may be extended or renewed, with or without changes, by written amendment 
executed by OWNER and ENGINEER establishing a new term. 
 
Section 1 - ENGINEER’S RESPONSIBILITIES 
 
1.01 ENGINEER shall provide engineering, planning, design, and construction management services for all of 
OWNER’s airport-related Capital Improvement Program (“CIP”) projects for a period of up to five (5) years from the 
effective date of this Agreement and serve as the primary planner and project manager for such projects.  
 
1.02 Notwithstanding anything contained in this Agreement to the contrary, ENGINEER will perform 
the services in accordance with all applicable federal, state, and local laws, regulations, restrictions, orders, 
codes, rules, and/or ordinances related to or concerning, whether directly or indirectly, ENGINEER, this 
Agreement, the Airport, or the services, including, without limitation, Oregon’s prevailing wage rate laws 
(ORS 279C.800 through 279C.870), Davis-Bacon requirements, all City ordinances, resolutions, policies, 
regulations, orders, restrictions, and guidelines, any rules or regulations promulgated by the Federal 
Aviation Administration (“FAA”) or any other federal airport authority (including, without limitation, 
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City’s Grant Assurances and requirements under 14 CFR Part 77), the FAA required contract provisions 
contained in Exhibit C, 29 CFR part 201, Airport Circular 150/5100-14e, and the Federal Fair Labor 
Standards Act, all as now in force and/or which may hereafter be amended, modified, enacted, or 
promulgated.. 
 
1.03 ENGINEER shall be responsible for the technical accuracy of its services and resulting documents 
and OWNER shall not be responsible for discovering deficiencies in such documents. ENGINEER shall 
correct such deficiencies without additional compensation except to the extent such deficiencies are 
attributable to deficiencies in OWNER-furnished information. 
 
1.04 Designate in writing a person to act as ENGINEER’s representative with respect to ENGINEER’s 
services (ENGINEER’s “Resident Project Representative”). Such person shall have complete authority to 
transmit instructions, receive information, and interpret and define all matters with respect to materials, 
equipment, elements, and systems pertinent to ENGINEER’s services. No information from ENGINEER 
pertaining to the project shall be transmitted to OWNER or to other concerned persons or agencies except 
by ENGINEER’s Resident Project Representative. 
 
1.05 ENGINEER is an independent contractor of OWNER. ENGINEER is not an employee of OWNER. 
ENGINEER will be free from direction and control over the means and manner of performing the services, 
subject only to the right of OWNER to specify the desired results. This Agreement does not create an 
agency relationship between OWNER and ENGINEER and does not establish a joint venture or partnership 
between OWNER and ENGINEER. ENGINEER does not have the authority to bind OWNER or represent 
to any person that ENGINEER is an agent of OWNER. ENGINEER has the authority to hire other persons 
to assist ENGINEER in performing the services (and has the authority to fire such persons). 
 
1.06 OWNER will not withhold any taxes from any payments made to ENGINEER, and ENGINEER 
will be solely responsible for paying all taxes arising out of or resulting from ENGINEER’s performance 
of the services, including, without limitation, income, social security, workers’ compensation, and 
employment insurance taxes. ENGINEER will be solely responsible for obtaining all licenses, approvals, 
and certificates necessary or appropriate to perform the services. 
 
Section 2 - SCOPE OF SERVICES 
 
2.01 Basic Services 
 
 ENGINEER shall provide engineering, planning, design, and construction management services for all 
of OWNER’s airport-related CIP projects for a period of up to five (5) years from the effective date of this 
Agreement (the “Basic Services”). Specific services, projects and other work will be authorized through 
subsequent Task Orders when agreed to in writing by OWNER and ENGINEER. Notwithstanding anything 
in this Agreement to the contrary, OWNER reserves the right to engage third-party engineering firms on a 
project-by-project basis when OWNER deems it is in the public interest to do so. 
 
2.02 Additional Services 
 
 If authorized in writing by OWNER, ENGINEER shall provide additional professional services in 
connection with a specific project as set forth below (the “Additional Services”), and OWNER shall pay 
ENGINEER a fee for these services as provided for in the Task Order for the specific project. Additional 
Services include, but are not limited to: 
 
 A. Services due to changes in the scope of the project or its design, including, but not limited to, 
changes in size, complexity, schedule, or character of construction. 
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 B. Revisions to studies, reports, design documents, drawings, or specifications that have previously 
been approved by OWNER, when such revisions or change orders are due to causes beyond the control of 
ENGINEER. 

 
 C. Services required as a result of OWNER providing incomplete or incorrect project information. 

 
 D. Design documents for alternate bids or for out-of-sequence work requested by OWNER, which are 
not considered a part of Basic Services. 
 
 E. Detailed renderings, exhibits, or scale models for the project. 

 
 F. Special analysis of OWNER needs such as owning and operating analysis, staffing and training, 
operating and maintenance manuals, special operating drawings or charts, and any other similar analyses. 
The bidding documents will require ENGINEER to provide operating and maintenance manuals for any 
equipment procured as part of the project.  
 
 G. Additional or extended services during construction made necessary by: 
 
 (l) emergencies or acts of God endangering the work; 
 
 (2) work damaged by fire or other cause during construction;  

 
 (3) defective or incomplete work of OWNER’s contractor;  

 
 (4) extension of the initial construction schedule beyond the contract time specified in the 
construction contract;  

 
 (5) acceleration of the work schedule involving services beyond established office working 
hours; or  

 
 (6) default under the contract documents due to delinquency or insolvency of OWNER’s 
contractor. 
 
 H. Services performed in connection with supplemental agreements and change orders to reflect 
changes requested by OWNER so as to make the compensation commensurate with the extent of the 
Additional Services rendered. 
 
 I. Services performed in making revisions to plans and specifications occasioned by the acceptance 
of substitute materials or equipment other than “or-equal” items; and services after the award of the 
construction contract in evaluating and determining the acceptability of a substitution which is found to be 
inappropriate for the project or for an excessive number of substitutions. 
 
 J. Services resulting from significant delays, changes, or price increases occurring as a direct or 
indirect result of materials, equipment, or energy shortages. 
 
 K. Assistance in the adjusting or balancing operation of equipment or systems, or training personnel 
for operation or maintenance of equipment or systems. 
 
 L. Services as an expert witness for OWNER in connection with litigation or other proceedings 
involving the project. 
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 M. Update or preparation of “Airport Layout Plan” drawings if not required in Basic Services. 
 
 N. Geotechnical services in excess of those stipulated in the Task Order. 
 
 O. Survey services in excess of those stipulated in the Task Order. 
 
 P. Other services not otherwise provided for in this Agreement, including services normally furnished 
by OWNER as described in Section 3 – Owner’s Responsibilities. 
 
Section 3 - OWNER’S RESPONSIBILITIES 
 
OWNER shall: 
 
3.01 Provide ENGINEER full information as to the requirements for the project, including design 
objectives and constraints; space, capacity, and performance requirements; flexibility and expandability; 
and any budgetary limitations. 
 
3.02 Provide ENGINEER access to all available information pertinent to the project including previous 
reports and any other data relative to the project. 
 
3.03 Guarantee access to, and make all provisions for ENGINEER to enter, public and private property 
as required to perform ENGINEER’S services.  
 
3.04 Examine all studies, reports, sketches, drawings, specifications, proposals, and other documents 
presented by ENGINEER; obtain advice of an attorney, insurance counselor and other consultants as 
OWNER deems appropriate for such examination; and render in writing decisions pertaining to such 
examination within 10 calendar days of ENGINEER’S written request so as not to delay the services of 
ENGINEER. 
 
3.05 Provide such legal, accounting, independent cost estimating, and insurance counseling services as 
may be required for the project.  
 
3.06 Designate in writing a person to act as OWNER’s representative with respect to ENGINEER’s 
services. Such person shall have complete authority to transmit instructions, receive information, and 
interpret and define OWNER’s policies and decisions with respect to materials, equipment, elements, and 
systems pertinent to ENGINEER’s services. No information or instructions from OWNER pertaining to the 
project shall be transmitted to ENGINEER or to other concerned persons or agencies except by OWNER’s 
designated representative through ENGINEER or its Resident Project Representative. 
 
3.07 Advise ENGINEER of the identity and scope of services of any independent consultants employed 
by OWNER to perform or furnish services for the project including, but not limited to, cost estimating, 
project peer review, value engineering, and constructability review. 
 
3.08 Furnish ENGINEER with data as to OWNER’s anticipated costs for project services to be provided 
by independent consultants, so that ENGINEER may make the necessary calculations to develop and 
periodically adjust ENGINEER’s opinion of total project costs. 
 
3.09 Give prompt written notice to ENGINEER whenever OWNER observes or otherwise becomes 
aware of any development that affects the scope or time of performance of ENGINEER’s services, any 
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defect or nonconformance in ENGINEER’s services, any defect in the project, or other changed 
circumstances. 
 
3.10 Furnish or direct ENGINEER to provide Additional Services as required. 
 
3.11 Advertise for bids or proposals from contractors. 
 
3.12 ENGINEER and OWNER agree that, without the prior consent of the other party, neither will offer 
employment to, or discuss employment with, any of the other party’s associates or employees until one year 
after the termination of this Agreement. 
 
3.13 Bear all costs incident to compliance with the requirements of this Section 3. 
 
Section 4 - TIME OF PERFORMANCE 
 
4.01 The provisions of this Section 4 and the various rates of compensation for ENGINEER’s services 
provided for in each Task Order are agreed to in anticipation of the orderly and continuous progress of each 
project. ENGINEER’s obligation to render services under individual Task Orders shall extend for a period 
which may reasonably be required to provide the services. 
 
4.02 If ENGINEER’s services for a specific project, as provided in the relevant Task Order, are delayed 
or suspended in whole or in part by OWNER or other governmental authorities for more than three (3) 
months for reasons beyond ENGINEER’s control, ENGINEER shall, by written request to OWNER (but 
without termination of this Agreement), be paid as provided in Section 5 - Payment to Engineer. If such 
delay or suspension extends for more than six months for reasons beyond ENGINEER’s control, the 
payments and various rates of compensation provided for in Section 5 - Payment to Engineer shall be 
subject to renegotiation. 
 
4.03 The times for performing services or providing deliverables for a specific project will be stated in 
each Task Order. 
 
4.04 The time for a party’s performance will be extended to the extent performance was delayed by 
causes beyond the control and without the fault of the party seeking the extension. The party shall promptly 
notify the other party of any such delays in writing. 
 
Section 5 - PAYMENT TO ENGINEER 
 
5.01 Fees 
 
 Based on the scope of the project as described in Task Orders for individual projects, OWNER shall 
pay to ENGINEER a negotiated lump sum or hourly fee for each Task Order’s services. Such negotiated 
fees may include: 
  
 1. Salaries and wages paid to employees engaged directly on the project, including payroll-related 
costs and benefits such as the cost of customary and statutory benefits including, but not limited to, 
applicable social security contributions, unemployment, excise and payroll taxes, workers’ compensation, 
health and retirement benefits, bonuses, sick leave, vacation, and holiday pay (collectively, “Direct Labor 
Costs”). 
 
 2. Salaries and wages of employees engaged in business operations not directly chargeable to projects, 
plus non-project operating costs, including but not limited to, business taxes, legal expenses, rent, utilities, 
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office supplies, insurance, and other operating costs (collectively, “Overhead”). Overhead shall be 
computed as a percentage of Direct Labor Costs including payroll costs and shall be included with each 
Task Order.  
 
 3. Direct Labor Costs and Overhead will be adjusted annually to reflect equitable changes in the 
compensation payable to ENGINEER. Overhead rates shall be adjusted based on ENGINEER’s actual cost 
experience during the contract period in accordance with applicable federal procurement regulations and 
overhead rates approved by federal audit agencies.  
 
 4. Subsistence in accordance with federal travel regulations. 
 
 5. Transportation rates as set forth in the Task Order. 
  
 6. Out-of-pocket costs for professional consultant services, subcontracts, supplies, equipment, 
materials, telephone, and other expenses chargeable to the contract in accordance with ENGINEER’s usual 
accounting practices. 
 
 7. A fixed fee is a lump sum amount paid to ENGINEER by OWNER for a particular project and 
includes ENGINEER’s margin or profit. If applicable, a fixed fee will be established for each Task Order 
and will only be adjusted by an amendment to the Task Order. 
 
5.02 Payment Schedule 
 
 Payment of compensation shall be made by OWNER to ENGINEER as follows: 
 
 A. Payment for negotiated lump sums shall be billed based on the percentage of work completed 
within the applicable period, generally monthly, and shall be due not later than 30 days following 
OWNER’s review and approval of the invoice. 
 
 B. Payment for work performed on an hourly basis shall be invoiced monthly and shall be due not 
later than 30 days following OWNER’s review and approval of the invoice.  

 
 C. ENGINEER relies on payments by OWNER when due to meet ENGINEER’s payroll and other 
costs of doing business. In the event that OWNER fails to make payment for services within 30 days after 
receipt of ENGINEER’s invoice, OWNER shall pay interest on the unpaid balance at 12% per annum or 
the maximum rate of interest allowed by law, whichever is less.  
 
Section 6 - GENERAL PROVISIONS 
 
6.01 Standards of Performance 
 
 ENGINEER will perform all services under this Agreement to the best of ENGINEER’s ability, 
diligently, in good faith, in a professional manner consistent with the skill and care ordinarily provided by 
engineers practicing in the same or similar locality under the same or similar circumstances, and consistent 
with any and all applicable federal, state, and local laws, rules, codes, ordinances, and regulations. All 
services will be performed by qualified personnel, consistent with the terms and conditions contained in 
this Agreement. All services will be performed expeditiously and ENGINEER will make all decisions 
called for promptly and without unreasonable delay. All materials and documents prepared by ENGINEER 
will be accurate, complete, unambiguous, prepared properly, and in compliance with all applicable federal, 
state, and local laws, regulations, codes, and ordinances. Except as otherwise provided in this Agreement, 
ENGINEER makes no warranties, express or implied, under this Agreement or otherwise, in connection 
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with ENGINEER’s services. 
 

6.02 Betterment 
 
 If ENGINEER mistakenly leaves any component or item required for the project out of the construction 
documents, ENGINEER shall not be responsible for the cost or expense of constructing or adding the 
component or item to the extent such item or component would have been required and included in the 
original construction documents; provided, however: (a) ENGINEER shall be responsible for the cost of 
any delays resulting from ENGINEER’s failure to include such item or component in the construction 
documents; and (b) ENGINEER will make all necessary or appropriate changes or modifications to the 
construction documents which may be necessary to address the component or item that ENGINEER failed 
to include in the construction documents at no cost and expense to OWNER.  
 
6.03 Certifications, Guarantees and Warranties 
 
 ENGINEER shall not be required to sign any documents, no matter by whom requested, that would 
result in ENGINEER having to certify, guarantee, or warrant the existence of conditions which cannot 
reasonably be ascertained by ENGINEER. OWNER also agrees not to make resolution of any dispute with 
ENGINEER or payment of any amount due to ENGINEER in any way contingent upon ENGINEER 
signing any such certification. 
 
6.04 Contingency Fund 
 
 OWNER and ENGINEER acknowledge that changes may be required for a variety of reasons and that 
the costs of the project may exceed the construction contract sum. OWNER agrees to set aside sufficient 
funds as a contingency reserve to be used, as required, to pay the local share of any such increased project 
costs.  
 
6.05 Changes 
 
 OWNER may, at any time and by written order, make changes within the general scope of the 
Agreement in the services to be provided. If such changes cause an increase or decrease in ENGINEER’s 
costs of, or time required for, performance of any services, an equitable adjustment shall be made and the 
Agreement shall be modified in writing accordingly. Any claim of ENGINEER for an adjustment must be 
asserted in writing within 30 days from the date of receipt by ENGINEER of the notification of change 
unless OWNER grants a further period of time. 
 
6.06 Reuse of Construction Documents 
 
 All documents furnished by ENGINEER pursuant to this Agreement, including plans, specifications, 
and reports, are instruments of its services in respect of the project. Reproducible copies of drawings and 
copies of other pertinent data shall be made available to OWNER upon request. They are not intended or 
represented to be suitable for reuse by OWNER or others on extensions of the project or on any other 
project. Any reuse by OWNER without specific written verification or adaptation by ENGINEER shall be 
at OWNER’s sole risk and without liability or legal exposure to ENGINEER, and OWNER shall indemnify, 
defend and hold harmless ENGINEER for all claims, damages, losses and expenses, including attorneys’ 
fees arising out of or resulting therefrom. Any such verification or adaptation shall entitle ENGINEER to 
further compensation at rates to be agreed upon by OWNER and ENGINEER.  
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6.07 Reuse of Planning Documents 
 
 The purpose of the Airport Layout Plan is to show the existing airport facilities and future development 
at the Airport. The Airport Layout Plan represents conditions at the Airport at the time it is approved. For 
any particular project OWNER may require ENGINEER for showing completed projects following 
approval of the Airport Layout Plan and project closeout. City may use and reuse Airport Layout Plans 
updated by ENGINEER for any purpose.  
 
6.08 Estimate of Construction Costs 
 
 Since ENGINEER has no control over the cost of labor, materials or equipment, or over OWNER’s 
contractor’s methods of determining prices, or over competitive bidding or market conditions, 
ENGINEER’s opinions of probable project costs or construction cost represent ENGINEER’s judgment as 
a design professional familiar with the construction industry, but ENGINEER cannot and does not 
guarantee that proposals, bids, or construction costs will not vary from ENGINEER’s opinions of probable 
costs. If OWNER wishes greater assurance as to the construction cost it shall employ an independent cost 
estimator. 
 
6.09 Dispute Resolution 
 
 A. OWNER and ENGINEER agree that they shall first submit any and all unsettled claims, 
counterclaims, disputes and other matters in question between them arising out of or relating to this 
Agreement or the breach thereof (“disputes”), to mediation by a mutually agreed upon mediator. After a 
written demand for non-binding mediation, which shall specify the nature of the dispute, and within thirty 
(30) days from the date of selection of the mediator, the matter shall be submitted to the mediator for 
consideration. The mediator shall provide an informal opinion and advice, none of which shall be binding 
upon the parties. The mediator’s fee shall be shared equally by the parties. If the dispute has not been 
resolved, the matter may then be considered by other methods of dispute resolution. 
 
 B. OWNER and ENGINEER further agree to include a similar mediation provision in all agreements 
with independent engineers and consultants retained for the project and to require all independent engineers 
and consultants also to include a similar mediation provision in all agreements with subconsultants, 
subconsultants, suppliers, or fabricators so retained, thereby providing for mediation as the primary method 
for dispute resolution between the parties to those agreements. 
 
 C. With respect to any dispute relating to this Agreement, or if a suit, action, arbitration, or other 
proceeding of any nature whatsoever is instituted to interpret or enforce the provisions of this Agreement, 
including, without limitation, any proceeding under the U.S. Bankruptcy Code and involving issues peculiar 
to federal bankruptcy law or any action, suit, arbitration, or proceeding seeking a declaration of rights or 
rescission, the prevailing party will be entitled to recover from the losing party its reasonable attorney fees, 
paralegal fees, expert fees, and all other fees, costs, and expenses incurred in connection therewith, as 
determined by the judge or arbitrator at trial, arbitration, or other proceeding, or on any appeal or review, 
in addition to all other amounts provided by law. 
 
6.10 Access to Records 
 
ENGINEER shall maintain an acceptable cost accounting system. ENGINEER agrees to provide OWNER, 
the Federal Aviation Administration and the Comptroller General of the United States or any of their duly 
authorized representatives access to any books, documents, papers, and records of ENGINEER which are 
directly pertinent to the specific contract for the purpose of making audit, examination, excerpts and 
transcriptions. ENGINEER agrees to maintain all books, records and reports required under this contract 



Airport Standard Master Agreement for use with Task Orders Page 11 of 16 
{10340520-01245610;2} 

for a period of not less than three years after final payment is made and all pending matters are closed.  
 
6.11 Subconsultants 
 
 Any subconsultants required by ENGINEER in connection with the services covered by this Agreement 
shall be limited to such individuals or firms as were specifically identified and agreed to during negotiations 
for the individual project and identified in the Task Order. Any changes in subconsultants shall be subject 
to the prior approval of OWNER.  
 
6.12 Successors and Assigns 
 
 A. OWNER and ENGINEER each is hereby bound and the partners, successors, executors, 
administrators and legal representatives of OWNER and ENGINEER (and to the extent permitted by 
paragraph 6.12.B., the assigns of OWNER and ENGINEER) are hereby bound to the other party to this 
Agreement and to the partners, successors, executors, administrators and legal representatives (and said 
assigns) of such other party, in respect of all covenants, agreements and obligations of this Agreement. 
 
 B. Neither OWNER nor ENGINEER may assign, sublet or transfer any rights under or interest 
(including but without limitation, moneys that are due or may become due) in this Agreement without the 
written consent of the other, except to the extent that any assignment, subletting or transfer is mandated or 
restricted by law. Unless specifically stated to the contrary in any written consent to an assignment, no 
assignment will release or discharge the assignor from any duty or responsibility under this Agreement. 
 
 C. Unless expressly provided otherwise in this Agreement: 
 
 1. Nothing in this Agreement shall be construed to create, impose or give rise to any duty owed by 
ENGINEER to any ENGINEER’s subconsultant, supplier, other individual or entity, or to any surety for or 
employee of any of them. 
 
 2. All duties and responsibilities undertaken pursuant to this Agreement will be for the sole and 
exclusive benefit of OWNER and ENGINEER and not for the benefit of any other party. OWNER agrees 
that the substance of the provisions of this paragraph 6.15.C. shall appear in the construction contract 
documents. 
 
6.13 Construction Operations Plan  
 
 If included under Section 2 - Scope of Work, a “Construction Operations Plan” to address specific 
airport operations and security impacts of construction activities on airport operations will be prepared for 
inclusion any construction documents. Contractor violation of the Construction Operations Plan 
requirements shall immediately be verbally noted to the contractor’s superintendent and OWNER. 
Contractor shall take immediate action to correct the violation. Work shall be stopped until the appropriate 
actions to correct the noted problem(s) have been taken by the contractor to the satisfaction of ENGINEER 
and OWNER. Written notice of the violation will be given to the contractor. OWNER can, at any time, 
order a work stoppage until such time as the contractor has demonstrated that he is capable of completing 
the work without additional violations. 
 
 Neither the professional activities of ENGINEER, nor the presence of ENGINEER or ENGINEER’S 
employees and subconsultants at the construction site, shall relieve the contractor and any other entity of 
their obligations, duties and responsibilities including, but not limited to, construction means, methods, 
sequence, techniques or procedures necessary for performing, superintending or coordinating all portions 
of the work of construction in accordance with the contract documents and any health or safety precautions 



Airport Standard Master Agreement for use with Task Orders Page 12 of 16 
{10340520-01245610;2} 

required by any regulatory agencies. ENGINEER’S personnel have no authority to exercise any control 
over any construction contractor or other entity or their employees in connection with their work or any 
health or safety precautions. OWNER agrees that the contractor is solely responsible for jobsite safety, and 
warrants that this intent shall be made evident in OWNER’S agreement with the contractor. OWNER also 
agrees that OWNER’S agreement with the contractor shall require the contractor to indemnify OWNER, 
ENGINEER and ENGINEER’S subconsultants from and against all claims arising out of or resulting from 
the performance of the work and shall also require the contractor to provide a separate policy containing 
OWNER’s protective liability coverage, which, in addition to the contractor’s general liability insurance 
policy, shall name OWNER, ENGINEER and ENGINEER’S subconsultants as insureds and which shall 
indemnify OWNER, ENGINEER and ENGINEER’S subconsultants against claims, demands or liability 
by any person or entity which may arise from the performance of the contractor and his or her subcontractors 
on this project. 
 
6.14 Allocation of Risks - Indemnification 
 
 A. To the fullest extent permitted by law, ENGINEER shall indemnify and hold harmless OWNER 
and OWNER’s officers, directors, partners, employees, representatives and agents from and against any 
and all claims, costs, losses, damages and expenses (including but not limited to all fees and charges of 
engineers, architects, attorneys and other professionals and all court or arbitration or other dispute resolution 
costs) caused by (a) the negligent acts or omissions of ENGINEER or ENGINEER’s officers, directors, 
partners, employees, and agents in the performance and furnishing of ENGINEER’s services under this 
Agreement, or (b) ENGINEER’S failure to perform any ENGINEER obligation under this Agreement.  
 
 B. To the fullest extent permitted by law, OWNER shall indemnify and hold harmless ENGINEER 
and ENGINEER’s officers, directors, partners, employees, agents and consultants from and against any and 
all claims, costs, losses, damages and expenses (including but not limited to all fees and charges of 
engineers, architects, attorneys and other professionals and all court or arbitration or other dispute resolution 
costs) caused by the negligent acts or omissions of OWNER or OWNER’s officers, directors, partners, 
employees, and agents with respect to this Agreement or the project. 
 
 C. In addition to the indemnity provided under paragraph 6.14.B of this Agreement, and to the fullest 
extent permitted by law, OWNER shall indemnify and hold harmless ENGINEER and its officers, directors, 
partners, employees, agents and consultants from and against all claims, costs, losses, damages and 
expenses (including but not limited to all fees and charges of engineers, architects, attorneys and other 
professionals and all court or arbitration or other dispute resolution costs) caused by, arising out of or 
resulting from any hazardous environmental condition, provided that (i) any such claim, cost, loss, damage 
or expense is attributable to bodily injury, sickness, disease, or death, or to injury to or destruction of 
tangible property (other than completed Work), including the loss of use resulting therefrom, and (ii) 
nothing in this paragraph 6.17.C shall obligate OWNER to indemnify any individual or entity from and 
against the consequences of that individual’s or entity’s own negligence or misconduct. 

 
The following definitions apply to paragraph 6.14.C. 
 

 a. Asbestos--Any material that contains more than one percent asbestos and is friable or is releasing 
asbestos fibers into the air above current action levels established by the United States Occupational Safety 
and Health Administration. 
 
 b. Hazardous Environmental Condition--The presence at any project site of Asbestos, PCB’s, 
Petroleum, Hazardous Waste, or Radioactive Materials in such quantities or circumstances that may present 
a substantial danger to persons or property exposed thereto in connection with the work. 
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 c. Hazardous Waste--The term “Hazardous Waste” shall have the meaning provided in Section 1004 
of the Solid Waste Disposal Act (42 USC Section 6903) as amended from time to time. 
 
 d. PCB’s--Polychlorinated biphenyls. 
 
 e. Petroleum--Petroleum, including crude oil or any fraction thereof which is liquid at standard 
conditions of temperature and pressure (60 degrees Fahrenheit and 14.7 pounds per square inch absolute), 
such as oil, petroleum, fuel oil, oil sludge, oil refuse, gasoline, kerosene, and oil mixed with other non-
Hazardous Waste and crude oils. 
 
 f. Radioactive Materials--Source, special nuclear, or byproduct material as defined by the Atomic 
Energy Act of 1954 (42 USC Section 2011 et seq.) as amended from time to time. 

 
 D. Conditions Beyond the Control of Engineer 
 
 OWNER recognizes that in the course of completing the services under this Agreement, ENGINEER 
may encounter conditions which are beyond the control of ENGINEER and which create potential for 
claims against and additional costs to ENGINEER which are not covered in fees earned for services 
provided. This category includes the following: 
 
 1. Unknown underground utilities or other man-made objects not properly located underground. 
 
 2. Unavoidable contamination of subsurface areas, aquifers, etc., or the disturbance of natural 
underground resources during the design and construction of the project. 
 
 3. Changed codes or standards during the course of the work. 
 
 4.  Information provided by others which is not accurate or complete, provided the information was 
provided by OWNER’s employees, agents, or representatives and ENGINEER’s reliance on such 
inaccurate or incomplete information was reasonable and appropriate under the circumstances. 
 
 5. Conditions that may arise and differ significantly from those existing at the beginning of the project. 
 
 Should any such condition occur during the performance of this Agreement, judged to be beyond the 
control of ENGINEER, ENGINEER will promptly notify OWNER, and the parties will renegotiate the 
Agreement. If terms cannot be agreed to, the parties agree that either party has the right to terminate the 
Agreement.  
 
6.15 Statutes of Limitations.  
 
 Causes of action between the parties to this Agreement pertaining to acts or failures to act shall be 
deemed to have accrued and the applicable statutes of limitations shall commence to run in any and all 
events not later than either the date of substantial completion of the project for acts or failures to act 
occurring prior to substantial completion or the date of final payment for acts or failures to act occurring 
after substantial completion. 
 
6.16 Insurance 
 
 A. ENGINEER shall procure and maintain insurance with limits of liability as follows: 
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  a.  Workers’ Compensation: Statutory 
 
  b.  Employer’s Liability $500,000 
 
  b.  General Liability: 
    General Aggregate: $2,000,000 
    Each Occurrence (Bodily Injury and 
    Property Damage): $1,000,000 
 
  c.  Excess Umbrella Liability: 
    Each Occurrence: $1,000,000 
 
  d.  Automobile Liability 
    Combined Single Limit $1,000,000 
 
  e.  Professional Liability (Aggregate) $1,000,000 
 
 Additional Insured. Each insurance liability policy required under this Agreement (except 
professional liability insurance) will be in a form and content satisfactory to OWNER, will list OWNER, 
its officers, agents, and employees as additional insureds, and will contain a severability of interest clause. 
Prior to ENGINEER’s commencement of any services, ENGINEER will furnish OWNER with certificates 
of insurance evidencing the insurance coverage (and provisions) ENGINEER is required to obtain under 
this Agreement. The certificates of insurance will be accompanied by a copy of the additional insured 
endorsement. There will be no cancellation, material change, potential exhaustion of aggregate limits or 
failure to renew the insurance policies without ten (10) days written notice from ENGINEER to OWNER. 
ENGINEER’s insurance will be primary, and any insurance carried by OWNER will be excess and 
noncontributing. If ENGINEER fails to maintain insurance as required under this Agreement, OWNER 
will have the option, but will not have the obligation, to obtain such coverage with costs to be reimbursed 
by ENGINEER immediately upon OWNER’s demand.  
            
 Under Professional Liability Insurance, ENGINEER is insured for claims arising out of the 
performance of professional services caused by the negligent acts, errors or omissions of ENGINEER. 
Under the terms of ENGINEER’s Professional Liability Insurance, no parties other than ENGINEER are 
eligible to be insured. Because of this, no party is allowed to be listed as an “additional insured” on 
ENGINEER’s Professional Liability Insurance. 
 
 B. ENGINEER shall deliver certificates of insurance to OWNER evidencing the coverage indicated. 

 
 C. OWNER agrees to include in construction contracts resulting from design services under this 
Agreement, provisions for satisfactory protection to OWNER and ENGINEER during the construction 
phase of the project. This shall be accomplished by requiring the following in the construction contract 
documents: 
 
 1. Contractor’s insurance company shall provide a letter to each insured and additional insured that 
all contractors have provided the insurance coverage required by the contract documents. 
 
 2. Contractor’s liability insurance shall include OWNER, ENGINEER and ENGINEER’s consultants 
as additional insureds, including coverage for the respective directors, officers, employees, and agents of 
all such additional insureds. 
 
 3. Contractor shall purchase a separate OWNER’s and ENGINEER’s protective policy insuring 
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OWNER and naming ENGINEER and ENGINEER’s consultants as additional insureds. The minimum 
amount of this coverage shall be $1,000,000 each occurrence and $2,000,000 aggregate. 
 
 4. If appropriate, property (builders’ risk) insurance shall be purchased by the contractor, with the 
contractor’s subcontractors, OWNER, ENGINEER and ENGINEER’s consultants named as insureds or 
additional insureds. 
 
 Contractor furnished policies shall be primary and not contributing to any other insurance of OWNER 
or ENGINEER. 

 
 D. At any time, OWNER may request that ENGINEER, at OWNER’s sole expense, provide additional 
insurance coverage, increased limits, or revised deductibles that are more protective than those specified in 
this paragraph 6.16. If so requested by OWNER, with the concurrence of ENGINEER, and if commercially 
available, ENGINEER shall obtain and shall require ENGINEER’s subconsultants to obtain such additional 
insurance coverage, different limits, or revised deductibles for such periods of time as requested by 
OWNER. 

 
6.17 Controlling Law 
 
 This Agreement shall be governed by the laws of the State of Oregon. Any action or proceeding arising 
out of this Agreement will be litigated in courts located in Jefferson County, Oregon. Each party consents 
and submits to the jurisdiction of any local, state, or federal court located in Jefferson County, Oregon.  
 
6.18 Notices 
 
 Any notice required or permitted to be delivered hereunder shall be in writing and shall be deemed 
given when: (a) received or rejected by the addressee, if sent by messenger or recognized overnight delivery 
service (such as UPS or Federal Express), (b) received or rejected by the addressee, if sent by certified mail, 
return receipt requested, or (c) upon delivery when sent by electronic mail during business hours (i.e., before 
5:00 p.m., Pacific Time) with a hard copy of the notice delivered within two (2) business days by overnight 
courier, addressed to the parties at the addresses shown on the signature page for this Agreement or such 
other address as either party may from time to time specify by written notice to the other.  
 
6.19 Survival 
 
 All express representations, indemnifications, or limitations of liability included in this Agreement will 
survive its completion or termination for any reason. 
 
6.20 Severability 
 
 Any provision or part of the Agreement held to be void or unenforceable shall be deemed stricken, and 
all remaining provisions shall continue to be valid and binding upon OWNER and ENGINEER.  
 
6.21 Waiver 
 
 Non-enforcement of any provision by either party shall not constitute a waiver of that provision, nor 
shall it affect the enforceability of that provision in subsequent circumstances or of the remainder of this 
Agreement. 
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6.22 Execution/Counterparts  
 
 The parties may execute this Agreement in separate counterparts, each of which when executed and 
delivered will be an original, but all of which together will constitute one and the same instrument. 
Electronic transmission of a party’s signature will be the same as delivery of an original. At the request of 
either party, the parties will confirm electronically transmitted signatures by signing and delivering an 
original document. 
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CITY OF MADRAS 
Request for Council Action 

 
Date Submitted: September 16, 2020 
  
Agenda Date:  September 22, 2020 
 
To:   Mayor and City Council 
 
From:   Gus Burril, City Administrator 
 
Subject:  MADRAS CINEMA 5  
 Letter of Intent for Financial Assistance   
 
TYPE OF ACTION REQUESTED: 
 

 Formal Action/Motion  Public Hearing (Enter Type) 

 Ordinance  Resolution 

 Consent Agenda  No Action - Report Only 
 
DISCUSSION AND STAFF ANALYSIS:  
 
On June 10, 2020, Madras Cinema 5 owner Chuck Nakvasil contacted the City of Madras to 
inform the MRC that due to COVID-19 impacts, Madras Cinema 5 LLC was in serious financial 
trouble that could lead to the sale of the theater or filing bankruptcy unless significant financial 
support could be provided to sustain their operations through the COVID-19 restriction period 
(possibly up to next 12 months). On June 23rd, the MRC listened to comments from Madras 
Cinema 5 on the difficult financial situation faced by all Oregon theatres due to COVID-19 
restrictions. The MRC appointed a subcommittee to work on further questioning of Madras 
Cinema 5 and to bring back information to the MRC on potential actions to assist.  
 
The subcommittee, comprised of Chair Brick, Commissioner Embanks, and Administrator Burril, 
has met twice with Madras Cinema and reviewed a Profit and Loss Statement covering the last 
8 years of their operations. Here are the current take-aways from the discussions so far:   

• Madras Cinema has attempted to sell the business due to the current business situation 
with COVID-19 restrictions but has received no offers to date. 

• Governor mandates limit seating capacity and the public’s willingness to be in a group 
setting are greatly reducing business activity. 

• Limited seating capacity is causing the movie industry to further slow new releases 
(none until one in late August planned) which drives most of the revenue for the theater 
which also drives food and beverage sales. 

• Madras Cinema 5 is willing to continue to operate the theater as it has if financial 
assistance is made available so it can keep the operation whole over the next 12 months 
until new movies are released. 
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• $200,000 in financial aid is needed to remain in operation and to show some new 
release (1st run) movies over the next 12 months   

• The first part of financial aid is needed no later than November 1, 2020. 

• Madras Cinema 5 is open to dedicating one of its five screens to Spanish films over this 
next year as part of receiving public financial aid with the hope of attracting more 
community members to the theater. 

On August 25, 2020, the MRC and City Council formally directed the MRC subcommittee to 
prepare a financial assistance package offer to Madras Cinema 5 and bring it back to both 
boards for review, discussion and consideration for approval. The following is a summary of the 
draft terms of agreement between the subcommittee and Madras Cinema 5 that are further 
detailed in the attached letter of intent. 

• MRC and City of Madras agree to make a $200,000.00 line of credit available to Madras 
Cinema 5. 

o No payments or interest for the first 24 months; 

o Interest rate after month 24 – 3%; 

o Payback period within 12 years;  

o Draw down is 25% maximum per quarter over the next 12 months (i.e. maximum 
request of $50,000 every three months); first draw down eligible October 14, pay 
within 10 days; 

o Must submit quarterly report to City and MRC on what revenue and expenses 
have occurred with clarification on revenue on what other financial assistance 
has been received from Local, State or Federal government; 

o If Madras Cinema 5 is able to secure other grant funding towards the $200,000 in 
gap funding (figure calculated August 2020), then the amount of $200,000 in 
borrowing will be reduced accordingly; Madras Cinema 5 agrees to keep the City 
and MRC informed of any grant assistance received over the course of the time 
period between August 2020 and the end of the 12 month line of credit draw 
down; and 

o Madras Cinema 5 agrees to pay its taxes in full during this period of assistance. 

• Principal Forgiveness: 

o Should Madras Cinema 5 continue to remain open and not shut down, after 12 
months from the first draw down, Madras Cinema 5 is eligible for a 50% loan/line 
of credit principal forgiveness. Should Madras Cinema 5 remain open after 24 
months from the first draw down, the remaining 50% principal loan amount will be 
forgiven as a form of economic aid due to the COVID-19 pandemic. 

• Agreement is transferable upon consent of the City and MRC. 

• Should the Theater shutdown and stop showing 1st release available films and no shows 
for any period of 14 consecutive days, or 15 days in any 30-day period, it will be deemed 
a failure to operate the business and Madras Cinema 5 shall be in default. The line of 
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credit borrowed amount shall be due and is lien-able against the property (2nd position 
likely with bank notes already in place). 

• For 12 months, Madras Cinema 5 will offer to the public no less than 1 film showing in 
Spanish per day (for days open) and no less than 5 film showings in Spanish per week. 
Madras Cinema 5 will periodically change the Spanish film offering, but in no event will 
the same film be the only Spanish offering for more than forty-five consecutive days. 

 
SUMMARY: 
 

A. Fiscal Impact: 
 Up to $200,000 in cost to keep the theater open and viable for the next 12 

months (may be less if Madras Cinema 5 able to secure other financial 
assistance); funded from MRC Fund 705. 

 
B. Funding Sources: 

 Madras Redevelopment Commission – MURD Loan Fund 705 – 50% 
 City of Madras - Tourism and Economic Development Fund – 50% 

(transfer to MRC Loan Fund 705 through budget resolution) 
 
 C. Recognition of Collateral Material and Technical Report: 

 Draft Letter of Intent 
 
RECOMMENDATION: 
That the Council approve the Letter of Intent as drafted and direct staff to prepare the financial 
aid agreement and authorize the City Administrator to sign, subject to City Attorney final review.  
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September 3, 2020 
 
_________________________ 
Attn: Charles Nakvasil 
Madras Cinema 5, LLC 
1101 SW Hwy 97 
Madras, OR 97741 
 

Re: Letter of Intent – Madras Cinema 5 Support 
 
Dear Mr. Nakvasil: 
 
This letter summarizes the general terms and conditions under which the City of Madras (“City”) and Madras 
Redevelopment Commission (“MRC”) are interested in providing certain incentives to Madras Cinema 5, LLC 
(“Company”) to allow for continued operation of the movie theater business (the “Business”) operated by 
Company on the property addressed as 1101 SW Hwy 97, Madras, OR 97741 (the “Property”). The terms and 
conditions contained in this letter are based upon the parties’ current intentions and information known to the 
parties as of the date of this letter. Except for the provisions contained in Part Two of this letter, this letter is 
nonbinding and does not grant or impose any legal rights and/or obligations on City, MRC, or Company. 
 

Part One – Nonbinding Provisions 
 
Based upon information known to the parties as of the date of this letter, City and MRC propose that the Definitive 
Agreements (as defined below) be consistent with the nonbinding provisions set forth in this Part One (Sections 1-
5; collectively, the “Non-Binding Provisions”):  

1. Line of Credit. Commencing upon the effective date of the Agreement (“Effective Date”), but in 
no event sooner than October 14, 2020, City and/or MRC will provide a non-revolving line of credit with a limit of 
Two Hundred Thousand Dollars ($200,000) (the “Credit Limit”) to Company to use solely for purposes of continued 
operation of the Business.  Disbursements would be limited to Fifty Thousand Dollars ($50,000) per quarter (based 
on the calendar year). Provided there are no defaults under the Definitive Agreements, no payments would be 
required and no interest would accrue on any disbursements for twenty four (24) months from the Effective Date. 
Commencing twenty-four (24) months after the Effective Date, unless the loan is forgiven pursuant to Section 5, 
interest would accrue on all then outstanding principal and any additional disbursements at the rate of three 
percent (3%) per annum. Furthermore, if Company is required to repay the loan for any reason, Company must 
make fully amortizing monthly payments based on a ten (10) year repayment schedule. If any payment is not made 
with five (5) days of the due date a late fee of Fifty Dollars ($50.00) per day will be assessed until the late fee is 
paid in full. Notwithstanding anything herein to the contrary, the then outstanding principal and all interest 
accrued thereon, would be payable in full ten (10) years from the Effective Date. The terms of the line of credit will 
be memorialized in a promissory note, secured to the Property by a trust deed, and secured to Company’s 
personal property by a security agreement and financing statement, or similar security, all in a form acceptable to 
City. In addition to standard default provisions, the Definitive Agreements will provide for a default interest rate of 
12% and that City and/or MRC may accelerate the due dates for repayment such the unpaid principal amount and 
all accrued interest is immediately due and payable.  

2. Alternative Financing. The Credit Limit will be reduced dollar for dollar by any financial 
assistance, in the form of a grant, forgivable loan, or any means that does not require repayment, received by 
company through any other governmental or private non-profit program. 
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3. Reporting. During the term of the Agreement, Company must provide quarterly written reports 
to City and MRC that include: (a) quarterly profit and loss statements, (b) an itemization of all expenditures from 
funds received under the line of credit during the applicable quarter, (c) whether Company has received financial 
assistance through any other local, state, federal, government or private non-profit program, (d) the number of 
film showings in Spanish during the applicable quarter (including information on titles and show times), (e) and 
such other information as City and/or MRC may reasonably request to evaluate compliance with the Agreement. 
Quarterly reports will be due no less than fifteen (15) days after the end of the applicable quarter. City and/or MRC 
may require Company to deliver an oral presentation of any quarterly report at a meeting of the MRC or Madras 
City Council.      

4. Payment of Taxes; Compliance with Laws. During the term of the Agreement, Company will 
timely pay all taxes and assessments, of any nature, associated with Company, the Business, and/or the Property. 
During the term of the Agreement, Company will operate the Business in compliance with the Laws. For purposes 
of this letter, the term “Law(s)” means all policies, rules, regulations, leases, covenants, conditions, restrictions, 
easements, declarations, laws, statutes, liens, ordinances, orders, codes, and regulations directly or indirectly 
affecting the Business, including, without limitation, the Americans with Disabilities Act of 1990 (and the rules and 
regulations promulgated thereunder), environmental laws, and City’s ordinances, all as now in force and/or which 
may hereafter be amended, modified, enacted, and/or promulgated. For purposes of this letter, “operate the 
Business” means maintaining regular business hours customary and reasonable for the nature of the Business. 
Notwithstanding the foregoing, failure to occupy the Property or otherwise maintain the Business as open to the 
public for the purpose of showing first release films for any period of fourteen (14) consecutive days, or fifteen (15) 
days in any thirty (30) day period, will be deemed a failure to operate the Business. 

5. Principal Forgiveness. If Company continuously operates the Business for twelve (12) months 
from the first disbursement under the line of credit, and provided Company is not otherwise in default under the 
Definitive Agreements, fifty percent (50%) of the then outstanding balance under the line of credit will be forgiven. 
If Company continuously operates the Business for twenty four (24) months from the first disbursement under the 
line of credit, and provided Company is not otherwise in default under the Definitive Agreements, the remainder 
of the outstanding balance under the line of credit will be forgiven.  

6. Spanish Films. For twelve (12) months after the Effective Date, Company will offer to the public 
no less than one (1) film showings in Spanish per day the Business is open and no less than five (5) film showings in 
Spanish per week. Company will periodically change the Spanish film offering, but in no event will the same film be 
the only Spanish offering for more than forty five (45) consecutive days.  

7. Definitive Agreements. Subject to the terms and conditions contained in this letter, City, MRC, 
and Company will pursue the negotiation of a mutually acceptable agreement concerning the terms of this letter 
(the “Agreement”) within thirty (30) days after the date Company executes this letter. In addition to the 
Agreement, the parties will enter into such other agreements necessary or appropriate (the Agreement along with 
the aforementioned other agreements are individually and collectively referred to herein as the “Definitive 
Agreement(s)”). City’s attorney will prepare initial drafts of the Definitive Agreements. Each party will be 
responsible for its own costs and expenses incurred in connection with this letter and the Definitive Agreements. 
The Definitive Agreements will allow for assignment by Company in conjunction with a transfer in ownership of the 
Business with prior consent of City and MRC. 

Part Two – Binding Provisions 

The binding provisions set forth in this Part Two (Sections 8-9; collectively, the “Binding Provisions”) are 
legally binding and enforceable against City, MRC, and Company. 

8. Term; Termination. This letter will terminate upon the earliest to occur of the following: (a) upon 
the written agreement of City, MRC, and Company; (b) upon the parties’ execution of the Agreement; and/or (c) 
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thirty (30) days after the date Company executes this letter if the parties have not executed the Agreement. Upon 
termination of this letter, the parties will have no further rights and/or obligations hereunder.  

9. Miscellaneous.  

  9.1 Provisions; Third-Party Beneficiaries; Costs and Expenses. The Nonbinding Provisions are 
not legally binding or enforceable against City, MRC, and/or Company. No binding obligation will exist with respect 
to the subject matter of the Nonbinding Provisions unless and until the parties sign the Definitive Agreements, and 
then only to the extent such obligations are set forth in the Definitive Agreements. The Binding Provisions are 
binding on the parties and their respective heirs, personal representatives, successors, and permitted assigns, and 
will inure to their benefit. The parties do not intend to confer any right or remedy on any third party. 
Notwithstanding anything contained in this letter to the contrary, the obligations of City and MRC under this letter 
and the Definitive Agreements remain subject to the review and approval of the council (City) and commission 
(MRC) and all applicable Laws. 

  9.2 Severability; Assignment; Binding Effect. Each provision contained in this letter will be 
treated as a separate and independent provision. The unenforceability of any one provision will in no way impair 
the enforceability of any other provision contained herein. Any reading of a provision causing unenforceability will 
yield to a construction permitting enforcement to the maximum extent permitted by applicable law. Company will 
not assign this letter to any person without City’s and MRC’s prior written consent. Subject to the immediately 
preceding sentence, this letter will be binding on the parties and their respective heirs, personal representatives, 
successors, and permitted assigns, and will inure to their benefit. This letter may be amended only by a written 
agreement signed by each party. 

  9.3 Attorney Fees; Governing Law. With respect to any dispute relating to this letter, or if a 
suit, action, arbitration, or other proceeding of any nature whatsoever is instituted to interpret or enforce the 
provisions of this letter, including, without limitation, any proceeding under the U.S. Bankruptcy Code and 
involving issues peculiar to federal bankruptcy law or any action, suit, arbitration, or proceeding seeking a 
declaration of rights or rescission, the prevailing party will be entitled to recover from the losing party its 
reasonable attorney fees, paralegal fees, expert fees, and all other fees, costs, and expenses incurred in connection 
therewith, as determined by the judge or arbitrator at trial, arbitration, or other proceeding, or on any appeal or 
review, in addition to all other amounts provided by law. This letter is governed by the laws of the State of Oregon, 
without giving effect to any conflict-of-law principle that would result in the laws of any other jurisdiction 
governing the agreement contained in this letter. Any action or proceeding arising out of this letter will be litigated 
in courts located in Jefferson County, Oregon. Each party consents and submits to the jurisdiction of any local, 
state, or federal court located in Jefferson County, Oregon. 

  9.4 Attachments; Notices. Any exhibits, schedules, instruments, documents, and other 
attachments referenced in this letter are part of this letter; provided, however, if any exhibits, schedules, 
instruments, documents, and/or other attachments conflict with the terms of this letter, the terms of this letter 
will control. All notices or other communications required or permitted by this letter must be in writing, must be 
delivered to the parties at the addresses first set forth above, or any other address that a party may designate by 
notice to the other party, and are considered delivered upon actual receipt if delivered personally, by fax or email 
(with electronic confirmation of delivery), or a nationally recognized overnight delivery service, or at the end of the 
third business day after the date of deposit if deposited in the United States mail, postage pre-paid, certified, 
return receipt requested. 

  9.5 Waiver; Entire Agreement. No provision of this letter may be modified, waived, or 
discharged unless such waiver, modification, or discharge is agreed to in writing by Company, City, and MRC. No 
waiver of either party at any time of the breach of, or lack of compliance with, any conditions or provisions of this 
letter will be deemed a waiver of other provisions or conditions hereof. This letter contains the entire agreement 
and understanding between the parties with respect to the subject matter of this letter and contains all the terms 
and conditions of the parties’ agreement and supersedes all other oral or written negotiations, discussions, 
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representations, and/or agreements. The parties may execute this letter in separate counterparts, each of which 
when executed and delivered will be an original, but all of which together will constitute one and the same 
instrument.  

With the exception of the Binding Provisions (Part Two), this letter does not constitute a binding agreement 
between the parties. This letter is an expression of the mutual intent and desires of the parties as to certain 
aspects of the Definitive Agreements. However, the parties agree that there are material terms as to which 
agreement has not been reached and this letter is not to be construed as a definitive contract. This letter is subject 
to the parties’ execution of the Definitive Agreements. It is expressly understood and agreed that (a) no liability or 
binding obligation is intended to be created between or among the parties to this letter, except with respect to the 
Binding Provisions, and (b) other than with respect to the Binding Provisions, any legal rights and obligations 
between or among the parties to this letter will come into existence only upon the parties’ execution and delivery 
of the Definitive Agreements, and then only in accordance with the terms and conditions of the Definitive 
Agreements. 

If the above general terms and conditions are acceptable to you, kindly sign both copies of this letter. Retain one 
copy for your files and return the second signed copy to me. I look forward to working with you and await your 
early response. This letter will be deemed null and void if not signed by you (where indicated below) and received 
by me on or before 5:00 p.m. on _______________________.  

Sincerely, 
 
 
 
Gus Burril, City Administrator 
 
 
 

Acknowledgement and Agreement 
 
 The undersigned (a) has read and understands the terms of this letter, and (b) agrees that the general 
terms and conditions contained in this letter are acceptable.  
 

Company: 
Madras Cinema 5, LLC, 
an Oregon limited liability company 

 
 

_________________________________________ 
       By: Charles Nakvasil, Member 
  
       Dated: ________________, 2020 
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CITY OF MADRAS 
Request for Council Action 

 
Date Submitted: September 16, 2020 
 
Meeting Date: September 22, 2020 
 
To: Mayor and City Council 
 
From: Police Chief, Tanner Stanfill 
 
Through: Gus Burril, City Administrator 
 
Subject: LIQUOR LICENSE RENEWALS 
 
TYPE OF ACTION REQUESTED: 
 

 Formal Action/Motion  Public Hearing (Enter Type) 

 Ordinance  Resolution 

 Consent Agenda  No Action - Report Only 
 
DESCRIPTION: 
As part of the annual renewal process for liquor licenses, Madras Police Department performs a 
background investigation on any business applying for renewal of their liquor license(s). 
 
STAFF ANALYSIS: 
Out of 34 local businesses known to have had liquor licenses in the last year, the following 
business is one of the last two that needed to be renewed. They have paid their fees and have 
been approved by the Madras Police Department. The last one remaining has been contacted 
and understands that the deadline for submittal is September 30th. 
 

1. Grocery Outlet 
 
SUMMARY: 

 
A. Fiscal Impact: 

The City of Madras receives $35.00 for each renewal application. 
 

B. Funding Source: 
General Fund Revenues #101-101-330-3501 Liquor License Renewals. 

 
E. Research/Reference Process 

The Madras Police Department performs the necessary background 
investigations.  

 
RECOMMENDATION: 
Formal motion that Council approve the liquor license renewal recommended by the Madras 
Police Department listed in this Staff Report. 
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CITY OF MADRAS 
Request for Council Action 

 
Date Submitted: September 16, 2020 
 
Meeting Date: September 22, 2020 
 
To: Mayor and City Council Members 
 
From: Charo Miller, HR & Administrative Director 
 
Through: Gus Burril, City Administrator 
 
Subject: ANNUAL UPDATES TO CITY OF MADRAS PERSONNEL MANUAL  
 Fiscal Year 2020-21  

 
TYPE OF ACTION REQUESTED: 
 

 Formal Action/Motion  Public Hearing  

 Ordinance  Resolution 

 Consent Agenda  No Action - Report Only 
 
OVERVIEW: 
In an effort to maintain a current personnel manual that reflects annual changes in employment 
law, reflects best practices, and aligns with City practice, staff has provided an annual update to 
the City’s Personnel Manual, effective October 1, 2020. 
 
DISCUSSION: 
Attached is the Personnel manual with updates/revisions highlighted in yellow for your 
reference. In addition is a summary of all changes made to-date. 
 
A significant portion of the revisions this year are: 1) updating existing policy language to align 
with best practice and legislative action per the City’s insurance agent, City County Insurance; 
and, 2) take existing City practice and aligning it with policy. 
 
All changes have been vetted through City County Insurance and the Madras Police 
Association. 
 
Staff recommends approving the City’s Personnel Manual updates effective October 1, 2020. 
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SUMMARY: 
 

A. General Coordination: 
 

Department Review Reviewed By Date Not Required  
City Administrator Gus Burril 9/15/2020  
City Attorney Jeremy Green  X 
City Recorder Lysa Vattimo  X 
Finance  Kristal Hughes 9/15/2020  
Community Development Nick Snead 9/15/2020  
Public Works Jeff Hurd 9/15/2020  
Police Tanner Stanfill 9/15/2020  

 
B. Fiscal Impact:  

• N/A 
 
C. Funding Source:  

• N/A 
 
E. Supporting Documentation: 

• Attachment A: Summary of Revisions  
• Attachment B: Personnel Manual Draft for FY20-21 
• Attachment C: Cyber Security Policy 

 
RECOMMENDATION/SUGGESTED MOTION: 
That Council approve the City of Madras Personnel Manual updates as proposed for FY 2020-
21, effective October 1, 2020. 
 
 



Personnel Manual Revisions 2020 

Page No. Changes Made 
All Pages General corrections to include spelling, text references, and document 

formatting. 
Throughout 
document 

Updated description of temporary employees to “Temporary/Seasonal” to 
align with agency partners and to decrease the potential of offending those in 
this class of employment.  

2 - 5 Updated and included definitions and new language affected by policy 
changes which were signed into law during 2019 and provided by CIS. 

5 – 11 Updated and additional language provided by CIS to be included due to laws 
signed in 2019 (SB 479 & SB 726) and that are currently in effect. These 
include updated language regarding the protected classes, employee rights 
and conduct, harassment and retaliation.  

11 – 12 Accommodation language, provided by CIS, affected by HB 2341; including 
issues regarding pregnancy, discrimination and retaliation. 

10, 28 Additional or new language, provided by CIS, to better inform staff of the EAP 
benefit and how to access services. 

16, 25 & 41 Expanded the description of employees eligible for paid sick time to follow SB 
454. This should have been included in the 2016 changes suggested by CIS; we 
are already doing this, so this inclusion does not change our current practice. 
Updated affected language in other sections. 

48 – 53 Updated and corrected this section, provided by CIS, to properly define the 
leave that is actually available to staff. We currently are only able to provide 
OFLA, due to the number of staff we currently employ. FMLA is only available 
to our staff through the Families First Act passed this year due to the 
coronavirus. These provisions are currently set to expire on Dec 31, 2020, 
unless extended by Congress, so it is not appropriate to include it in our 
permanent policies, although such policies DO apply to the City of Madras, and 
all employers that fit certain criteria. Also updated the OFLA poster included in 
the manual in previous years.  

68 – 69 Inclusion of the Cybersecurity Policy; adopted by Madras City Council and 
effective 5/1/2020; originally presented by CIS to be included in current policy. 
PDF of complete policy will be combined with the approved Personnel Manual 
changes as Appendix A. 
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I. GENERAL 
A. INTRODUCTION 

Mission Statement 
“A vibrant, responsive community where you can thrive and grow.” 
 
City Goals 

 Adopt and Implement a Comprehensive Economic Development Strategy 
 Create and Implement a Housing Strategy 
 Provide Infrastructure in the Urban Growth Boundary Expansion Area (UGAMA) 
 Improve the Transportation System 
 Reduce Infrastructure Backlog 
 Increase the Level of Community Engagement 

B. STATEMENT OF PURPOSE 

The City of Madras Personnel Manual is designed to provide systematic and equitable procedures 
and regulations for the hiring, compensation, hours of work, leave, safety, training, working 
conditions, promotions, transfer, discipline, removal, and other matters affecting the status of 
employees of the City of Madras. It represents the city’s personnel policies, benefits, and work 
rules and how they affect employees. These policies are provided to maintain and improve the 
facilities and services that the residents of the city require, to maintain uniformity and equity in 
personnel matters which will make city service attractive as a career, and to encourage each 
employee to give his/her best service to the city. 

 
Please become familiar with the contents of this personnel manual. Any questions about these 
policies and practices that are not answered by this manual or require clarification should be 
directed to the employee’s supervisor, the Human Resource Director, or the City Administrator. 

C. APPLICATION OF PERSONNEL POLICIES  

The City of Madras Personnel Manual sets forth the policies that are to be followed by the city in 
the administration of its personnel program. This policy manual supersedes all previous manuals, 
letters, memoranda, resolutions, and understandings unless otherwise noted. In the event of a 
conflict between these policies and any valid collective bargaining agreement, City ordinance or 
resolution, state or federal law, the terms and conditions of the contract, ordinance, resolution 
or law will apply. In all other cases, these policies and procedures will apply. 

 
These policies are used as guidelines and do not represent an employment contract or any aspect 
of an employment contract and should not be construed as such. These policies are not intended 
to make any commitment to any employee concerning how individual employment action can, 
should, or will be handled. The City remains free, in its sole discretion to change or amend these 
policies at any time, with or without notice. Changes made to these policies shall be 
communicated through standard communication channels and/or through revisions to this 
manual. Advance notice will be provided if possible but may not always be possible. The 
information contained in this manual applies to all employees of the City, and those working on 
behalf of the City. Some employment policies and practices may be different or will not apply to 
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those working in exempt positions per the Fair Labor Standards Act (FLSA), part-time positions, 
on-call, or temporary/seasonal positions, as noted within the specific policies. 

 
By its nature, these policies contain only general information and guidelines. They are not 
intended to be comprehensive or to address all possible applications or exceptions to the general 
policies and procedures of the City of Madras.  

D. AMENDMENTS AND ADDITIONS 

The City shall have the exclusive right to exercise the customary function of management 
including the right to change, alter, delete, add, or modify any provision of these personnel 
policies and to provide a notice of such changes to all employees. Final approval of all changes to 
the personnel policies shall be approved by resolution of the City of Madras Council. 

E. DEFINITIONS 

As used in this personnel policy manual the following terms shall have the meanings indicated: 
• Accrued Leave: The total amount of paid leave that an employee has “banked” in any 

given year. This may include sick leave, vacation, administrative leave and/or 
compensatory time. 

• Advancement: A salary increase within the limits of a pay range established for a class. 
• Allocation: The assignment of a single position to its proper class in accordance with the 

duties performed and the authority and responsibility exercised. 
• Anniversary Date: After the first year, the anniversary date is July first of each year, for 

vacation purposes. 
• Appeal: A request to a supervisor, department head, City Administrator or City Council for 

consideration of a decision or ruling on a problem or situation. 
• Bereavement Leave: Leave granted to employees to handle matters related to the death 

and grieving of an immediate family member (as defined by the City and OFLA, whichever 
is most appropriate for the circumstances). 

• Calendar Year: Twelve (12) month period beginning January 1 and ending December 31. 
• Central Personnel File: A file maintained in the office of the Human Resource Director 

which contains complete personnel records of all City Employees. 
• Child: A child includes a biological, adopted, foster or stepchild, the child of a registered, 

same-sex domestic partner, or a child with whom the employee is in a relationship of in 
loco parentis. For purposes of Serious Health Condition Leave, the “child” can be any age; 
for all other types of leave under OFLA, the “child” must be under the age of 18 or over 18 
if incapable of self-care because of a mental or physical disability. 

• City Administrator: The Chief Executive Officer and the head of the administrative branch 
of the City government who is directly responsible to the City Council for the proper 
administration of all affairs of the City. 

• Class: A group of positions sufficiently alike in responsibilities and authorities requiring 
similar qualifications. 

• Class Specifications: A written description of each class of position including a class title, a 
statement of objectives, the reporting relationships and the relations other than 
reporting. Positions, not the individual, are classified. 
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• Compensatory Time Off: Time off from work to compensate the employee for overtime 
worked. 

• Continuous Service: Uninterrupted employment with the City. Reasonable absences due 
to military service or extended leaves approved by the City Council do not constitute a 
break in continuous employment. 

• Contract Hire: Contract hires refer to those who are hired under contract or agreement to 
perform services for a specific scope of work or services by the City. Contract hires can be 
part-time or full-time, in which their duration of service can be in multi-year terms. All 
terms and conditions for a contract hire are set forth by the hiring contract/agreement. 

• Department: A major functional unit of the City government. 
• Department Head: A person directly responsible to the City Administrator for the 

administration of a department. 
• Discharge: Termination of employment with the City for reasons attributable to the 

employee. 
• Disciplinary Action: Imposition of certain personnel actions (i.e. reprimand, warning, 

suspension, dismissal, demotion) as a result of conduct detrimental to the City. 
• Dismissal: Termination of employment with the City for reasons attributable to the 

employee. 
• Drug/Alcohol Testing:  An analysis of a urine or blood specimen provided by the 

employee. 
• Duty Day: Any day or shift on which an employee is scheduled to be available for work. 
• Employee: Anyone who is salaried for employment with the City of Madras. 
• Family Medical Leave Act (FMLA): Entitles eligible employees of covered employers to 

take unpaid, job-protected leave for specified family and medical reasons with 
continuation of group health insurance coverage under the same terms and conditions as 
if the employee had not taken leave. 

• Family Member: a spouse (including registered, same-sex domestic partners), parent 
(biological, adoptive, step, foster, or in loco parentis), parent of a registered, same-sex 
domestic partner, parent-in-law, grandparent, grandchild, or “child” (see definition). 

• Fiscal Year: Twelve (12) month period beginning July 1 and ending June 30. 
• Flagrant Misconduct: Conspicuously bad behavior reflecting on the City. 
• Full-Time Employee: Regular full-time employees are scheduled to work 40 hours per 

week, generally, Monday through Friday on a regular basis and are expected to be 
employees for at least 6 months. Regular full-time employees are eligible for all city 
benefits and paid time-off. 

• Grievance: An employee’s oral or written expression of dissatisfaction with some aspect 
of his/her employment, a management decision affecting him/her, or an alleged violation 
of his/her rights for the purpose of attempting to gain an adjustment of said cause of 
dissatisfaction. 

• Hourly Rate: Rate of compensation for each hour of work performed. It is determined by 
dividing the annual regular salary by the regular number of hours worked each year. 

• Hours Worked: Paid time off for holidays, jury duty, vacation, sick leave or any other paid 
leave of absence will not be considered “hours worked” when calculating overtime pay. 
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• Immediate Family: Spouse, domestic partner, parents (including step parents, foster 
parents, parents-in-law and domestic partner's parents), grandparents, siblings, children, 
children of a domestic partner, step child, adopted child, a child for whom the employee 
has parenting responsibilities, and a relative or friend who resides with the employee. 

• Layoff: A separation from employment because of organizational changes, lack of work, 
lack of funds, or other reasons not reflecting, discredit upon an employee. 

• Leave of Absence: Time off from work for reasons within the scope and purpose of these 
rules and regulations upon prior approval of the department head, or City Council. 

• Limited Duration Employee: An appointment to a position that has a specified duration; 
not a permanent position. Limited duration positions can be full time, three-quarter time, 
or part time, and as such, is eligible for benefits that fall under that classification.  

• Mayor: The elected Chief Executive Officer and head of the administrative branch of the 
City government who is directly responsible for the proper administration of all affairs of 
the City. 

• Military Leave: Leave of absence for an employee entering reserve military training duty. 
• Month: One calendar month. 
• Occupational Disability: Disability from an accident or sickness suffered or contracted by 

the employee which cannot be attributed to the performance of assigned duties. 
• Oregon Family Leave Act (OFLA): Entitles eligible employees of covered employers to take 

unpaid, job-protected leave for specified family and medical reasons with continuation of 
group health insurance coverage under the same terms and conditions as if the employee 
had not taken leave. 

• Overtime: Overtime are any hours worked by non-exempt employees in excess of 8 hours 
in a work day, or 40 hours in a workweek. Daily overtime hours will be credited towards 
the weekly overtime hours.  

• Part-Time Employee: Regular part-time employees are scheduled to work at least 20 
hours per week but less than 30 hours per week on a regular basis and are expected to be 
employees for at least six months. Regular Part-time employees are generally not eligible 
for city benefits but are eligible for prorated paid time-off. 

• Personnel Action: Any action taken with reference to appointed position after the 
completion of his/her probationary period. 

• Personal Leave: An approved period of time away from work for personal reasons that 
does not fall under the guidelines of the family medical leave policy, or other leave policy. 

• Probationary Period: All appointments to regular positions, transfers and promotions 
shall be subject to a probationary period of 12 months. 

• Promotion: The change of position for an employee from a position in one class 
designation to a position in a class assigned to a higher salary range. 

• Reasonable Suspicion Testing: Specific observations that relate to significant changes in 
work performance, appearance (including, for example, noticeable odor of an alcoholic 
beverage), behavior or speech of an employee. In cases involving an accident that results 
in physical injury or serious property damage which occurs during the employee’s 
scheduled work shift or while engaged in city business and when such accident cannot 
otherwise reasonably be explained, reasonable suspicion is deemed to exist. 
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• Reclassification: A change in classification of a position by raising it to a higher class, 
reducing it to a lower class or changing it to another class at the same level. 

• Regular Employee: An employee who has been retained in his/her appointed position 
after the completion of his/her probationary period. 

• Relative (Immediate): An individual with any of the following relationships to the 
employee (Issued June 14, 2010, by the U.S. Office of Personnel Management): 

o Spouse, and parents thereof; 
o Sons and daughters, and spouses thereof; 
o Parents, and spouses thereof; 
o Brothers and sisters, and spouses thereof; 
o Grandparents and grandchildren, and spouses thereof; 
o Domestic partner and parents thereof, including domestic partners of any 

individual in 1 through 5 of this definition; and 
o Any individual related by blood or affinity whose close association with the 

employee is the equivalent of a family relationship. 
o NOTE: Definitions are different for FMLA and OFLA 

• Seniority: Priority of an employee based on the length of the employee’s continuous 
service to the City since the employee’s last date of hire. 

• Serious Health Condition: This is defined under OFLA as an illness, injury, impairment, or 
physical or mental condition that, for example: requires inpatient care in a medical care 
facility such as a hospital, hospice or residential facility such as a nursing home; requires 
constant or continuing care such as home care administered by a health care professional; 
or involves either an overnight stay in a medical care facility, or continuing treatment by a 
health care provider for a condition that either prevents the employee from performing 
the functions of the employee’s job, or prevents the qualified family member from 
participating in school or other daily activities. “Serious health condition” also includes any 
period of absence for the donation of a body part, organ or tissue, including preoperative 
or diagnostic services, surgery, post-operative treatment and recovery. 

• Shift Employee: An employee whose daily hours of work rotate from one shift to another 
periodically and whose duties are continuous from the start to the end of the shift. 

• Supervisor: Any person who is responsible to a higher level of authority and who directs 
the work of others. 

• Suspension: Temporary separation of an employee from City service with or without pay 
for disciplinary purposes. 

 Temporary/Seasonal Employee: Temporary/Seasonal employees are hired for a set 
duration or for a specific project and are not intended to be employed on a regular basis. 
Temporary/Seasonal employees may be hired full-time, three quarter time, or part time. A 
temporary/seasonal employee is employed for at least three months and not longer than 
twelve (12) months. Temporary/Seasonal employees are generally not eligible for City 
benefits; however, they are eligible for paid sick time per Oregon Sick Time Law. 

 Three-Quarter Time Employee: Regular three-quarter time employees are scheduled to 
work at least 30 hours per week but less than 40 hours per week on a regular basis and 
are expected to be employees for at least six months. Regular 3/4-time employees are 
eligible for all City benefits and prorated paid time-off.  
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 Transfer: A change of an employee from one position to another in the same class or to a 
position in a comparable class within the City service. 

 Under the Influence. When an employee is affected by drugs or alcohol or the 
combination of drugs and alcohol to the extent that it affects his or her ability to perform 
his or her job in a safe manner. 

 Workday: The regularly scheduled workday shall be eight (8) hours. Other non-traditional 
work schedules shall be presented to the City Council through the City Administrator for 
authorization. Such arrangements shall not conflict with requirements as prescribed by 
the Federal Labor standards Act (FLSA) and shall not be developed or administered to 
promote or encourage unauthorized overtime. Furthermore such-arrangements shall not 
conflict with any terms or agreements as prescribed by labor agreement. 

 Workweek: As described by the Department of Labor, a workweek is a fixed and regularly 
recurring period. The City’s workweek is Sunday 12:00 AM – Saturday 11:59 PM. 

 Work Schedules: Work schedules are designed by the supervisor and department needs. 
They are typically Monday through Friday 5-8-hour shifts. 

II. EQUAL EMPLOYMENT OPPORTUNITY (EEO) POLICIES & RECRUITMENT 
The following EEO Policies apply to all employees. Members of management, elected officials and 
employees alike are expected to adhere to and enforce the following EEO Policies. Any employee’s 
failure to do so may result in discipline, up to and including termination. 

All employees are encouraged to discuss these EEO Policies with the Human Resources Director at 
any time if they have questions relating to the issues of harassment, discrimination or bullying, or 
what it means to work in a respectful workplace. 

A. AT-WILL EMPLOYMENT 

Employment with the City of Madras is at-will. Employees and the City reserve the right to end 
the employment relationship, with or without cause, at any time. No one in the City has the 
authority to enter into any agreement contrary to this at-will relationship and it cannot be altered 
except when expressed in writing and signed by the City Administrator or Council and the 
employee. Unless included in the terms of a collective bargaining agreement, the City is not bound 
by any oral promises concerning the length or terms of employment.  

B. NON-DISCRIMINATION POLICY 

The City of Madras provides equal employment opportunity to all qualified employees and 
applicants without unlawful regard to race, color, religion, sex, gender identity, pregnancy 
(including childbirth and related medical conditions), sexual orientation, national origin, age, 
disability, genetic information, veteran status, domestic violence victim status, or any other status 
protected by applicable federal, Oregon, or local law. The City of Madras also recognizes an 
employee’s right to engage in protected activity under Oregon and federal law, as discussed in 
various policies below, and will not retaliate against an employee for engaging in protected 
activity.  

 
This EEO policy applies to all aspects of the employment relationship — including but not limited 
to, recruitment, hiring, compensation, promotion, demotion, transfer, disciplinary action, layoff, 
recall, and termination of employment. 
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C. STATEMENT REGARDING PAY EQUITY 

The City of Madras supports Oregon’s Pay Equity Law and federal and Oregon laws prohibiting 
discrimination between employees on the basis of a protected class (as defined by Oregon law) 
in the payment of wages or other compensation for work of comparable character. Employees 
who believe they are receiving wages or other compensation at a rate less than that at which City 
of Madras pays wages or other compensation to other employees for work of comparable 
character are encouraged to discuss the issue with the Human Resources Director.  
 
See also Section III-C “Statement Regarding Pay Practices.” 

D. NO-HARASSMENT POLICY 

The City of Madras prohibits harassment of any kind or sexual assault in the workplace, or 
harassment or sexual assault outside of the workplace that violates its employees, volunteers and 
interns’ right to work in a harassment-free workplace. Specifically, City of Madras prohibits 
harassment or conduct related to an individual’s race, color, religion, sex, pregnancy, sexual 
orientation, gender identity, national origin, age, disability, genetic information, veteran status, 
domestic violence victim status, or any other protected status or activity recognized under 
Oregon, federal or local law. 

 
Each member of management is responsible for creating an atmosphere free of discrimination, 
harassment, and sexual assault. Further, all employees are responsible for respecting the rights 
of other employees and to refrain from engaging in conduct prohibited by this policy, regardless 
of the circumstances, and regardless of whether others participate in the conduct or did not 
appear to be offended. All employees are encouraged to discuss this policy with their immediate 
supervisor, any member of the management team, or with the Human Resources Director, at any 
time if they have questions relating to the issues of discrimination or harassment. 
 
This policy applies to and prohibits sexual or other forms of harassment that occur during working 
hours, during  City of Madras -related or –sponsored trips (such as conferences or work-related 
travel), and during off-hours when that off-duty conduct creates an unlawful hostile work 
environment for any of City of Madras’ employees. Such harassment is prohibited whether 
committed by City of Madras employees or by non-employees (including elected officials, 
members of the community, volunteers, interns and vendors). 

 
Sexual Harassment 
Sexual harassment has been defined as unwelcome sexual advances, requests for sexual favors, 
or other verbal or physical conduct of a sexual nature (regardless of whether such conduct is 
“welcome”), when: 
• Submission to such conduct is made either implicitly or explicitly a term or condition of 

employment; 
• Submission to or rejection of such conduct by an individual is used as the basis for 

employment decisions affecting such individual; 
• Such conduct has the purpose or effect of unreasonably interfering with an individual’s 

work performance or creating an intimidating, hostile, or offensive work environment. 
 

Some examples of conduct that could give rise to sexual harassment are unwanted sexual 
advances; demands for sexual favors in exchange for favorable treatment or continued 
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employment; sexual jokes; flirtations; advances or propositions; verbal abuse of a sexual nature; 
comments about an individual’s body, sexual prowess, or deficiency; talking about your sex life or 
asking others questions about theirs; leering or whistling; unwelcome touching or assault; sexually 
suggestive, insulting, or obscene comments or gestures; displays of sexually suggestive objects or 
pictures; making derogatory remarks about individuals who are gay, lesbian, bisexual or 
transgender; or discriminatory treatment based on sex. This is not a complete list. 

 
Other Forms of Prohibited Harassment 
City of Madras policy also prohibits harassment against an individual based on the individual’s 
race, color, religion, sex, pregnancy, sexual orientation, gender identity, national origin, age, 
disability, genetic information, veteran status, domestic violence victim status, or any other 
protected status or activity recognized under Oregon, federal or local law.  

 
Such harassment may include verbal, written or physical conduct that denigrates or shows 
hostility towards an individual because of any protected status, and can include: 
• Jokes, pictures (including drawings), epithets, or slurs;  
• Negative stereotyping;   
• Displaying racist symbols anywhere on City of Madras property; 
• “Teasing” or mimicking the characteristics of someone with a physical or mental disability; 
• Criticizing or making fun of another person’s religious beliefs, or “pushing” your religious 

beliefs on someone who doesn’t have them; 
• Threatening, intimidating, or hostile acts that relate to a protected class; or  
• Written or graphic material that denigrates or shows hostility or aversion toward an 

individual or group because of the protected status. 

This is not a complete list. All employees are expected to exercise common sense and refrain from 
other similar kinds of conduct. 

 
Bullying 
The City of Madras strives to promote a positive, professional work environment free of physical 
or verbal harassment, “bullying,” or discriminatory conduct of any kind. City of Madras, therefore, 
prohibits employees from bullying one another or engaging in any conduct that is disrespectful, 
insubordinate, or that creates a hostile work environment for another employee for any reason. 
For purposes of this policy, “bullying” refers to repeated, unreasonable actions of individuals (or 
a group) directed towards an individual or a group of employees, which is intended to intimidate 
and that creates a risk to the health and safety of the employee(s).  

 
Examples of bullying include: 
• Verbal Bullying: Slandering, ridiculing or maligning a person or his/her family; persistent 

name calling that is hurtful, insulting or humiliating; using a person as butt of jokes; 
abusive and offensive remarks. 

• Physical Bullying: Pushing; shoving; kicking; poking; tripping; assault, or threat of physical 
assault; damage to a person’s work area or property. 

• Gesture Bullying: Non-verbal threatening gestures, glances that can convey threatening 
messages. 
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• Exclusion Bullying: Socially or physically excluding or disregarding a person in work-
related activities. In some cases, failing to be cooperative and working well with co-
workers may be viewed as bullying. 

• Cyber Bullying: Bullying that takes place using electronic technology, which includes 
devices and equipment such as cell phones, computers, and tablets as well as 
communication tools including social media sites, text messages, chat, and websites. 
Examples of cyberbullying include transmitting or showing mean-spirited text messages, 
emails, embarrassing pictures, videos or graphics, rumors sent by email or posted on 
social networking sites, or creating fake profiles on websites for co-workers, managers or 
supervisors or elected officials. 

 
This is not a complete list. 
 
Employees who have experienced bullying in violation of this policy, who has witnessed an 
incident of bullying, or who have credible information about an incident, are expected and should 
bring the matter to the attention of their supervisor or a member of management as soon as 
possible. If conduct in violation of this policy is found to have occurred City of Madras will take 
prompt, appropriate action, and any employee found to have violated this policy will be subject 
to disciplinary action, up to and including termination of employment. 

 
Complaint Procedure 
Each member of management is responsible for creating an atmosphere free of discrimination, 
harassment, and bullying. Further, Employees, volunteers or interns who have experienced a 
sexual assault, any harassment, discrimination in violation of this policy, who have witnessed such 
behavior, or who have credible information about such behavior occurring, are expected and 
should bring the matter to the attention of the Human Resources Director, or a supervisor or 
alternate member of management as soon as possible. Employees are strongly encouraged to 
document the information or incident in any written or electronic form, or with a voice mail 
message (or phone call). An employee who experiences or witnesses harassment is encouraged, 
but not required, to tell the harasser that the behavior is offensive and unwanted, and that he/she 
wants it to stop.  

 
Investigation and Confidentiality 
All complaints and reports will be promptly and impartially investigated and will be kept 
confidential to the extent possible, consistent with City of Madras’s need to investigate the 
complaint and address the situation. If conduct in violation of this policy is found to have occurred, 
City of Madras will take prompt, appropriate corrective action, and any employee found to have 
violated this policy will be subject to disciplinary action, up to and including termination of 
employment. 

 
Employees who have been subjected to harassment, sexual assault, or discrimination are 
encouraged to use the City of Madras’s complaint-reporting procedure, described above, to 
ensure a timely, thorough investigation and handling of the situation. Employees may, however, 
seek redress from the Oregon Bureau of Labor and Industries (BOLI) pursuant to ORS 659A.820 to 
659A.865, or in a court under any other available law, whether criminal or civil. Although the City 
of Madras cannot provide employees with legal advice, employees should be aware of the statute 
of limitations applicable to harassment or discrimination claims under ORS 659A.030, 659A.082 

Commented [A1]: The new law requires the employer to 
identify two specific individuals who can receive complaints. 
CIS recommends including a statement that employees can 
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or 659A.121 (five years). Further, before an employee can take any legal action against the City of 
Madras, the employee must provide written notice of the claim within 180 days of the act or 
omission the employee claims has caused him/her harm. When an employee can prove harm as 
a result of unlawful harassment or discrimination in an administrative proceeding or in a court, 
remedies available to the employee include enforcement of a right, imposition of a penalty, or 
issuance of an order to the employee’s employer (in limited circumstances). 
 
Protection Against Retaliation 
The City of Madras prohibits retaliation in any way against an employee because the employee 
has made a good-faith complaint pursuant to this policy or the law, has reported (in good faith) 
sexual assault, harassing or discriminatory conduct, or has participated in an investigation of such 
conduct.  
 
Employees who believe they have been retaliated against in violation of this policy should 
immediately report it to the Human Resources Director or any supervisor or member of 
management. Any employee who is found to have retaliated against another employee in 
violation of this policy will be subject to disciplinary action up to and including termination of 
employment. 
 
See also No-Discrimination, No-Retaliation Policy above, and the Reporting Improper and Unlawful 
Activity Policy, below. 
 
Other Resources Available to Employees 
The City of Madras provides an Employee Assistance Program (EAP) through Cascade Centers to 
employees and dependents who are enrolled in City of Madras’s medical coverage. For access to 
confidential help 24 hours a day, seven days a week, call toll-free: 1-800-433-2320, or go online 
to www.cascadecenters.com. The EAP program provides confidential counseling services and 
educational tools such as resources relating to eldercare, childcare, legal consultation, financial 
coaching, identity theft, and others.  
 
The City of Madras cannot provide legal resources to its employees or referrals to specific 
attorneys. Employees may contact the Oregon State Bar for more information: 
https://www.osbar.org/public/. 
 
Other Employee Rights 
Nothing in this policy is intended to diminish or discourage an employee who has experienced 
workplace harassment or discrimination, or sexual assault, from talking about or disclosing his/her 
experience. The City of Madras  is committed to creating and maintaining a workplace free of 
sexual assault, harassment, discrimination, and retaliation and it has confidence in the process it 
has developed for addressing good-faith complaints. However, Oregon law requires the City of 
Madras to inform employees that if they have been aggrieved by workplace harassment, 
discrimination or sexual assault and want to enter into an agreement with the City of Madras 
regarding his/her experience and/or employment status, the employee should contact the 
Human Resources Director. The employee’s request to enter into such an agreement must be in 
writing (email or text is acceptable). Requests of this nature will be considered on a case-by-case 
basis; such agreements are not appropriate for every situation. If the City of Madras and employee 
do reach an agreement, the City of Madras will not require an employee to enter into a 
nondisclosure agreement (which would prohibit the employee from discussing or communicating 
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about his/her experiences in the workplace or the terms of the agreement) or a non-
disparagement agreement (which would prohibit the employee from speaking slightingly about 
the City of Madras or making comments that would lower the City of Madras in rank or 
reputation). If, however, the employee makes a request for an agreement under this paragraph, 
nondisclosure and non-disparagement are terms that the City of Madras and the employee may 
agree to. The employee will have seven days to revoke the agreement after signing it.  

E. DISABILITY ACCOMMODATION POLICY 

The City of Madras is committed to complying fully with the Americans with Disabilities Act (ADA) 
and Oregon’s disability accommodation and anti-discrimination laws. We are also committed to 
ensuring equal opportunity in employment for qualified persons with disabilities. 
 
Accommodations 
City of Madras will make reasonable efforts to accommodate a qualified applicant or employee 
with a known disability, unless such accommodation creates an undue hardship on the operation 
of City of Madras.  
 
Requesting an Accommodation 
A reasonable accommodation is any change or adjustment to a job or work environment that does 
not cause an undue hardship on the department or unit (or, in some cases, City of Madras) and 
that permits a qualified applicant or employee with a disability to participate in the job application 
process, to perform the essential functions of a job, or to enjoy benefits and privileges of 
employment equal to those enjoyed by employees without disabilities. For example, a reasonable 
accommodation may include providing or modifying equipment or devices, job restructuring, 
allowing part-time or modified work schedules, reassigning an individual, adjusting or modifying 
examinations, modifying training materials or policies, providing readers and interpreters or 
making the workplace readily accessible to and usable by people with disabilities. 
 
Employees should request an accommodation as soon as it becomes apparent that a reasonable 
accommodation may be necessary to enable the employee to perform the essential duties of a 
position. All requests for accommodation should be made with your supervisor and should specify 
which essential functions of the employee’s job cannot be performed without a reasonable 
accommodation. In most cases, an employee will need to secure medical verification of his or her 
need for a reasonable accommodation. Both the City of Madras and employee must monitor the 
employee’s accommodation situation and make adjustments as needed. 
 
Pregnancy Accommodation Policy 
Employees who are concerned that their pregnancy, childbirth, or a related medical condition 
(including lactation) will impact their ability to work should contact the Human Resources Director 
to discuss their options for continuing to work and, if necessary, leave of absence options. The 
City of Madras will provide one or more reasonable accommodations pursuant to this policy for 
employees with known limitations unless such accommodations impose an undue hardship on 
the City of Madras’s operations. 
 
Although this policy refers to “employees,” the City of Madras will apply this policy equally to an 
applicant with known limitations caused by pregnancy, childbirth or a related medical condition. 
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Requesting a Pregnancy-Related Accommodation 
Employees who are concerned that their pregnancy, childbirth or a related medical condition will 
limit their ability to perform their duties should request an accommodation as soon as it becomes 
apparent that a reasonable accommodation may be necessary to enable the employee to work. 
All requests for accommodation should be made with Human Resources Director and should 
specify which essential functions of the employee’s job cannot be performed without a 
reasonable accommodation. In most cases, information from the employee’s doctor may be 
needed to assist the City of Madras and the employee find an effective accommodation, or to 
verify the employee’s need for an accommodation. Both the City of Madras and employee must 
monitor the employee’s accommodation situation and make adjustments as needed. 
 
No Discrimination, No Retaliation 
The City of Madras prohibits retaliation or discrimination against any employee who, under this 
policy: (1) asked for information about or requested accommodations; (2) used accommodations 
provided by the City of Madras; or (3) needed an accommodation. 
Employees who ask about, request or use accommodations under this policy and applicable 
Oregon law have the right to refuse an accommodation that is unnecessary for the employee to 
perform the essential functions of the job or when the employee doesn’t have a known limitation. 
Under Oregon law, an employer can’t require an employee to use sick leave (OFLA/FMLA) if a 
reasonable accommodation can be made that doesn’t impose an undue hardship on the 
operations of the City of Madras. Also, no employee will be denied employment opportunities if 
the denial is based on the need of the City of Madras to make reasonable accommodations under 
this policy. 
 
Leave of Absence Options for Pregnant Employees  
Employees who are pregnant or experiencing pregnancy-related medical conditions should also 
be aware of their leave of absence options under Oregon’s sick leave law, the Oregon Family Leave 
Act and the Family Medical Leave Act. See Section VII-K or speak with the Human Resources 
Director. 
 
Genetic Information Non-Discrimination Act (GINA) 
Pursuant to the federal Genetic Information Nondiscrimination Act of 2008 (GINA), the City of 
Madras respects all employees’ privacy in their genetic information and enforces a strict policy of 
nondiscrimination on the basis of genetic information. The City of Madras will not discriminate, 
harass, or retaliate on the basis of genetic information regarding any aspect of employment. 
 
Additionally, the City of Madras prohibits the use of genetic information to make an employment 
decision. 
 
According to the Equal Employment Opportunity Commission, genetic information includes 
information about an individual’s genetic tests and the genetic tests of an individual’s family 
members, as well as information about any disease, disorder, or condition of an individual’s family 
members (i.e., an individual’s family medical history). 
 
Family medical history is included in the definition of genetic information as it is often used to 
determine whether someone has an increased risk of getting a disease, disorder, or condition in 
the future. 
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Employees are encouraged not to disclose any genetic or family medical history in the workplace. 
Any such information that is inadvertently disclosed to the City will be kept in a file separate from 
the employee’s personnel file. 
 
Genetic information and Wellness Programs: Employees may be asked to sign voluntary waivers, 
in which the employee acknowledges that his/her genetic information will only be provided to 
licensed health care professionals or board-certified counselors involved in the wellness program. 
There is no penalty for non-participation. 
 
Religious Accommodation 
The City of Madras respects the religious beliefs and practices of all employees and will make, 
upon request, an accommodation for such observances when a reasonable accommodation is 
available that does not create an undue hardship on the City’s business. 
 
An employee whose religious beliefs or practices conflict with his/her job, work schedule, with 
the City’s policy or practice on dress and appearance, or with other aspects of employment and 
who seeks a religious accommodation should submit a request for the accommodation to his/her 
immediate supervisor. The request should be in writing and include the type of religious conflict 
that exists and the employee’s suggested accommodation.  
 
The supervisor and employee will meet to discuss the request and the decision on an 
accommodation. The decision will ultimately be made by the Department Head and Human 
Resource Director. If the employee accepts the proposed religious accommodation, the 
immediate supervisor will implement the decision. If the employee rejects the proposed 
accommodation, the parties may discuss alternative accommodations, or the employee may 
appeal the decision using the policy set forth in these personnel rules. 

F. REPORTING IMPROPER OR UNLAWFUL CONDUCT – NO RETALIATION 

Employees may report reasonable concerns about the City of Madras’ compliance with any law, 
regulation or policy, using one of the methods identified in this policy. The City of Madras will not 
retaliate against employees who disclose information that the employee reasonably believes is 
evidence of: 

 A violation of any federal, Oregon, or local law, rules or regulations by the City of Madras;   
 Mismanagement, gross waste of funds, abuse of authority, or substantial and specific 

danger to public health resulting from action of the City of Madras ; 
 A substantial and specific danger to public health and safety resulting from actions of the 

City of Madras ; or 
 The fact that a recipient of government services is subject to a felony or misdemeanor 

arrest warrant. 
Further, in accordance with Oregon law, the City of Madras will not prohibit an employee from 
discussing the activities of a public body or a person authorized to act on behalf of a public body 
with a member of the Legislative Assembly, legislative committee staff acting under the direction 
of a member of the Legislative Assembly, any member of the elected governing body of a political 
subdivision, or an elected auditor of a city, county or metropolitan service district. 
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Employee Reporting Options 
In addition to the City of Madras’ Open Door Policy, employees who wish to report potential 
improper or unlawful conduct should first talk to his or her supervisor. If you are not comfortable 
speaking with your supervisor, or you are not satisfied with your supervisor’s response, you are 
encouraged to speak with the Human Resources Director. Supervisors are required to inform the 
Human Resources Director about reports of improper or unlawful conduct they receive from 
employees.  
 
Reports of unlawful or improper conduct will be kept confidential to the extent allowed by law 
and consistent with the need to conduct an impartial and efficient investigation. 
 
If the City of Madras  were to prohibit, discipline, or threaten to discipline an employee for 
engaging in an activity described above, the employee may file a complaint with the Oregon 
Bureau of Labor and Industries or bring a civil action in court to secure all remedies provided for 
under Oregon law.  
 
Additional Protection for Reporting Employees 
Oregon law provides that, in some circumstances, an employee who discloses a good faith and 
objectively reasonable belief of the City of Madras’ violation of law will have an “affirmative 
defense” to any civil or criminal charges related to the disclosure. For this defense to apply, the 
disclosure must relate to the conduct of a coworker or supervisor acting within the course and 
scope of his or her employment. The disclosure must have been made to either: (1) a state or 
federal regulatory agency; (2) a law enforcement agency; (3) a supervisor with the City of Madras; 
or (4) an Oregon-licensed attorney who represents the employee making the report/disclosure. 
The defense also only applies in situations where the information disclosed was lawfully accessed 
by the reporting employee. 
 
Policy against Retaliation 
The City of Madras will not retaliate against employees who make reports or disclosures of 
information of the type described above when the employee reasonably believes he or she is 
disclosing information about conduct that is improper or unlawful. 
 
In addition, the City of Madras prohibits retaliation against an employee because he or she 
participates in good faith in any investigation or proceeding resulting from a report made 
pursuant to this policy. Further, no City of Madras employee will be adversely affected because 
they refused to carry out a directive that constitutes fraud or is a violation of local, Oregon, federal 
or other applicable laws and regulations. The City of Madras may take disciplinary action (up to 
and including termination of employment) against an employee who has engaged in retaliatory 
conduct in violation of this policy.  
 
This policy is not intended to protect an employee from the consequences of his or her own 
misconduct or inadequate performance simply by reporting the misconduct or inadequate 
performance. Furthermore, an employee is not entitled to protections under this policy if the City 
of Madras determines that the report was known to be false, or information was disclosed with 
reckless disregard for its truth or falsity. If such a determination is made, an employee may be 
subject to discipline up to and including termination of employment. 
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G. RECRUITMENT AND SELECTION 

Hiring and promoting to City positions of employment is based on job-related knowledge, skills, 
abilities, experience, training, education, aptitude, and when appropriate, prior demonstrated 
performance. It is the goal of the City to fill employment vacancies with the most highly qualified 
applicants, whether recruiting internally, externally, or hiring directly from a (contracted) hiring 
placement agency. Employment decisions are made without regard to race, color, religion, 
national origin, marital status, sex, age, sexual orientation, veteran or military status, injured 
worker status, union participation, disability, non-supervisory family relationships, any other class 
protected by federal or state law, or association with members of a protected class. 
 
The Human Resource Director is responsible for the oversight and implementation of the City’s 
Recruitment and Selection Process. 
 
Veteran Preference 
 
Qualifying Veterans 
The City of Madras provides qualifying veterans and disabled veterans preference in employment 
in accordance with ORS 408.225-408.238. For the preference to be applied, veterans must have 
received an honorable discharge from military service, successfully complete the initial 
application screening, and meet the minimum qualifications of the applied for position. To qualify 
for disabled veteran preference, applicants must submit proof of veteran status and proof of their 
veterans' disability rating from the Department of Veterans' Affairs. Applicants must submit proof 
of veteran status (DD214/DD215) at the time the application is submitted. 
 
Applying Preference 
For selection processes which do not culminate in a score or point based system, the City of 
Madras will still provide preference to eligible veterans. The details of how the City will apply 
preference will vary based upon the type of process used to select a candidate for the position. 
 
The following is one example of how preference might be given for a non-scoring selections 
process—if applicants are ranked through evaluation of either materials submitted and/or an oral 
interview, preference might be granted by moving any qualified veteran up one rank from where 
they initially placed prior to applying the preference. This process would clearly apply preference 
and allow for a clear documentation trail to demonstrate the application of preference for each 
eligible veteran. 
 
Consideration of Former Employees and Relatives of Current Employees 
 
Family Members 
The City prohibits its department heads from refusing to hire or from terminating an individual 
"solely because another member of that individual’s family presently works for that department." 
However, department heads shall not hire when this would: 

 Place either family member in a position of exercising direct supervisory, appointment or 
complaint adjustment authority over the other family member. 

 Place either family member in a position for auditing, verifying, reconciling, or certifying 
the work of the other. 
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Should the above policy be violated because of a promotion or transfer, action may be taken as 
soon as possible to transfer one or the other of the employees. Employees who marry or begin 
cohabitation after employment shall be treated in accordance with this policy and one or the 
other may be subject to transfer or dismissal based upon seniority. 
 
Former Employees 
Employees who resign from the organization in good standing may be eligible for reemployment 
consideration. Applications received from former employees will be considered and processed 
using the same procedures and standards that govern all other applicants. If a former employee 
is rehired, for the purposes of calculating benefits, accruals and leave balances, they shall be 
treated as new employees unless otherwise specified as part of the initial job offer. 
 
Re-Hire 
A City employee who terminated his/her own employment with the City, for any reason, may be 
rehired within six (6) months at the discretion of the department head. 

H. TEMPORARY/SEASONAL & CONTRACT HIRES 

Temporary/Seasonal Hires 
Temporary/seasonal employees are hired for a set duration (such as a seasonal employee) or for 
a specific project and not intended to be employed on a regular basis. Temporary/seasonal 
employees may be hired full or part time and are paid for actual hours worked at a rate 
determined by the department head. Temporary/seasonal, non-exempt employees are eligible 
for overtime for hours worked exceeding 40 hours per workweek. A temporary/seasonal 
employee may be employed for up to twelve (12) months at which time the temporary/seasonal 
status shall be reviewed before employment is continued. Unless, otherwise authorized by the 
City Administrator, temporary/seasonal employees do not qualify for vacation leave and other 
City benefits. 
 
Departments wishing to hire full-time or part-time temporary/seasonal help are encouraged to 
follow the Recruitment Procedure for new hires. The acceptance or refusal of temporary/seasonal 
employment shall not affect an employee’s eligibility for regular employment. The period of 
temporary/seasonal service shall not be credited towards the completion of any probationary 
service period or be considered part of the employee’s continuous service. Successive 
temporary/seasonal appointments to the same position shall not be made so as to circumvent a 
regular appointment of a qualified applicant. 
 
Contract Hires 
Contract hires are those who are hired by the City through the means of a contract or agreement 
(and are therefore, not a City employee, although providing services/work on behalf of the City). 
Contract hires can be full time, three quarter time or part time, in which their duration of service 
can be in multi-year terms. All terms and conditions for a contract hire are set forth by the hiring 
contract/agreement. 

I. PROMOTION, TRANSFERS AND INTERNAL POSTINGS 

When in the judgment of the department head, a position can be filled through departmental 
promotion or transfer; such position shall be posted internally to give all existing employees the 
opportunity to apply.  
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All employees are eligible to apply, provided they have no pending disciplinary actions against 
them. The department head should use the recruitment and selection process to arrive at the 
best-qualified internal applicant. At the discretion of the department head and the interests of 
obtaining a suitable applicant pool, the best-qualified internal applicant may be awarded the 
position, or the recruiting process may be extended to external candidates.  

J. DEMOTION 

A demotion is an appointment to a position and classification which has a lower maximum salary 
rate than the employee’s present classification, or a reduction in rate to a lower step on a range.  
 
An employee may request in writing to the department head for removal from a position in one 
classification to a position in a reduced classification. If the employee is qualified, the department 
head may approve the request, provided it would not result in the layoff of another employee. 
 
A classification reduction normally is done as part of disciplinary action or because of failure to 
perform the duties of a classification satisfactorily whether during or after the probationary 
period. 

K. TRANSFERS 

Requests from employees for transfer from on department to another shall be made in writing 
when the vacancy occurs and shall be directed to the employee’s present department head who 
will present the request to the City Administrator. Before a transfer between departments is 
made, approval of both department heads and the City Administrator shall be required. Internal 
employee transfers must follow the City’s internal posting process identified on Page 16. 

L. ORIENTATION 

New employee orientation will be conducted by the department head and the Human Resource 
Director. Department heads shall set up a department orientation to go over the employee’s job 
description, discuss expectations regarding job performance, provide an overview of the 
department’s operations and procedures, provide a thorough training on the City of Madras 
Safety Program, and provide an opportunity for questions and answers. The Human Resource 
Director will conduct a new employee orientation to inform the employee regarding issues such 
as personnel policies, payroll, benefits, safety, etc.  

M. PROBATIONARY PERIOD 

All appointments to regular positions, transfers and promotions shall be subject to a probationary 
period of 12 months. The probationary period shall be an essential part of the examination 
process and shall be used for training and orientation of new employees. A temporary 
appointment shall not reduce the probationary period. All new hires shall serve a minimum of 12 
months. 
 
Regular status of an employee in probationary period shall begin at the beginning of the 13th 
month of service if approved by the department head. If, however, the department head believes 
that there is a need to extend the probationary period to make a final determination of whether 
or not the employee will meet the requirements of the position, the probationary period may be 
extended up to an additional six (6) months. The employee shall be notified that the probationary 
period has been extended and the reasons for the extension shall be documented. At the end of 
the probationary period, the employee shall either become a regular employee or be dismissed. 
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At any time during the initial probationary period, an employee may be separated from City 
service, but the reasons for the dismissal should be discussed with the Human Resource Director, 
the City Administrator, and legal counsel. 

N. LAYOFFS 

In the event it becomes necessary to lay off personnel because of lack of work, reorganization, or 
lack of revenue, designation of those employees to be dismissed shall be a decision of the City 
Administrator unless otherwise specifically identified by the City Charter. 
 
When qualifications, ability and performance are considered equal, the employee with the least 
seniority shall be laid off. In all cases, temporary/seasonal employees shall be laid off first, 
followed by regular employees. Seniority is the length of continuous employment with the City, 
beginning with the date last hired as a regular status employee. Temporary/seasonal employees 
do not accumulate seniority. 
 
After explaining the layoff procedure to the affected employee(s), employees will be given a letter 
describing the conditions of the layoff; such as the effect of the layoff on benefits, the possibility 
of reemployment, layoff procedures, and any outplacement services.  
 
The City Administrator may, at his/her discretion, reinstate laid off employees if a position re-
opening occurs within the same job classification of the laid off employee. 
 
Temporary/seasonal employees or employees in training or probationary status (probationary 
period status) may be laid off without prior notice. 

III. COMPENSATION 
A. JOB DESCRIPTIONS AND JOB ANALYSIS 

It shall be the responsibility of the department head to maintain an up-to-date job description on 
file for each position in the department and notify the Human Resource Director of any changes 
to duties or requirements. The job description should include salary grade and range, job title, 
scope of responsibility, typical duties, qualifications, knowledge, skills and abilities, physical 
demands and environment, and the expectation that other duties may be assigned. 
 
A classification system inventorying the duties and responsibilities of each position within the City 
shall group individual positions into classifications based upon the similarities in job duties and 
responsibilities. This classification system is based upon a job evaluation and analysis process 
which identifies the critical elements of a position including level of responsibility, authority, job 
duties and the knowledge, skills and abilities required of the position. 

B. POSITIONS AND SALARIES 

Pay Ranges 
The City values its employees and is committed to compensating them for their efforts and results. 
It is the City’s intent to provide a competitive compensation package that will attract, retain, and 
motivate employees. It is also the City’s intent that policies and pay practices be administered 
consistently throughout the City. 
 



Adopted March 11, 2014; Revised September 2020 City of Madras Personnel Manual Page 19 of 82 

Each classification is associated with a specific pay range including a minimum and maximum pay 
rate and such intermediate rates as are considered equitable. The pay range assigned to each 
position shall be such as to reflect equitably the differences in the duties and responsibilities of 
positions and shall take into account the external market, internal equity, the City’s financial 
condition and policies, recruitment, turnover issues, and other relevant factors. The number and 
compensation plan of City employees shall be prescribed and maintained in a salary schedule 
adopted by resolution by the Madras City Council. Certain departments may adopt classification 
and compensation plans from outside agencies which are specific to their professional disciplines. 
These plans shall also be approved by the Madras City Council. 
 
Reclassification 
Whenever a position substantially changes and is assigned added responsibilities beyond the 
historical and regular duties of the position, the department head may request a position 
reclassification. The department head shall work with the Human Resource Director to identify 
the applicable internal and/or external data necessary to determine an appropriate job 
description, elements of the position and salary data. The Human Resource Director or designee 
shall review the request and determine the appropriate classification for the position. In addition, 
the Human Resource Director may authorize or direct that certain positions be 
investigated/evaluated from time to time to verify that the classification of the position is correct.  

C. SALARY SCHEDULES 

Beginning Salary 
New employees will normally be appointed at the first step (grade) of the range established for 
the position. Appointments at higher grades shall be considered by the Department Head and 
Human Resources Director based upon experience and qualifications of applicants for the 
position, and the relationship to other similar classifications, as well as the time available to 
continue the recruitment process and budget considerations. 
 
Cost of Living Adjustments (COLA) and merit raise increases may not result in a salary that exceeds 
the salary range for the position. Salary adjustments shall be effective beginning July 1st of each 
year.  
 
Merit Raise 
There are typically two ways for an employee to earn a merit increase (when the budget allows): 
1) from a salary survey rate change recommendation; or 2) from a performance review 
recommendation for a merit increase. It is the City’s policy to reward employees with increases 
in pay (merit raise) for their dedication in their work, extra effort, and contributory performance. 
Management does not award increases on an automatic basis or at any preset interval. An 
employee’s supervisor will determine if an increase is warranted at the time of the employee’s 
performance review.  
 
Eligibility for a merit raise begins at the completion of each employee’s probationary period. Merit 
increases authorized mid-year will become effective at the start of the new pay period. 
 
New employees that are hired within the first six months of the fiscal year may be eligible for a 
step increase at the start of the new fiscal year; employees that are hired within the second six 
months of the fiscal year are not eligible for a step increase at the upcoming new fiscal year. For 
example, if an employee started in October 2014 (within the first six months of the fiscal year), 
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they may be eligible for a merit increase as of July 1, 2015. If a new hire comes on board in January 
2015 (within second six-month period of current fiscal year), they are not eligible for a step 
increase July 1, 2015; rather eligible July 1, 2016. 
 
COLA (Cost of Living Adjustment) 
Employees may be granted COLAs on an annual basis as a modification to base salary. The City is 
not obligated to provide COLAs (unless otherwise agreed in a collective bargaining agreement). 
 
Promotion 
A promotion is an appointment to a position, which has a higher classification and maximum 
salary rate than the employee’s present position. Whenever an employee is promoted, the 
employee shall be placed at a step in the new pay range, which is at least five percent (5%) higher 
than the prior rate of pay. The employee’s promotion date shall reflect the date of the salary 
range change. The employee shall be subject to a 12-month probationary period.  
 
Transfer 
A position transfer is an appointment to a position in the same classification and the employee’s 
pay remains the same. A classification transfer is an appointment to a position in a different 
classification that has the same pay range. The employee will be required to serve a probationary 
period. Should the employee not successfully complete the probationary period, the employee 
may be returned, upon approval of the department head, to their prior classification, if available. 
If the transfer is out of the employee’s department and he/she fails the probationary period, that 
employee may, upon the approval of the department head, return to the prior department and 
position, if available. Employees shall not be granted bumping rights if the prior position has been 
filled through competitive application. 
 
Reinstatement 
When a former regular employee is reinstated in the same position within six (6) months of lay 
off or resignation, the employee shall be paid at the same step in the salary range that was paid 
at the time the employee’s original employment was interrupted. Reinstatement privileges do not 
apply to temporary/seasonal employees. 

D. PAYROLL POLICIES  

Payroll and Paydays 
The department head shall report (in a timely manner) to the Finance Department such 
information as required for the purposes of recording employee attendance, leave and leave 
accumulation. Payroll shall keep and maintain a record of attendance on official duty, vacation 
leave earned, used and accrued; and other applicable leave with or without pay. These records 
shall be available to the department head and individual employees shall be able to inspect their 
own records during normal business hours. 
 
Employees will be paid on the last working day of the month. Paycheck will be delivered each 
payday or directly deposited to employee bank accounts as authorized. Contract employees from 
contracting agents will be paid per the contracting agency’s pay schedule (may be once or twice 
each month), and per their contract with the City. 

The City of Madras does not provide advance payments of salary or loans from salary to be 
earned. 
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Net pay will be directly deposited into the employee’s bank account, unless an employee request 
otherwise. If an employee requests to pick up his/her check from City of Madras, only the 
employee named on the paycheck will be allowed to do so unless the employee provides written 
permission to City of Madras  for someone else to receive the check. 

E. STATEMENT REGARDING PAY PRACTICES 

The City of Madras makes all efforts to comply with applicable Oregon and federal wage and hour 
laws. In the event an employee believes that the City has made any improper deductions, has 
failed to pay them for all hours worked or for overtime, has failed to pay them in accordance with 
the law, or has failed to properly calculate their wages in any way, they must immediately report 
the error to the Finance Department. The Finance Director will investigate all reports of improper 
pay practices and will reimburse employees for any improper deductions or omissions. No 
employee will suffer retaliation or discrimination because he or she has reported any errors or 
complaints regarding the City’s pay practices. 
 
See also “Statement Regarding Pay Equity” policy, in Section II-C. 

F. REPORTING CHANGES TO AN EMPLOYEE’S PERSONAL DATA 

Because personnel records are used to administer pay and benefits, and other employment 
decisions, employees are responsible for keeping information current regarding changes in name, 
address, phone number, exemptions, dependents, beneficiary, etc. Keeping your personnel 
records current can be important to you with regard to pay, deductions, benefits and other 
matters. If you have changes in any of the following items, please notify the Finance Department 
to ensure that the proper updates/paperwork are completed as quickly as possible: 

• Name; 
• Marital status/Domestic Partnership (for purposes of benefit eligibility determination 

only); 
• Address or telephone number; 
• Dependents; 
• Person to be notified in case of emergency; 
• Other information having a bearing on your employment; and 
• Tax withholding. 

Employees may not intentionally withhold information from the City about the items listed above 
in order to continue to receive benefits or anything of value for themselves or anyone else. Upon 
request, the City may require employees to provide proof of marital status/domestic partnership 
status. Employees who violate this policy may be subject to discipline, up to and including 
termination. 

G. TIMEKEEPING REQUIREMENTS 

All non-exempt employees must accurately record time worked on a timesheet for payroll 
purposes. Employees are required to record their own time at the beginning and end of each work 
period. Filling out another employee’s timecard, allowing another employee to fill out your 
timesheet, or altering any timesheet will be grounds for discipline up to and including termination. 
An employee who fails to record his or her time may be subjected to discipline as well. 
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Salaried exempt employees also may be required to record their time on a timesheet. These 
employees will be instructed separately on this process. 

H. INITIAL PAY AND FINAL PAYCHECK 

Initial Pay 
Initial pay for a new employee who works a partial first month shall be calculated as follows: 
Number of hours worked x hourly rate = salary to be paid. Exempt staff will be calculated on the 
number of days worked, average eight (8) hours per day, times the annualized salary rate, and 
divided by 2,080 hours. 
 
Final Paycheck 
The final paycheck shall be based on the employee’s salary at the time of separation. If timesheets 
are turned in on time, all hours worked shall be included in his/her final payroll. In the case of 
death of an employee, the City’s indebtedness to the employee shall be paid in accordance with 
ORS 652.140. An employee shall be eligible for separation pay once all keys and City property have 
been returned.  
 
The final paycheck for an employee who works a partial month shall be calculated as follows: 
Regular hours worked + (accumulated leave hours) x (hourly rate) + (any overtime hours at time 
and half) = salary to be paid. Accumulated leave hours include the balance of vacation, comp time 
and administrative time at the time of separation. Exempt staff regular hours are based on 
number of days worked, standard eight (8) hour day, and rate of pay is annual salary divided by 
2,080 hours. 

I. OVERTIME AND COMPENSATORY TIME 

Overtime 
The City shall pay overtime in accordance with the Fair Labor Standards Act at one and one-half 
times the base rate or hourly rate of pay for all hours actually worked over 8 hours in one workday 
or 40 hours in one workweek. Hours worked for overtime computation do not include vacation 
leave, holidays, sick leave or any other paid leave. All overtime must be approved by the 
department head or a designated supervisor prior to the commencement of such work. 
Employees who work more than they are regularly scheduled to work without authorization may 
be subject to disciplinary action. 
 
Compensatory Time 
With approval of the department head, a non-exempt employee may elect to receive 
compensatory or comp time off in place of overtime pay for working over 40 hours in a workweek. 
Comp time is an alternate way of rewarding overtime worked. Instead of receiving overtime pay 
at the rate of time-and-a-half, the employee may request time off or comp time at the rate of 
one- and one-half hours for each hour of overtime worked.  
 
Comp Time Accumulation and Use 
Employees may not request comp time for more than 26 overtime hours worked between July 1 
and June 30th in any given year. This equates to 39 hours of paid time off. If an employee uses 
any of the 39 hours accumulated, they do not have the ability to replenish their comp time bank 
for the remainder of the fiscal year. When 39 hours of comp time have been accumulated in a 
given year, any additional overtime hours will be paid at the appropriate overtime rate.  
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If, due to workload, there is no opportunity to use comp time within 6 months of earning it, 
employees may request to convert their comp time to cash. Hours cashed out still count toward 
the current year’s bank. Comp time can be carried over into the next fiscal year but will count 
towards that next year’s accumulation limit. 
 
Use of comp time must be scheduled in advance with the department head or direct supervisor 
and must be at a time that will not cause undue hardship on the department’s staffing levels.  

J. FLEXTIME 

Flextime is a scheduling arrangement that permits variations in an employee’s starting and 
departure times but does not change the total number of hours worked in a pay period. All 
flextime still must be pre-approved by the employee’s supervisor. Flextime may be applied to 
exempt and non-exempt positions. 
 
Employees may request a flextime arrangement, or department heads may restructure work 
schedules to create flextime opportunities. As with all formal flexible work arrangements, flextime 
schedules must be approved in advance by the department head and/or the City Administrator. 
 
Not all tasks are appropriate for flextime. Department heads and the City Administrator will 
determine whether to allow an employee to participate in flextime on a case-by-case basis in 
accordance with the needs, requirements, and constraints of both the department and the 
employee. 
 
Flextime may be revoked if business conditions change or job performance is negatively affected. 
All formal flextime arrangements will be put in writing to ensure that management and the 
employee have a mutual understanding of the specifics. 

K. NON-EXEMPT AND EXEMPT EMPLOYEES 

Non-exempt employees are subject to the Fair Labor Standards Act overtime requirement. 
 
Exempt employees are not subject to the Fair Labor Standards Act (FLSA) overtime requirements. 
Department heads, certain designated supervisors and professional employees are classified as 
exempt based upon the nature of the work, conditions of employment and by the criteria set forth 
in the rules and regulations of the Fair Labor Standards Act. Exempt employees shall not be eligible 
for overtime or comp time for hours worked in excess of the regular workweek. 

L. EMERGENCY SITUATIONS/HAZARDOUS WEATHER 

Except for regularly scheduled holidays identified by the City of Madras (see Section VII-E 
“Holidays”), the City is open for business on Mondays through Fridays during normal business 
hours. If there are circumstances beyond our control, such as inclement weather, a national crisis, 
or other emergencies that make one or more of our office locations inaccessible for all or part of 
a regularly scheduled workday, the City Administrator or their designee will decide whether to 
and to what extent the City of Madras will close. This information will be transmitted via a group 
text message to all City employees once the decision has been made.  
 
In the event of extreme bad weather, we recognize that each employee’s ability to safely reach 
work may be different. If you cannot safely report to work in such circumstances, you should 
contact your supervisor. If staff cannot reach the office and are able to serve the City from home, 
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you should do so subject to approval by your supervisor. Safety and a trustworthy approach are 
your guides.  
 
In the event an employee is unable to report to work due to extreme weather conditions, the 
employee may elect to use either vacation leave, comp time or leave without pay. Essential 
personnel reporting to work under emergency situations/hazardous weather situations shall 
receive their normal rate of pay. In the event the City Administrator communicates an office 
closure (either full or partial hours) due to emergency situations/hazardous weather, employees 
shall receive their regular pay without having to pull from their accrued leave balances (i.e. paid 
“snow days”).  
 
Individual Department Closures 
At times it is necessary to close individual offices due to limited staffing levels, special 
departmental meetings, etc. Department closures shall be approved by the City Administrator. 
Arrangements shall be made with other departments, switchboard, etc. to handle any emergency 
situations during the department’s closure. A skeleton crew shall remain in each department to 
cover phones and assist the public when at all possible. 

M. ON-CALL PAY FOR PUBLIC WORKS EMPLOYEES 

On-call or stand-by duty assignment requires a non-exempt employee to be immediately available 
for work due to the likelihood of an urgent situation arising during off-duty time. The time an 
employee is on-call or in stand-by status will not be considered for overtime calculation. Stand-by 
assignments may include nights, weekends and holidays. 
 
Both Exempt and non-exempt employees assigned to on-call duty are eligible to receive $200.00 
per week for being on stand-by. In cases where an employee is asked to serve on-call in lieu of a 
supervisor (this means serving on-call outside of an employee’s regularly scheduled on-call 
status), the employee is entitled to a daily on-call pay at a rate of $28.57 per day. On-call duty 
includes regular workdays (24-hour period) and regularly scheduled days off (24-hour period). The 
time an employee is on-call or in stand-by status will not be considered for overtime calculation. 
For on-call weeks that are split over the last week of a pay period, the employee shall report the 
on-call pay status on the start of the new pay period rather than the end of the current period. 
This prevents overpayment or duplicate pay for on-call status. 
 
Because of the nature of their work, some city employees may be assigned to a rotating on-call 
duty. Employees, who are called back to work after having worked an eight-hour shift, will receive 
a minimum of two (2) hours’ pay at one and one-half times their normal rate of pay. Any time 
worked after the first two hours at one and a half times rate of pay employees are not eligible for 
more than one – two (2) hour minimum in a 24-hour period. The employee will be paid at one 
and one-half times their normal rate of pay for actual hours worked.  
 
If the employee is called at home to solve a problem from a computer (i.e. SCADA, dispatch, etc.), 
without leaving home, between the hours of 10:00 p.m. and 6:00 a.m., a minimum of one hours’ 
pay at one and one-half times their normal rate of pay will be paid. Should actual hours worked 
result in hours worked over 8 hours in one workday or 40 hours in one workweek shall result in 
the employee being paid at one and one-half times their normal rate of pay.  
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Employees will receive one (1) hour of pay for completing rounds on Saturdays and one (1) hour 
of pay for completing rounds on Sundays. Rounds are to be completed from home provided that 
employees have an internet connection and can perform this function via the internet. If not, an 
employee may be required to come in to perform rounds.  

IV. EMPLOYEE BENEFITS 
A. INTRODUCTION 

In recognition of the influence employment benefits have on the economic and personal welfare 
of employees, the City strives to provide the best, most equitable and most cost-effective benefits 
for its employees. The total cost to provide the benefit program described in this Personnel 
Manual and other documents amounts to a significant supplement to an employee’s pay and 
should be viewed as additional compensation. 

B. INSURANCE ELIGIBILITY 

The City contributes specified maximum dollar amounts for health, dental, and vision insurance 
coverage for all regular employees and their dependents if they are otherwise eligible to 
participate in the plan. These specified amounts and the type of coverage provided shall be 
available upon request from the Human Resource Director. The City reserves the right to modify 
the type of coverage plan provided, the plan provider and the amount of the contribution 
provided. Please address any questions about this information to the Human Resource Director.  
 
Regular Full Time Employee 

 Regular full-time employees are scheduled to work 40 hours per week, generally, Monday 
through Friday on a regular basis and are expected to be employees for at least 6 months. 
Regular full-time employees are eligible for all city benefits and paid time-off. 

Regular Three-Quarter Time Employee 
 Regular three-quarter time employees are scheduled to work at least 30 hours per week 

but less than 40 hours per week on a regular basis and are expected to be employees for 
at least six months. Regular 3/4-time employees are eligible for all city benefits and 
prorated paid time-off.  

Part Time Employee 
 Regular part-time employees are scheduled to work at least 20 hours per week but less 

than 30 hours per week on a regular basis and are expected to be employees for at least 
six months. Regular Part-time employees are generally not eligible for city benefits but are 
eligible for prorated paid time-off (or as required by state or federal law). 

Temporary/Seasonal Employee 
 Temporary/seasonal employees are hired for a set duration or for a specific project and 

are not intended to be employed on a regular basis. Temporary/seasonal employees may 
be hired full-time, three quarter time, or part time. A temporary/seasonal employee is 
employed for at least three months and not longer than twelve (12) months. 
Temporary/seasonal employees are generally not eligible for city benefits. 

Eligibility for New Employees 
New employees shall be eligible to receive all insurance benefit (medical, dental, vision & life 
insurance coverage) on the first of the month after the date of hire (or equal to the first of the 
month if their hire date is in fact the first day of the month as allowable by CIS).  

Commented [CM6]: Paid sick time was removed. 
Although we usually hire Seasonal employees from Mid-
Oregon, who covers paid sick time for these employees, we 
are still responsible for paid sick time if we hired someone 
directly. We should not say they are not eligible for it. 
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Employees, who are laid off and rehired within one (1) year, shall be eligible to receive all 
insurance benefit (medical, dental, vision and life insurance coverage) on the first day of the 
month, after thirty (30) days of re-employment. If an employee is hired by the City from an agency 
that has the same insurance benefit(s), the City can waiver the employee’s benefit waiting period.  
 
Opt Out for Cash Option 
Employees who elect to waive health insurance coverage offered by the City will receive a 
monthly (taxable) cash allowance, as part of the City’s Opt out for Cash arrangement. 
Arrangement parameters are as follows: 

 Employees accepting this option must provide proof of other group medical coverage. 
Individual policies purchased through Cover Oregon or any other state or federal 
Insurance Exchange program do not qualify as group coverage. 

 Employees accepting this option can do so only for health (including any riders). 
Employees must still be enrolled in all employer-paid life/disability plans through CIS. 

 The cash back allowance will be determined by the City, as allowed by CIS Insurance. 
COBRA Continuation Health Coverage 
Employees and their families are eligible to continue temporary group health plan coverage when 
coverage is lost due to specific “qualifying” events described under the provisions of the 
Consolidated Omnibus Budget Reconciliation Act of 1986 (COBRA) by self-paying the premiums. 
A list of “qualifying” events is available from the City’s Human Resource Director.  
 
Employees must notify the Human Resource Director of a qualifying event within sixty (60) days 
after divorce or legal separation or a child’s ceasing to be covered as a dependent under plan 
rules. 
 
Employees and beneficiaries generally will be sent an election notice not later than fourteen (14) 
days after the Human Resource Director receives notice that a “qualifying” event has occurred. 
Each plan participant/beneficiary then has sixty (60) days to decide whether to elect COBRA 
continuation coverage. The employee has forty-five (45) days after electing coverage to pay the 
initial premium.  
 
Employees will be provided COBRA information at the time of their new employee orientation 
benefits discussion. Please direct all questions and requests for additional information to the 
Human Resource Director. 
 
Post-Retirement Health, Vision & Dental Insurance 
All employees hired before March 11, 2014 are grandfathered in with post-retirement insurance 
benefits which states that “A regular-status City employee who retires at a minimum age of 55 
and has been employed with the City for 20 years or longer shall have his/her health, vision and 
dental insurance paid by the City until they are Medicare eligible or 65 years old, whichever occurs 
first.” All employees hired on or after March 11, 2014 are not eligible for this post retirement 
benefit and will have the opportunity to participate in COBRA however at the retiree’s own 
expense. Post-retirement benefits will be the same as those offered to city employees at any point 
in time and may be subject to change. 
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Under ORS 243.303, coverage to the retired employee, their spouse, and any minor (less than 18 
years of age) is eligible at the expense of the employee. At a minimum, the coverage must 
continue until the retired employee is eligible for Medicare (for the employee’s coverage), until 
the spouse is eligible for Medicare (for the spouse’s coverage), and until the minor child reaches 
18 (for the child’s coverage). 
 
COBRA insurance, a temporary continuation of a health plan for a worker and/or his/her family, 
at their own cost is available if certain events occur that would otherwise result in a loss of those 
health benefits. Please contact the Human Resource Director for more information. 
 
Plan Enrollment 
Upon eligibility, employees may complete enrollment forms either during the annual open 
enrollment period and/or via (an insurance-provider defined) life changing event that entitles 
them to a benefit change. If an employee chooses not to enroll at the time of eligibility, they will 
be waiving their rights to certain benefits (unless the benefit stipulates enrollment at any time 
during the year).  

C. HEALTH, VISION AND DENTAL INSURANCE 

The City provides health, dental, and vision insurance coverage for all regular employees and their 
dependents if they are otherwise eligible to participate in the plan. The City agrees to provide a 
premium cost share with employees; the actual cost share will be evaluated and determined by 
the City on an annual basis. Employees will be provided with information about the plan at the 
time they become eligible to participate in the plan. Please consult the Human Resource Director 
for additional information.  
 
Voluntary Employees’ Beneficiary Association Trust (VEBA) 
The City has adopted the HRA VEBA plans offered and administered by the Voluntary Employees’ 
Beneficiary Association Trust for Public Employees in the Northwest (collectively the “Plans”): the 
Standard HRA Plan, which shall be integrated with the Employer’s or another qualified group 
health plan and to which the Employer shall remit contributions on behalf of eligible employees 
who are enrolled in or covered by such qualified group health plan and any other contributions 
that may be permitted by applicable law from time to time; and the Post-separation HRA Plan to 
which the Employer may remit contributions on behalf of eligible employees, including eligible 
employees who are not enrolled in or covered by the Employer’s or another qualified group health 
plan, and which shall provide benefits only after a participant separates from service or retires. 
Employer shall contribute to the Plans on behalf of all non-represented employees defined as 
eligible to participate in the Plans. Each eligible employee must submit a completed and signed 
Enrollment Form to become an eligible participant and become eligible for benefits under the 
Plans. 
 
Contributions on behalf of each eligible employee shall be based on the following selected funding 
sources/formula: 
  
Direct Employer contributions. Eligibility is limited to employees who have enrolled in the City’s 
high-deductible health plan. Employer contributions shall be equal to the employee’s annual 
deductible (amount depends on level of coverage – single vs. family deductible), which shall be 
contributed on an annual basis on behalf of all eligible City employees. 
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Employee Assistance Program (EAP)  
The City makes an Employee Assistance Program (EAP) available to employees. This free, 
confidential service is provided by Cascade Centers and is available to all covered employees and 
eligible family members by our medical insurance benefits. The EAP can be used to assist 
employees and eligible family members with any personal problems, large or small. Each covered 
employee and eligible family member can receive up to five (5) personal counseling sessions per 
situation per year. Sessions can be face to face, over the phone, or online for concerns such as 
marital conflict, conflict at work, depressions, stress management, family relationships, anxiety, 
alcohol or drug abuse, grieving a loss, and career development services.  

  
Cascade Centers also provides educational tools as resources relating to eldercare, childcare, legal 
consultation, financial coaching, identity theft, home ownership, and gym membership discounts.  
More information regarding this service can be obtained by contacting the Human Resources 
Director, or you can contact Cascade Centers directly at 1-800-433-2320, or at 
www.cacadecenters.com. 

D. LIFE INSURANCE 

Group life insurance is provided for each employee. The City pays the premium for the level of 
coverage selected by the City. Coverage beyond the City’s selected amount of coverage may be 
available to employees upon carrier approval and for an additional cost. The Human Resource 
Director can provide the details of the insurance plan. 

E. UNEMPLOYMENT INSURANCE 

Unemployment insurance provides benefits to insured workers who are unemployed through no 
fault of their own. The cost of the unemployment insurance is borne entirely by the City and is 
based upon the number of claims filed by former employees. Additional information about 
unemployment insurance benefits and regulation should be directed to the Oregon Employment 
Department. 

F. WORKER’S COMPENSATION AND SAFETY ON THE JOB 

City will insure employees for injuries they receive while at work as provided under Oregon 
Workers’ Compensation Law. This insurance covers you in case of occupational injury or illness by 
providing, among other things, medical care and compensation and temporary or other disability 
benefits. Employees are expected to work safely and in a safe environment. 

 
Steps to Take if You Are Injured on the Job 
To ensure that you receive any workers' compensation benefits to which you may be entitled, you 
must do all of the following:   

 Immediately report any work-related injury to your supervisor. You must report the injury 
at the time it happens, and no later than 24 hours after injury. 

 Seek medical treatment and follow-up care if required. 
 Promptly complete a written Employee’s Claim Form (Form 801) and return it to your 

supervisor. 
Failure to timely follow these steps may negatively affect your ability to receive benefits.  
 
The day of injury will be considered a normal workday and will be paid by the City. The City will 
pay any difference between Workers’ Compensation payment and normal net pay for a period of 

http://www.cacadecenters.com/
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up to ninety (90) days while an employee is unable to return to work. No duplication of payments 
between the City’s Workers’ Compensation carrier and the City will be allowed. 

G. RETIREMENT (PERS) 

The City of Madras participates in the Public Employees Retirement System (PERS); therefore, 
your designation as a Tier I, Tier II, or Oregon Public Service Retirement Plan (OPSRP) member will 
depend on your prior PERS service and PERS rules. An employee’s designation and eligibility for 
participation in PERS or the OPSRP are determined by law.  
 
After six (6) months of full-time employment (waiting period), employees are eligible to 
participate in the Public Employees Retirement System (PERS) according to applicable Oregon 
statutes and regulations. The waiting period begins with an employee’s hire date, if hired on the 
first day of the month; otherwise, the waiting period begins on the first day of the month following 
the hire date. Contributions begin on the first day of the pay period after the waiting period. The 
City pays the complete cost of PERS, including the employee’s share for employees who are 
eligible to participate.  
 
For more information about these plans, please contact PERS at 1-888-320-7377 or visit their 
website at www.oregon.gov/PERS. For information about the City’s contributions to employee 
PERS or OPSRP plans, please see the Human Resources Director. 

H. OTHER INSURANCE 

The City will provide for false arrest insurance coverage for the Police Department and liability 
insurance for all City employees while acting within the scope of their duties as employees of the 
City. 

I. OTHER BENEFITS: EMPLOYEE EDUCATION AND ASSISTANCE PROGRAM (EEAP) 

The EEAP provides employees, identified by their supervisors as in need of professional 
development and growth within their position, an opportunity to pursue training and education 
to further the employee’s professional development and growth. Resolution No. 4-2016 outlines 
the terms and conditions of this program.  

 
Conferences/Conventions 
When an employee is assigned to attend a conference, convention, class or lecture, tuition and 
attendance fees will be paid by the City and the employee will attend on paid time. All training 
must be approved in advance by the department head or City Administrator. All travelers must 
always comply with the City’s Travel policy. Employees that attend conferences, conventions and 
similar trainings that are all day shall be paid for attending the conference assuming the training 
is the equivalent of an eight-hour workday. This does not include the employee’s travel time to 
get to and from the training during which the employee’s time to travel there and back will be 
paid in addition (for hourly, non-exempt staff).  

V. PERFORMANCE MANAGEMENT SYSTEM 
A. PERFORMANCE MANAGEMENT OBJECTIVES 

The City of Madras Performance Management System was designed to achieve the following 
objectives:  

http://www.oregon.gov/PERS
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• To establish tools for ongoing communication between the supervisor and employee on 
meeting and achieving performance goals. 

• To reinforce the City’s emphasis on result-based measures, fiscal accountability, risk taking 
for innovation and continuous improvement, and quality processes that best serve 
customers. 

• To make the City a “learning organization,” one where continuous improvement is 
rewarded and doing the minimum to get by is not rewarded. 

• To help employees see a connection between their daily efforts and the overall goals of 
the City. 

• To align employee training with individual, department and City-wide objective and goal 
achievement. 

• To contribute to budget strategies that will define objectives, goals and needed resources. 

B. PERFORMANCE MANAGEMENT GUIDELINES 

Performance management is an on-going dialogue between supervisors and employees regarding 
job-related performance and behavior. The following are guidelines for the City’s Performance 
Management System: 

 
Performance management assures that employees: 
• Have job expectations clearly defined 
• Receive adequate coaching and training to meet job requirements 
• Receive fair, honest and specific feedback about their work 
• Take responsibility for their work behavior and performance 
• Are actively involved in continuously improving their own and their department’s 

performance 
Performance management assures that department heads and supervisors: 
• Clearly communicate with employees concerning the job’s duties, responsibilities, job 

performance expectations, workplace conduct and compliance with City rules, procedures 
and policies 

• Expect cooperation and participation from employees in managing their own performance 
and meeting goals 

• Provide consistent, honest, and timely feedback about employee work behavior and job 
performance 

• Provide a constructive, corrective and cooperative approach to employee work relations 

C. PERFORMANCE REVIEW 

Performance reviews should be conducted at the following intervals: 
• During and prior to the completion of the probationary period (can be a combination of 

verbal and/or written, whichever the supervisor deems most appropriate) 
• Interim reviews are targeted to occur twice annually (these are encouraged but not 

required) 
• One annual final review shall be conducted at fiscal year-end, and prior to the 10th of 

each July (this may include both a review paired with a self-assessment)  
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Additional evaluations may be done at the discretion of the supervisor and/or department head. 
The performance review should be conducted during a face-to-face meeting between the 
supervisor and the employee and should be scheduled in advance to allow for enough time to 
prepare. 
 
The performance review discussions should: 
• Review the job description and job expectations 
• Review progress on individual and departmental/agency goals  
• Describe and review accomplishments, individual strengths and weaknesses 
• Provide specific and observable feedback about areas requiring attention and 

improvement 
• Develop a specific action plan to address work-related behavior and job performance 

issues, which may include coaching, counseling, training, etc. 
Performance review discussions should be documented in writing and kept in the personnel files.  

D. DISCIPLINARY ACTION  

Occasionally it is necessary for supervisors with the approval of department heads to resort to 
disciplinary action when other less stringent means of supervision are ineffective or where an 
employee has failed to respond to performance management, or in cases where the supervisor 
with the approval of the department head determines that the nature of the offense or individual 
circumstances deems it appropriate.  

E. DISCIPLINARY PROBATION 

During the disciplinary process, an employee may be placed on a disciplinary probation for a 
period determined by the department head. Employees on disciplinary probation shall participate 
in a Work Improvement Plan designed to improve performance and/or workplace behavior and 
be counseled that any further disciplinary problems may result in further disciplinary action up to 
and including termination. 
 
The Work Improvement Plan allows the supervisor to set a specific course of action for an 
employee who needs to improve performance and/or behavior and a timeline in which to meet 
the job expectations. The Work Improvement Plan may include coaching, counseling, and/or 
training. 

F. RESIGNATIONS 

An employee may resign from service by presenting a resignation in writing to the department 
head, Human Resource Director or the City Administrator. An exit interview is recommended to 
document the reason for leaving, explain benefits continuation, discuss the return of City 
property, and to obtain from the employee information and views that may help make 
improvements in policies, procedures, and working conditions and reduce turnover. To resign in 
good standing, an employee must give at least two (2) week notice, unless, because of 
extenuating circumstances, the department head agrees to allow a shorter period of notice. The 
department head shall promptly notify the Human Resource Director and the City Administrator 
of any resignation to accommodate the processing of payroll. 
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VI. WORKPLACE CONDUCT 
A. PERSONAL CONDUCT 

As a valuable and integral part of City government, employees are expected to accept certain 
responsibilities, adhere to acceptable workplace principles in matters of personal conduct, and 
exhibit a high degree of personal integrity, ethics and professionalism always while on the job. 
 
City employees, regardless of whether public contacts are direct or indirect, are expected to be 
courteous, efficient, respectful, appropriately dressed and groomed, and helpful in all their work 
assignments. 

B. CUSTOMER SERVICE STANDARDS 

The City is committed to providing outstanding customer service for Madras citizens, visitors and 
colleagues, which the City believes will improve the quality of the experience for the customer 
and the work environment for everyone. 
 
All employees and volunteer staff members shall provide customers with responsive, consistent 
and effective services. The City will deliver quality public service with respect for the needs of the 
Madras community, visitors, co-workers, and community partners. To achieve the provisions of 
quality service, employees and volunteers shall: 
• Provide services to the community in a fair and equitable manner with an emphasis on 

problem solving and a teamwork-based approach to resolving issues. 
• Deliver services and programs in a sustainable manner that balances the needs of the 

community now with the needs of future generations. 
• Promote excellence within the City organization.  
• Identify creative, efficient and innovative approaches to service delivery and customer 

services. 
• Carefully consider the knowledge and perspectives of customers and respond to their 

ideas and concerns in a respectful and collaborative manner. 

C. POLITICAL ACTIVITY 

The restrictions imposed by the law of the State of Oregon (ORS 260.432(2)) on political activities 
are that “No public employee shall solicit any money, influence, service or other thing of value or 
otherwise promote or oppose any political committee or promote or oppose the nomination or 
election of a candidate, the gathering of signatures on an initiative, referendum or recall petition, 
the adoption of a measure or the recall of a public office holder while on the job during working 
hours. However, this section does not restrict the right of a public employee to express personal 
political views.” 

 
It is therefore the policy of the City of Madras that employees may engage in political activity 
except to the extent prohibited by state law when on the job during working hours. This means 
that employees cannot: 
• Be required to give money or services to aid any political committee or any political 

campaign; 
• Solicit money or services (including signatures) to aid or oppose any political committee, 

nomination or election of a candidate, ballot measure or referendum, or political 
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campaign while on the job during working hours (this is not intended to restrict the right 
of City of Madras employees to express their personal political views.); or 

• Be disciplined or rewarded in any manner for either giving or withholding money or 
services for any political committee or campaign. 

D. OUTSIDE EMPLOYMENT 

When an individual accepts employment with the City, it is understood that the City has first call 
upon the services of its employees, regardless of any impingement upon secondary employment, 
and receive prior approval by the department head. 
 
Employees shall not engage in outside employment that is incompatible with City employment, 
or will detract from the efficiency of work performance, or conflicts with the interest of the City. 
Incompatible outside employment includes but is not limited to employment which creates an 
actual or potential conflict of interest between the duties of the City employee and the outside 
employment or outside employment with inhibits, disrupts or otherwise adversely affects the 
ability of the employee to perform the job for which the employee is employed by the City. 
 
City employees may not use their position for personal or private gain when implementing or 
enforcing City, state or federal guidelines, regulations, ordinances, or law. 

E. EMPLOYEE CONDUCT 

City employees are expected to conduct themselves in a manner, which promotes a safe, healthful 
and productive work environment. The City of Madras is committed to the establishment and 
administration of rules in a fair, firm, consistent, and clearly communicated manner. 
 
Types of job-related behavior, which the City considers inappropriate and therefore subject to 
disciplinary action that may result in immediate termination include, but are not limited to, the 
following: 

 Sale, distribution, possession, or use of drugs or alcohol on City property during working 
hours and/or while representing the City. 

 Disorderly, abusive, or indecent conduct that causes disruption of the work environment, 
including fighting. 

 Theft, destruction, neglect or unauthorized personal use of employee or City property, 
including telephone and e-mail usage. 

 Insubordination involving abusive language or disrespectful behavior, refusal to comply 
with City policies, procedures, or supervisory instructions. 

 Conviction of a felony. 
 Conviction of a misdemeanor provided the offense is relevant to the position. 
 Falsifying or supplying misleading or inaccurate information in the City employment 

application or records. 
 Violations of the City of Madras Personnel Manual. 
 Violations of the directives, policies, procedures, or practices established by the City 

Administrator, department head, or supervisor to whom the employee reports. 
 Failure to report to work without notification for a period of three (3) consecutive days.  
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 Failure to obtain or maintain a current license or certificate required by law or 
organizational standards as a condition of employment and/or abides by the conditions of 
said license or certification.  

 Any act which endangers the safety, health or well-being of another person, or which is of 
enough magnitude that the consequences cause or potentially cause disruption of work or 
gross discredit to the City. 

 Bribery or attempted bribery. 
 Other such actions, offenses, or incidents deemed of enough reason to justify immediate 

dismissal. 

F. ETHICS 

At the City of Madras, we believe in treating people with respect and adhering to ethical and fair 
business practices. We expect employees to avoid situations that may compromise their 
reputation or integrity, or that might cause their personal interests to conflict with the interests 
of the City of Madras or the City of Madras’ citizens. 
 
We at the City of Madras are public employees, and as such, are also subject to the State of 
Oregon’s ethics laws. In some cases, these laws provide additional limitations on employees, such 
as prohibitions on gifts and strict definitions of conflict of interest. If you are coming to the City of 
Madras from work in the private sector, you may find that some activities that are common 
business practices in the private sector are prohibited in the public sector. Information on these 
laws is available at the Oregon Government Ethics Commission website: 
http://www.oregon.gov/OGEC. 
 
If you have questions about whether an activity meets the City of Madras’ or Oregon’s ethical 
standards, please talk with your supervisor. Employees who violate the Ethics Policy, or who 
violate Oregon ethics laws, may be subject to disciplinary action up to and including termination. 

G. OPEN-DOOR POLICY 

The City’s Open-Door Policy is based on our belief that open, honest communication between 
supervisors and employees should be a common business practice. The City’s supervisors and 
directors are responsible for creating a work environment where employee input is welcomed, 
and where issues are surfaced early and shared without the fear of retaliation (when the 
employee provides the input in good faith). If you have a complaint, suggestion, or question about 
your job, working conditions, or the treatment you are receiving from anyone in the City, please 
raise them first with your immediate supervisor. If you are not satisfied with the response from 
your immediate supervisor, or if your issue involves your immediate supervisor, request to have 
the facts/situation reviewed by the Human Resources Director.  

H. OFF-DUTY CONDUCT 

As a rule, the City regards employee off-duty activities to be their own personal matter. However, 
certain types of off-duty activities are of concern because of the potential negative impact on the 
City’s reputation. For that reason, if an employee engages in or is associated with illegal or other 
conduct that adversely affects the City (including the City’s public image) or their own ability or 
credibility to carry out their employment responsibilities, they may be subject to disciplinary 
action up to and including termination. 

http://www.oregon.gov/OGEC
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I. MANDATORY MEETINGS 

From time to time the City of Madras will require employees to attend work-related meetings 
either on or off premises. These meetings will be used to disseminate information, train or instruct 
personnel on work related matters.  
 
Per ORS 659.785, employees cannot be required to attend employer-sponsored meetings or 
communications with the employer or the agent, representative, or designee of the employer if 
the primary purpose of the meeting or communication is to communicate the opinion of the 
employer about religious or political matters (political party affiliation, campaigns for measures 
or candidates). An employee may not be disciplined, discharged, or otherwise penalized for 
refusing to attend or participate in such meetings. 

J. PERSONNEL FILES/RECORDKEEPING 

The City believes in respecting the rights and dignity of each employee and in the protection of 
the individual’s right to privacy. Personnel records are maintained on employees as required by 
current employment laws.  
 
Employees may include in their personnel file any relevant materials they wish, such as (but not 
limited to) letters of favorable comment, certificates, licenses, and academic credentials. 
 
At a minimum, an employee’s employment record will contain the employee’s name, job title, 
assigned department, legally mandated documents pertinent to pay, benefits, working 
conditions, performance, training, other terms and conditions of employment, and other 
pertinent employment information. Separate confidential files will be maintained to store medical 
records, compensatory benefits, worker’s compensation, and other sensitive material, including 
background check information for applicable positions, I-9 verification and victims of domestic 
violence. Management of official employment records for employees of the City is centralized 
with the Human Resource Director.  
 
Employees may inspect and review their personnel files, excluding confidential reports from 
previous employers or records of an employee relating to the conviction, arrest or investigation 
of conduct constituting a violation of the criminal laws of the State of Oregon, or another state of 
the United States (in compliance with ORS 351.065).  
 
Employees may protest, or comment upon, in writing, any material placed in their personnel files. 
Such protest/comments shall be placed in the personnel file. 
 
Personnel Files are exempt from disclosure to persons other than the employee under provisions 
of ORS 192.410 -192.505, if disclosure would constitute an unreasonable invasion of privacy. 
Information in personnel files regarding employee misconduct is subject to public disclosure 
under the Public Disclosure Act. Employee information shall in no case be given over the 
telephone, other than employment dates and job title. Verification of employment requesting 
other confidential information must be in writing and signed by the employee, authorizing release 
of information. Work reference requests, both for present and terminated employees, must be in 
writing and signed by the employee, authorizing release of information. Release of information in 
the form of duly authorized and served requests from law enforcement, state and federal 
regulatory agencies, or court orders shall not require written consent of the employee. 
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Please contact the Human Resources Officer regarding employment records requests. Employees 
shall not be entitled to remove any information from the file. 

K. WORKPLACE VIOLENCE 

It is the policy of the City of Madras to provide a safe and peaceful workplace for all employees 
and to minimize the risk of personal injury to employees at work and damage to City property. 
 
The City does not expect each employee to become an expert in psychology or to physically 
subdue a threatening or violent individual. The City discourages employees from engaging in a 
physical confrontation with a potentially violent individual. The City expects that employees shall 
execute reasonable judgment in identifying potentially dangerous situations and recognize that 
before actual physical acts of violence occur, behaviors are often exhibited where: 

 Individuals including co-workers display overt resentment, anger, and hostility; 
 Individuals including co-workers display signs of extreme stress; 
 Individuals including co-workers make ominous threats; 
 Co-workers’ performance deteriorates suddenly and or significantly; 
 Individuals including co-workers display irresponsible, irrational, or inappropriate 

behavior; and; 
 Individuals including co-workers have access to weapons, know how to use them, discuss 

them in the workplace, and/or brandish weapons in the workplace. 
Threats, threatening, language, or any other acts of aggression or violence made toward or by any 
employee shall not be tolerated. For purposes of this policy, threat includes any verbal or physical 
harassment, attempts to intimidate or instill fear in others, menacing gestures, flashing of 
concealed weapons, stalking, or other hostile or destructive behaviors. Any employee determined 
to have committed such acts shall be subject to disciplinary action, up to and including 
termination. Non-employees engaged in violent acts on the City premises shall be reported to the 
proper authorities and fully prosecuted. 
 
All potentially dangerous situations, including threats, shall be reported to the supervisor, a 
department head, the City Administrator, or a designee. Reports of threats may be made 
anonymously, and all incidents shall be investigated by the department head and the Human 
Resource Director and appropriate action shall be taken depending on the circumstances. Reports 
or incidents warranting confidentiality shall be handled appropriately and information shall be 
disclosed to others only on a need-to-know basis. Written reports of investigations shall be made 
by the department head and retained by the Human Resource Director.  
 
Employees who confront or encounter an armed or dangerous person should not attempt to 
challenge or disarm the individual. Employees should remain calm and try to be the best witness 
they can be. If a supervisor can be safely notified of the need for assistance without endangering 
the safety of the employee or others, such notice should be given. Otherwise, cooperate and 
follow the instructions given. The City’s first objective is to maintain the safety of all its employees 
to the extent feasible. City employees therefore, should not engage in any conduct that would 
serve to escalate a hostile or threatening situation. 
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VII. ATTENDANCE & TYPES OF LEAVE 
A. HOURS OF WORK 

Regular hours of operation, and work hours are 8:00 a.m. to 5:00 p.m., Monday through Friday, 
with a one-hour unpaid lunch break and two 15-minute paid breaks, mid-morning and mid-
afternoon. The Public Works and Police Departments’ standard workday schedules may vary 
based on departmental necessity. The City Administrator reserves the right to adjust standard 
workday hours as necessary.  
 
On an annual basis, the day after Thanksgiving, City Hall will be closed. At stated in Section VII-D 
“Attendance & Types of Leave,” the day after Thanksgiving is not a recognized holiday. 

B. MEAL PERIODS AND REST BREAKS 

Nonexempt employees are required to take a paid, uninterrupted 15-minute rest break for every 
four-hour segment or major portion thereof in the work period. The rest break should be taken 
in the middle of each segment, whenever possible. Whenever a segment exceeds two hours, the 
employee must take a rest break for that segment.  
 
Nonexempt employees are required to take at least a 30-minute unpaid meal period when the 
work period is six hours or greater. The law requires an uninterrupted period in which the 
employee is relieved of all duties. No meal period is required if the work period is less than six 
hours. If, because of the nature or circumstances of the work, an employee is required to remain 
on duty or to perform any tasks during the meal period, the employee must inform his or her 
supervisor before the end of the shift so that the City may pay the employee for that work.  
 
Meal periods and rest breaks are mandatory and are not optional. An employee’s meal period 
and rest break(s) may not be taken together as one break. Meal periods and rest breaks may not 
be “skipped” in order to come in late or leave early. An employee who fails to abide by this policy 
and applicable laws may be subjected to discipline, up to and including termination. 
 
Sample rest and meal break schedules are listed below. Employees with questions about the rest 
or meal breaks available to him or her should contact the Human Resources Director. 
 

 Requirement 
Length of Work Period Rest Breaks Meal Periods 
2 hours or less 0 0 
2 hrs & 1 min – 5 hrs & 59 min 1 0 
6 hrs 1 1 
6 hrs & 1 min – 10 hrs 2 1 
10 hrs & 1 min. – 13 hrs & 59 min 3 1 

 

C. REST BREAKS FOR EXPRESSION OF BREAST MILK 

The City of Madras will provide reasonable rest periods to accommodate an employee who needs 
to express milk for her child eighteen (18) months of age or younger. If possible, the employee 
will take the rest periods to express milk at the same time as the rest breaks or meal periods that 
are otherwise provided to the employee. If not possible, the employee is entitled to take 
reasonable time as needed to express breast milk. 
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The City of Madras will treat the rest breaks used by the employee for expressing milk as paid rest 
breaks up to the amount of time the City of Madras is required to provide as paid rest breaks 
and/or meal periods under applicable personnel rules or collective bargaining agreements. 
Additional time needed beyond the paid rest breaks and/or meal periods may be taken as unpaid 
time. 
 
If an employee takes unpaid rest breaks, the City of Madras may, at the discretion of the 
employee’s supervisor, allow the employee to work before or after her normal shift to make up 
the amount of time used during the unpaid rest periods. The City of Madras will allow, but not 
require, an employee to substitute paid leave time for unpaid rest periods taken in accordance 
with this rule. 
 
The City of Madras will make a reasonable effort to provide the employee with a private location 
within proximity to the employee’s work area to express milk. For purposes of this policy, “close 
proximity” means within walking distance from the employee’s work area that does not 
appreciably shorten the rest or meal period. A “private location” is a place, other than a public 
restroom or toilet stall, near the employee’s work area for the employee to express milk 
concealed from view and without intrusion by other employees or the public. 
 
If a private location is not within proximity to the employee’s work area, the City of Madras will 
identify a private location the employee can travel to. The travel time to and from the private 
location will not be counted as a part of the employee’s break period. 
 
Notice 
An employee who intends to express milk during work hours must give their supervisor 
reasonable oral or written notice of her intention to do so to allow the City of Madras time to 
make any preparations necessary for compliance with this rule. 
 
Storage 
Employees are responsible for storing expressed milk. Employees may bring a cooler or other 
insulated food container to work for storing the expressed milk. If an office provides access to 
refrigeration for personal use, an employee who expresses milk during work hours may use the 
available refrigeration. 

D. ATTENDANCE, PUNCTUALITY, AND REPORTING ABSENCES 

Each employee is critical to the overall success of City operation. Every employee is expected to 
keep regular attendance, be on time, and work as scheduled. 
 
Employees are expected to report to work as scheduled, on time and be prepared to start work. 
Employees are also expected to remain at work for their entire work schedule, except for unpaid 
break periods or when required to leave on authorized City business, and perform the work 
assigned to or requested of them. Late arrivals, early departures, or other absences from 
scheduled hours are disruptive and must be avoided. 
 
Unless specified otherwise in a policy below, employees who will be unexpectedly absent from 
work for any reason or who will not show up for work on time must inform their supervisor via 
email, phone, or text no later than 15 minutes before the start of the employee’s shift/work day. 
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Not reporting to work and not calling to report the absence is a no-call/no-show and is a serious 
matter. The first instance of a no call/no show will result in a final written warning. The second 
separate offense may result in termination of employment with no additional disciplinary steps. 
A no call/no show lasting three days may be considered job abandonment and may result in 
termination of employment. 

E. HOLIDAYS 

The following days shall be recognized as paid holidays: 
 New Year’s Day 
 Martin Luther King Jr. Day 
 President’s Day 
 Memorial Day 
 Independence Day 
 Labor Day 
 Veterans’ Day* 
 Thanksgiving Day 
 Christmas Day 
 One Floating Holiday (Floating holiday must be used within the fiscal year earned) 

* Veterans Day – The City of Madras will provide paid time off for Veterans Day if an employee 
would otherwise be required to work on that day and if the employee provides: (a) at least three 
weeks’ written notice to their department head that he or she intends to take time off for 
Veterans Day; and (b) documents showing that he or she is a veteran. To take this leave, the 
veteran must have served on active duty in the armed forces for at least six months and received 
an honorable discharge. If the individual served in a reserve or National Guard unit, the employee 
is not qualified for leave unless he or she was deployed or served on active duty for at least six 
months. The City of Madras will notify the employee, at least 14 days before Veterans Day, 
whether he or she will receive time off for Veterans Day. If the City determines that providing 
time off on this holiday would cause significant economic or operational disruption or undue 
hardship, the request will be denied, but the City will allow the worker to take a single day off 
within one year of Veterans Day. 
 
While the day after Thanksgiving is not one of the City’s recognized holidays, employees choosing 
to have the day off and still receive pay are required to their paid leave bank. 
 
Whenever a paid holiday falls on a Sunday, the following Monday shall be observed as the holiday. 
Whenever a paid holiday falls on a Saturday, the proceeding Friday shall be observed as the 
holiday. 
 
Approval is required for a floating holiday using the same procedure as described under Vacation 
Leave. Employees currently within their probationary period can utilize their floating holiday 
during the fiscal year to prevent from losing it at year-end. 

 
Holidays which occur during vacation or sick leave shall not be charged against such leave. 
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If an employee is required to work on any of the above listed holidays, they shall receive regular 
holiday pay and pay at one and one-half times their normal rate of pay for actual hours worked.  

F. VACATION LEAVE 

Eligibility 
Regular, full-time employees (scheduled to work 40 hours per week) are eligible to receive 
vacation time off with pay. Regular 3/4-time employees (scheduled to work at least 30 hours but 
less than 40 hours per week) are eligible to receive prorated paid time-off. Regular part-time 
employees (scheduled to work at least 20 hours per week but less than 30 hours per week on a 
regular basis) are eligible to receive prorated paid time-off. Temporary/seasonal employees are 
not eligible to receive paid time off.  
 
New employees shall not be eligible for vacation leave during the first 12 months of employment.  
 
Leave Accrual 
Full-time employees accrue vacation time off with pay at the following rate: 
 

Length of Service Days per Year Hours 
1 Year 5 Days 40 Hours 
2 Years 15 Days 120 Hours 
10 Years 20 Days 160 Hours 
15 Years 25 Days 200 Hours 

 
Upon an employee’s one-year anniversary, the employee will be credited 40 hours of paid 
vacation within the pay period of the anniversary date. Employees can begin using that leave 
during the same pay period which the paid leave is credited to them. 
 
When an employee’s anniversary year results in an adjustment to their annual accrual of vacation, 
the employee shall receive credit for the accrued leave on July 1 at the beginning of the 
anniversary fiscal year. For example, a ten-year employee, per the City’s policy, is entitled to 160 
hours of paid vacation leave. Therefore, if an employee’s ten-year anniversary were to fall on 
October 15, 2015, they would be credited 160 hours of paid vacation leave starting July 1, 2015. 
 
Entitlement Upon Reinstatement 
An employee whose employment with the City was terminated for any reason, except by lay off, 
shall be required upon reinstatement to accrue six (6) months continuous employment prior to 
the entitlement of vacation leave. Employees, who are laid off and rehired within one (1) year, 
shall maintain their years of service in effect at the time of layoff for purposes of calculating 
vacation leave. 
 
Accumulation of Vacation Leave 
Vacation leave does not carry over from year to year and must be used by June 30 of each year. 
Upon written request, vacation leave may be carried over for up to 60-days.  

 
Vacation Scheduling 
Each department head is responsible for approving and scheduling vacation leave within his/her 
department with due consideration for the desires of the employees and the work requirements 
facing the department. The City Administrator is responsible for approving the vacation schedules 
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of the department heads and other administrative and confidential employees that directly report 
to the City Administrator. Vacations for a week or longer shall be scheduled two (2) weeks in 
advance when possible. Vacation requests with shorter notice will be subject to the discretion of 
the approving person.  
 
In case of conflicting dates requested, seniority shall prevail. Vacation schedules may be amended 
to allow the department to meet emergency situations. 
 
Payment of Unused Vacation Upon Separation 
Subject to the limitation of accumulation of vacation leave set forth above, all unused paid leave 
(including vacation, comp time and/or admin time) shall be paid to a separated employee in their 
final paycheck. Terminations during an employee’s probationary period shall require no payment 
for vacation accrual. 
 
Hospitalization During Vacation Leave 
If an employee is in the hospital during vacation leave, upon receipt of certification by a physician, 
time spent in the hospital may count as sick leave. 

G. SICK LEAVE 

Eligibility and Accrual 
Regular, full-time employees (scheduled to work 40 hours per week) shall earn eight (8) hours of 
sick leave for each calendar month of service. Employees will continue to accrue sick leave so long 
as they are out of the office for an authorized reason (i.e. out on vacation, medical leave, etc.)   
Regular 3/4-time employees (scheduled to work at least 30 hours but less than 40 hours per week) 
and regular part-time employees (scheduled to work at least 20 hours but less than 30 hours per 
week on a regular basis) and temporary/seasonal employees shall receive a prorated number of 
hours of sick leave for each calendar month of service. Per the Oregon Sick Time Law, this policy 
ensures that employees accrue the minimum accrual of paid sick time per year based on hours 
worked. The City’s policy on paid sick leave accrual meets the minimum requirement. 

 
Sick leave shall accrue from the date of employment, and is available for use immediately, so long 
as an employee has accrued sick leave to use.  

 
Per the Oregon Sick Time Law, the City will provide notification at least once per quarter to each 
of its employees specifying the amount of accrued and unused sick time available for use by the 
employee. The City will also provide written notice to employees regarding the requirements of 
the law. Currently, the City of Madras meets this notification requirement by providing this 
information on each employee’s pay statements. A copy of the BOLI Requirements of Oregon’s 
Sick Time Law is available for the employee’s review at: https://www.lclark.edu/live/files/21223-
oregon-sick-leave-poster or a copy can be obtained from the Human Resources Director. 
Employees with questions about this policy may contact the Human Resources Director. Please 
also refer to the Oregon Sick Leave Law Poster that is posted in each of the City’s facilities where 
employee’s report for work and is incorporated here by reference.  

 
Sick Leave Usage 
Sick leave may be used when an employee is unable to work due to their own illness, to attend 
doctor, dental or other medical appointments, or when necessary to provide care for the illness 

https://www.lclark.edu/live/files/21223-oregon-sick-leave-poster
https://www.lclark.edu/live/files/21223-oregon-sick-leave-poster
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of a family member, and for any use in accordance with the Oregon Sick Time Law. Sick leave will 
be deducted from the employee’s accrual based on the amount of time taken away from work. 
 
Employee Notice of Need for Sick Leave 
 
Foreseeable Sick Leave  
If the need for sick leave is foreseeable, an employee must notify as soon as practicable before 
the leave is to begin. Generally, an employee must provide at least 10 days’ notice for foreseeable 
sick leave. The request shall include the anticipated duration of the sick leave, if possible. 
Employees must make a reasonable effort to schedule foreseeable sick time in a manner that 
minimally disrupts the operations of the City. Employees must notify their supervisor of any 
change in the expected duration of sick leave as soon as is practicable. 
 
Unforeseeable Sick Leave  
If the need for sick leave is unforeseeable, the employee must notify as soon as practicable and 
comply generally with the City’s call-in procedures. See above for Attendance Policy.  
An employee must contact his/her supervisor daily while on sick leave, unless an extended period 
of sick leave has been prearranged with the supervisor or when off work on protected leave. The 
employee shall inform his/her supervisor of any change in the duration of sick leave as soon as 
practicable. 
 
If an employee fails to provide proper notice or make a reasonable effort to schedule leave in a 
manner that is only minimally disruptive to the organization and operations, the City may deny 
the use and legal protections of sick leave.  
 
Sick Leave Documentation 
If an employee takes more than three consecutive scheduled workdays as sick leave, the City may 
require reasonable documentation showing that the employee was absent for an approved 
reason. Reasonable documentation includes documentation signed by a healthcare provider, or 
documentation for victims of domestic violence, harassment, sexual assault or stalking. 

 
Sick Leave Abuse 
If the City suspects sick leave abuse, including but not limited to repeated use of unscheduled sick 
leave or repeated use of sick leave adjacent to weekends, holidays, vacations and paydays, the 
City may require documentation from a healthcare provider. Employees found to have abused 
sick leave as described here may also be subject to discipline, up to and including termination. 
 
Unused Sick Leave 
An employee’s unused sick leave carries over from one year to another, in any given year. This 
carry over policy meets the minimum requirement under the Oregon Sick Time Law. Unused sick 
leave will not be compensated for indirect salary at the time of resignation, dismissal, or 
retirement. Unused sick leave may be applied to PERS. 

 
Restoration of Accumulated Sick Leave 
All accumulated sick leave is canceled when an employee separates from service but shall be 
restored if the employee is re-appointed to the City employment within six (6) months from 
separation. 
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H. JOB RELATED INJURIES 

All employees are covered by an approved workers’ compensation plan for industrial accidents 
and disease as provided under Oregon Workers’ Compensation Law. Benefits include medical 
treatment and care as well as disability compensation during periods of time lost from the job. 
 
Policy Authority 
This policy applies to all City employees when appropriate. Departmental operating policies 
and/or City labor agreements may provide additional procedural requirements but do not alter 
the authority of this policy. The City will determine appropriate work hours, shifts, duration and 
location of all work assignments and reserve the right to determine the availability, 
appropriateness, and continuation of all light duty assignments. 

 
Employee Reporting Responsibility 
All job-related injuries or illnesses are to be reported to the employee’s supervisor immediately, 
regardless of severity. In the case of serious injury, the employee’s reporting obligation will be 
deferred until circumstances reasonably permit a report to be made. Employees are expected to 
report all accidents, incidents, work-related injuries or illnesses to their supervisor immediately, 
whether medical care is anticipated. If the employee’s immediate supervisor is not available, they 
should report the incident to the next level supervisor or the Human Resource Director. 

 
After receiving medical care, the employee must provide a report of medical condition prepared 
by the attending physician within 24 hours of medical treatment to the Human Resource Director 
or designee. Failure to report an injury or illness may preclude or delay the payment of any 
benefits to the employee and could subject the City to fines and penalties. 
 
Supervisor Reporting Responsibility 
Supervisors must complete an Injury Report Form 801 (WC801) within 24 hours of an employee’s 
injury if an injury requiring medical treatment has occurred, then immediately forward their 
report to the Human Resource Director or designee. Supervisors must also investigate and 
complete an Oregon Occupational Safety & Health Division (OR-OSHA) on-the-job injury incident 
report within 24 hours and send the report to the Human Resource Director. An employee’s 
supervisor will ensure that they have a current copy of their job description, if requested by the 
physician, to aid the physician in their evaluation. 
 
Compensation While Off the Job 
The City will pay any difference between Workers’ Compensation payment and normal net pay 
for a period of up to ninety (90) days while an employee is unable to return to work. No 
duplication of payments between the City’s Workers’ Compensation carrier and the City will be 
allowed. 
 
Return-to-Work Process 
It is the City’s policy to return their employees with compensable work-related injuries or illnesses 
to an available and suitable position as soon as possible. To achieve this, the City will provide, 
where possible, temporarily modified work (light duty) while the employee is recovering. Upon 
receiving medical treatment, the employee is expected to inform their physician that the City has 
a return-to-work program with light duty/modified work assignments available and review their 
current job duties and responsibilities with the physician. The employee’s medical report(s) shall 
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contain specific and objective information such as the employee’s post-injury capabilities, 
limitations and prognosis, so the City may determine an appropriate work assignment or leave 
status. The employee will then provide the documentation requesting a light duty assignment 
including the tentative start date, duration, and specific limitations imposed by their physician, 
and prognosis for release to full duties. 
 
The employee will not be allowed to return to work without a signed release from their attending 
physician. Light duty positions are not guaranteed in all situations. Any light duty work assignment 
must provide benefit to the employee and to the City. A light duty assignment may be modified 
based on revised limitations or restrictions imposed by the treating physician. 
 
The injured employee’s department head will offer the employee an available light duty work 
assignment, where feasible. The department head, together with the employee’s direct 
supervisor are required to review the injured worker Return-To-Work Process with the employee. 
The temporary assignment shall agree with the employee’s physician’s medical restrictions, be 
consistent with agency policies and collective bargaining agreements, and normally be limited to 
a 90-day period during which time interim evaluations shall be made. The assignment must 
accommodate the employee’s limitations while also providing benefit to the City.  
 
During this period of modified work assignment, the employee will maintain their regular position 
with regular salary, seniority and benefits, but may need to adjust their schedule according to the 
operational needs of the assignment. Upon release to regular duties, the employee will return to 
their regular assignment. 
 
In the event it is determined that the employee will need a permanent restriction and is unable 
to return to their original assignment, with or without a reasonable accommodation, they will be 
placed on personal leave status, consistent with applicable federal and state law. The employee 
may be entitled to benefits under state law, and the City will provide them with information about 
possible benefits. 
 
Legal Liability 
Employees are expected to abide by all laws and regulations which govern the performance of 
their duties, and shall perform their duties as reasonable, prudent persons. Employees who are 
reasonably cautious and prudent in the performance of their duties are not negligent, and 
therefore, neither legally nor morally liable for accidents or injuries which may occur. 

I. DONATION OF PAID LEAVE 

To provide voluntary assistance to co-workers who are taking time off work under a protected 
leave qualifying event (as defined by FMLA and OFLA), City employees are allowed to donate 
accrued, unused sick leave or compensatory time to a fellow employee who has exhausted all 
paid time off but is otherwise eligible for a leave. Nothing in this policy will be construed to limit 
or extend the maximum allowable absence under the Family Medical Leave Act (FMLA) or the 
Oregon Family Leave Act (OFLA). Intermittent absences do not qualify for this program. 
 
Receiving Employee 
An employee may receive donated leave up to a total of 240 hours per fiscal year provided that 
the employee is: 

 Off work under a protected leave qualifying event; 
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 Has exhausted all his/her paid sick leave, vacation, and administrative or comp time; and 
 Has a satisfactory record of sick leave usage and work performance. 

Donating Employee 
An employee may donate accrued sick leave or compensatory time, providing the donating 
employee: 

 Voluntarily elects to donate leave/time to a designated recipient who has qualified for this 
program, and does so with the understanding that the donated leave, which is used by the 
designated recipient, will not be returned; 

 Donates a minimum of eight (8) hours and not more than eighty (80) hours per fiscal year. 
 Certifies the name of the employee for whom the donated leave is intended and the 

number of hours to be donated on a “Leave Donation Form.” 
 Certifies that the leave is donated voluntarily and that the employee understands that any 

unused donated leave will be returned to the donor. 
 When multiple employees donate leave, the leave is applied to the recipient based on the 

order that the donations were received for processing. 

J. OTHER PAID LEAVES  

Administrative Leave 
Exempt management and confidential employees receive an additional forty (40) hours annually 
of paid administrative leave for attendance at City Council and other required meetings related 
to their positions. Employees eligible for administrative leave may utilize this leave during their 
probationary periods. Upon written request, administrative leave may be carried over for up to 
60-days. 
 
Bereavement Leave 
The City may grant an employee up to three (3) days of pay for bereavement leave to handle 
matters related to death and grieving of an immediate family member (including spouse, parents, 
children, grandchildren, brothers, sisters, mother-in-law, father-in-law, brother-in-law, sister-in-
law, grandparents and step-children). If additional time is needed, the employee may use accrued 
vacation or compensatory time and may request an unpaid leave of absence. The City will allow 
eligible employees to take up to a total of two weeks of unpaid leave to deal with the death of an 
immediate family member (as defined by OFLA). These two weeks includes the City’s three (3) 
days of paid leave. The City’s three days of paid leave can be taken intermittently, if needed. 

 
Military Leave 
A full time employee who has served with the City for six (6) months or more immediately 
preceding an application for military leave and who is a member of the National Guard or any 
reserve component of the Armed Forces of the United States, is entitled to leave of absence for 
annual active duty for training from his/her duties for a period not exceeding fifteen (15) calendar 
days in any calendar year as provided in ORS 408.290. This leave of absence shall be considered 
continuous employment with the City. 

 
Blood Drives 
City employees may be allowed one (1) hour to participate in blood drives offered within the City 
of Madras during work hours. 
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Jury Duty 
The City of Madras will grant employees time off for mandatory jury duty and/or jury duty 
orientation. A copy of the court notice must be submitted to the employee’s supervisor to verify 
the need for such leave. The employee may keep the jury duty pay he or she receives, or they can 
submit their court check to the finance department and receive the employee’s regular wages for 
their time spent in jury duty.  
 
The employee is expected to report for work when doing so does not conflict with court 
obligations. It is the employee’s responsibility to keep his or her supervisor informed about the 
amount of time required for jury duty. 
 
Witness Duty 
Time spent serving as a witness in a work-related, legal proceeding will be treated as time worked 
for pay purposes, provided the time served occurs during regularly scheduled hours, the 
employee is subpoenaed to testify, and the employee submits witness fees to the Finance 
Department upon receipt. 
 
Except for employee absences covered under City of Madras’ “Crime Victim Leave Policy” or 
“Domestic Violence Leave and Accommodation Policy,” employees who are subpoenaed to testify 
in non-work-related legal proceedings must use any available vacation time to cover their absence 
from work. If the employee does not have any available vacation time, the employee’s absences 
may be unexcused and may subject the employee to discipline, up to and including termination. 
Employees must present a copy of the subpoena served on them to their supervisor for scheduling 
and verification purposes no later than 24 hours after being served.  
 
Religious Observances Leave and Accommodation Policy 
The City of Madras respects the religious beliefs and practices of all employees. The City of Madras 
will make, upon request, an accommodation for such observances when a reasonable 
accommodation is available that does not create an undue hardship on City of Madras’ business. 
Employees may use vacation or unpaid time for religious holy days or to participate in a religious 
observance or practice; if accrued leave is not available, then an employee may request to take 
unpaid leave. Requests for religious leave or accommodation should be made with your 
supervisor.  
 
Crime Victim Leave Policy 
Any employee who has worked an average of at least 25 hours per week for 180 days is eligible 
for reasonable, unpaid leave to attend criminal proceedings if the employee or his or her 
immediate family member (defined below) has suffered financial, social, psychological or physical 
harm because of being a victim of certain felonies, such as kidnapping, rape, arson, and assault.  
 
“Immediate family member” includes a spouse, registered same-sex domestic partner, father, 
mother, sibling, child, stepchild or grandparent. 
 
Employees who are eligible for crime victim leave must: 

 Use any accrued, but unused vacation/sick leave during the leave period; 
 Provide as much advance notice as is practicable of his/her intention to take leave (unless 

giving advance notice is not feasible); and 
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 Submit a request for the leave in writing to your supervisor as far in advance as possible, 
indicating the amount of time needed, when the time will be needed, and the reason for 
the leave. 

In all circumstances, City of Madras may require certification of the need for leave, such as copies 
of any notices of scheduled criminal proceedings that the employee receives from a law 
enforcement agency or district attorney’s office, police report, a protective order issued by a 
court, or similarly reliable sources. 
 
Domestic Violence Leave and Accommodation Policy 
All employees are eligible for reasonable unpaid leave to address domestic violence, harassment, 
sexual assault, or stalking of the employee or his or her minor dependents. 

 
Reasons for taking leave include the employee’s (or the employee’s dependent’s) need to:  seek 
legal or law enforcement assistance or remedies; secure medical treatment for or time off to 
recover from injuries; seek counseling from a licensed mental health professional; obtain services 
from a victim services provider; or relocate or secure an existing home.  
 
Leave is generally unpaid, but the employee may use any accrued vacation or sick leave while on 
this type of leave. 

 
When seeking this type of leave, the employee should provide as much advance notice as is 
practicable of his or her intention to take leave, unless giving advance notice is not feasible. 
 
Notice of need to take leave should be provided by submitting a request for leave in writing to 
your supervisor as far in advance as possible, indicating the time needed, when the time will be 
needed, and the reason for the leave. City of Madras will then generally require certification of 
the need for the leave, such as a police report, protective order or other evidence of a court 
proceeding, or documentation from a law enforcement officer, attorney, healthcare professional, 
member of the clergy, or victim services provider. 
 
If more leave than originally authorized needs to be taken, the employee should give City of 
Madras notice as soon as is practicable prior to the end of the authorized leave. When taking 
leave in an unanticipated or emergency situation, the employee must give oral or written notice 
as soon as is practicable. When leave is unanticipated, this notice may be given by any person on 
the employee’s behalf. 

 
Finally, employees who are victims of domestic violence, harassment, sexual assault or stalking 
may be entitled to a “reasonable safety accommodation” that will allow the employee to more 
safely continue to work, unless such an accommodation would impose an “undue hardship” on 
City of Madras. Please contact your supervisor immediately with requests for reasonable safety 
accommodations. 
 
Training 
The City shall encourage and promote training opportunities for employees and supervisors so 
the service that they render to the City may be made more effective. Food, lodging, and travel 
expenses shall be paid by the City in accordance with the expense reimbursement policy to any 
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employee required to attend a conference when the conference is held at a location other than 
the employee’s job location. 
 
Mandated or required training shall normally be provided on City employee’s work time; 
however, if the training cannot be offered during the employee’s normal work shift, the employee 
shall be compensated at the appropriate rate pursuant to the requirement of the FLSA. 

K. FAMILY MEDICAL LEAVE (FMLA/OFLA) 

This policy intends to comply with applicable state and federal law related to family medical leave. 
The City of Madras employees are not eligible for leaves of absence under the federal Family 
Medical Leave Act (FMLA) due to the number of employees the City employs.  
 
Oregon Family Leave Act (OFLA) Eligibility   
The following is a summary of Family and Medical Leave policy and procedures under the Oregon 
Family Leave Act (OFLA). Generally, and as will be discussed, eligible employees are entitled to 12 
weeks of unpaid leave for the reasons identified below. Oregon law prohibits retaliation against 
an employee with respect to hiring or any other term or condition of employment because the 
employee asked about, requested or used OFLA Leave. In all cases, applicable Oregon laws, rules, 
policies and collective bargaining agreements govern the employee’s and the City of Madras’s 
rights and obligations, not this policy. 
 
The City of Madras does not have any “eligible employees” for purposes of the federal Family 
Medical Leave Act. 
 
Employees seeking further information should contact the Human Resources Director. Please also 
refer to the “Oregon Family Leave Act” notice posted on the designated employee information 
board. 
 
Definitions 

 Family Member - “Family member” is defined as a spouse (including registered, same-sex 
domestic partners), parent (biological, adoptive, step, foster, or in loco parentis), parent of 
a registered, same-sex domestic partner, parent-in-law, grandparent, grandchild, or 
“child” (see definition below).  

 Child - “Child” includes a biological, adopted, foster or stepchild, the child of a registered, 
same-sex domestic partner, or a child with whom the employee is in a relationship of in 
loco parentis. For purposes of Serious Health Condition Leave, the “child” can be any age; 
for all other types of leave under OFLA, the “child” must be under the age of 18 or over 18 
if incapable of self-care because of a mental or physical disability. 

Eligible Employee 
To qualify for OFLA Leave for a Serious Health Condition or Sick Child Leave, an employee must 
have been employed for at least 180 days and worked an average of at least 25 hours per week. 
To qualify for Parental Leave, an employee must have been employed for at least 180 days (no 
per-week hourly minimum is required). For purposes of Oregon Military Family Leave Act leave, 
an employee becomes eligible after having worked only 20 hours per week (no minimum length 
of employment required).  
 
Serious Health Condition 
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“Serious health condition” is defined under OFLA as an illness, injury, impairment, or physical or 
mental condition that, for example: requires inpatient care in a medical care facility such as a 
hospital, hospice or residential facility such as a nursing home; requires constant or continuing 
care such as home care administered by a health care professional; or involves either an overnight 
stay in a medical care facility, or continuing treatment by a health care provider for a condition 
that either prevents the employee from performing the functions of the employee’s job, or 
prevents the qualified family member from participating in school or other daily activities. 
“Serious health condition” also includes any period of absence for the donation of a body part, 
organ or tissue, including preoperative or diagnostic services, surgery, post-operative treatment 
and recovery. 

Other conditions may qualify as “serious health conditions;” please see the Human Resources 
Director for more information. The common cold, flu, earaches, upset stomach, minor ulcers, 
headaches other than migraine, routine dental or orthodontia problems, periodontal disease, and 
cosmetic treatments (without complications), are examples of conditions that are not generally 
defined as “serious health conditions.” 
 
Reasons for Taking Leave 

 Family Medical Leave is defined to include and may be taken under any of the following 
circumstances: 

 Employee’s Serious Health Condition Leave: To recover from or seek treatment for an 
employee’s serious health condition, including pregnancy-related conditions and prenatal 
care. 

 Family Member’s Serious Health Condition Leave: To care for a Family Member with a 
serious health condition. 

 Oregon Military Family Leave Act Leave (“OMFLA”): During a period of military conflict, as 
defined by the statute, eligible employees with a spouse or registered same-sex domestic 
partner who is a member of the Armed Forces, National Guard, or military reserve forces 
(“Military Spouse”), and who has been notified of an impending call or order to active 
duty (or who has been deployed) is entitled to a total of 14 days of unpaid leave per 
deployment after the Military Spouse has been notified of an impending call or order to 
active duty and before deployment and when the Military Spouse is on leave from 
deployment. 

 Parental Leave: For the birth of a child or for the placement of a child under 18 years of 
age for adoption or foster care. Parental leave must be completed within 12 months of 
the birth of a newborn or placement of an adopted or foster child. 

 Pregnancy Disability Leave: For incapacity due to pregnancy, prenatal medical care or 
birth. 

 Sick Child Leave: To care for a child who suffers from an illness or injury that does not 
qualify as a Serious Health Condition but that requires home care. This type of leave does 
not provide for routine medical and dental appointments or issues surrounding the 
availability of childcare when the child is not ill or injured. Sick Child Leave is not available 
if another family member is able and willing to care for the child.  

 Bereavement Leave. See the Bereavement Leave Policy on page ___ of this handbook. 
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Length of Leave 
In any One-Year Calculation Period, eligible employees may take: 

 Up to 12 weeks of Parental Leave, Serious Health Condition Leave (employee’s own or 
family member), or Sick Child Leave; 

 An additional 12 weeks of leave may be available to an eligible employee for an illness, 
injury or condition related to pregnancy or childbirth that disables the employee 
(“Pregnancy Disability Leave”); and 

 Employees who take the entire 12 weeks of Parental Leave may be entitled to an 
additional 12 weeks of Sick Child Leave. 

One-Year Calculation Period 
The “twelve-month period” during which leave is available (also referred to as the “One-Year 
Calculation Period”) will be determined by a rolling 12-month period measured backward from 
the date an employee uses any family medical leave. Each time an employee takes Family Medical 
Leave, the remaining leave entitlement would be any balance of the 12 weeks which has not been 
used during the immediately preceding 12 months. 
 
Intermittent Leave 
Intermittent or reduced schedule leave may be taken when medically necessary due to the serious 
health condition of a covered family member or the employee. Employees must make reasonable 
efforts to schedule planned medical treatments to minimize disruption of operations the City of 
Madras, including consulting management prior to the scheduling of treatment in order to work 
out a treatment schedule which best suits the needs of both the City of Madras and the employee. 
Intermittent leave for Parental Leave is not available. 
 
Employee Responsibilities — Notice 
Employees must provide at least 30 days’ notice before Family Medical Leave is to begin if the 
reason for leave is foreseeable based on an expected birth, placement for adoption or foster care, 
or for planned medical treatment for a serious health condition of the employee or of a family 
member. If 30 days’ notice is not practicable, because of a lack of knowledge of approximately 
when leave will be required to begin, a change in circumstances, or a medical emergency, notice 
must be given as soon as practicable. If the situation giving rise to a Sick Child Leave is 
unforeseeable, an employee must give verbal or written notice to the City of Madras within 24 
hours of commencement of the leave. 
 
Whether leave is to be continuous or is to be taken intermittently or on a reduced schedule basis, 
notice need only be given one time, but the employee shall advise the Human Resources Director 
as soon as practicable if dates of scheduled leave change or are extended or were initially 
unknown. 
 
If circumstances change during the leave and the leave period differs from the original request, 
the employee must notify the Human Resources Director within three business days, or as soon 
as possible. 
  
Regardless of the reason for leave, or whether the need for leave is foreseeable, employees will 
be expected to comply with the City of Madras’s normal call-in procedures. Employees who fail 
to comply with [Organization]’s call-in procedures may be disciplined or may have their period of 
OFLA leave reduced. 
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Certification 
Generally speaking, employees must provide sufficient information for the City of Madras to 
determine if the leave may qualify for OFLA protection and the anticipated timing and duration 
of the leave. Sufficient information may include that the employee is unable to perform job 
functions, the family member is unable to perform daily activities, or the need for hospitalization 
or continuing treatment by a health care provider. 
 
Additionally: 

 Employees requesting Serious Health Condition leave for themselves or to care for a 
family member will be required to provide certification from the health care provider of 
the employee or the covered family member to support the request. 

 Employees requesting Sick Child Leave may be required to submit, at a minimum, a note 
from a doctor or health care provider if the employee has used more than three days (i.e., 
one, three-day occurrence or three separate instances) of sick child leave within a One-
Year Calculation Period. 

 Employees must furnish the City of Madras’s requested medical certification information 
within 15 calendar days after such information is requested by the City of Madras. In some 
cases (except for leave to care for a sick child), the City of Madras may require a second or 
third opinion, at the City of Madras’s expense. Employees also may be required to submit 
subsequent medical verification.  

 Employees will not be asked for, and they should not provide, any genetic information 
about themselves or a family member in connection with a medical certification. 

Medical Certification Prior to Returning to Work 
If family medical leave is for the employee’s own serious health condition, the employee must 
furnish, prior to returning to work, medical certification from his/her health care provider stating 
that the employee is able to resume work. 
 
Substitution of Paid Leave for Unpaid Leave  
Employees are required to use accrued paid leave, including floating holidays, vacation, 
compensatory time, and sick leave prior to a period of unpaid leave of absence on OFLA leave. 
Use of accrued paid leaves will run concurrently with OFLA leave. Represented employees may 
reserve accrued leave and compensatory time if provided by their collective bargaining 
agreement. If the employee has no accrued paid leave, floating holidays, vacation, compensatory 
time or sick leave available to use during an OFLA leave, the leave will be unpaid. 
 
Holiday Pay While on Leave 
Employees receiving short or long-term disability will not qualify for holiday pay. Employees using 
vacation pay or sick pay during a portion of approved family medical leave in which a holiday 
occurs will qualify to receive holiday pay. Employees who are on unpaid leave during a holiday 
will not qualify to receive holiday pay. 

 
On-the-Job Injury or Illness 
OFLA leave will not be reduced by and will not run concurrently with any period the employee is 
unable to work because of a disabling compensable on-the-job injury; however, if the injury or 

Commented [A7]: The employer can designate whether 
an employee may set aside a certain number of 
compensatory hours or vacation leave for future use. Be 
sure to address here, however, any provisions that may 
apply to represented employees. 
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illness is a “serious health condition” as defined by Oregon law and the employee has refused a 
bona fide offer of light-duty or modified employment, OFLA leave will commence. 
 
Benefits While on Leave 
The City of Madras will continue the employee’s health coverage under any group health plan 
during a period of approved OFLA leave on the same terms as if the employee had continued to 
work. The employee must continue to make any regular contributions to the cost of the health 
insurance premiums during the period of approved OFLA leave. Employees will not accrue 
vacation, sick leave or other benefits (other than health insurance) while the employee is on an 
OFLA leave. The leave period, however, will be treated as continuous service (i.e., no break in 
service) for purposes of vesting and eligibility to participate in the City of Madras benefit plans. 

 
Job Protection 
Employees returning to work from Family Medical Leave will be reinstated to their former 
position. If the position has been eliminated, the employee may be reassigned to an available 
equivalent position. Reinstatement is not guaranteed if the position has been eliminated under 
circumstances where the law does not require reinstatement. 

Employees are expected to promptly return to work when the circumstances requiring Family 
Medical Leave have been resolved, even if leave was originally approved for a longer period. If an 
employee does not return to work at the end of a designated Family Medical Leave period, 
reinstatement may not be available unless the law requires otherwise.  

The use of Family Medical Leave cannot result in the loss of any employment benefit that accrued 
prior to the start of an employee’s leave. 

Employees who work for other employers during a “serious health condition” leave may be 
subject to discipline up to and including termination. Additionally, all employees who use Family 
Medical Leave for reasons other than the reason for which leave had been granted may be subject 
to discipline up to and including termination. 

 
Reinstatement  
Employees returning from Family Medical Leave will be reinstated to the same or an equivalent 
position with equivalent benefits, pay and other terms and conditions of employment, unless 
their former positions have been eliminated for bona fide business reasons. 
 
Medical Release  
Employees returning from family medical leave taken for their own health condition may be 
required to provide a medical release to return to work prior to or upon return indicating they are 
able to return to work and whether there are any restrictions. 
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L. PERSONAL LEAVE OF ABSENCE 

Employees may be granted a personal leave of absence with or without pay under certain 
circumstances. A personal leave of absence is an approved period away from work for personal 
reasons that does not fall under the guidelines of the family medical leave policy, or other leave 
policy. A personal leave is granted at the discretion of the City Administrator and is normally 
granted to protect the length of service and benefit rights for an employee whose service might 
otherwise be terminated.  

 
Eligibility 
An employee becomes eligible for a personal leave of absence without pay after six (6) months of 
service. Personal leave may be granted by the City Administrator at the recommendation of the 
department head, provided however, said leave shall not exceed six (6) months and will begin on 
the first regular workday following the last day worked. An employee shall not be granted 
personal leave until all sick leave, accumulated compensatory time, and annual leave accruals (as 
appropriate to the circumstance of the leave) have been exhausted. 
 
Notification 
Requests for personal leave that will be longer than ten (10) days must be submitted in writing 
and approved by the department head at least five (5) working days in advance of the effective 
leave date, except in cases of emergency. All leave requests must include an expected date of 
return. If an employee does not return within three days of that date, and no extension has been 
requested, they will be assumed to have voluntarily resigned. 
 
Employee Status 
An employee on personal leave shall not be eligible for accrual of sick leave, vacation, or holiday 
pay. 
 
An employee on an authorized personal leave is entitled to reinstatement to the employee’s 
former position at the expiration of the employee’s leave. If an employee is unable to work at the 
expiration of the authorized leave, due to inability to perform the essential function of the job 
with or without reasonable accommodation, the City and the employee shall explore alternative 
solutions and otherwise take measures to comply with the American with Disabilities Act if 
applicable. The City may request medical certification of ability to perform the job duties as set 
forth in the job description. 
 
Medical Benefits  
Insurance coverage will not be maintained for an employee while on a personal leave of absence 
for reason other than stated in Section VII-K (Family Medical Leave). They may continue insurance 
coverage by paying the full premium by the first of each month if continuance of insurance 
coverage is desired.  
 
Benefits do not accrue during a leave of absence but are retained at the same level. Medical, 
dental, and vision coverage shall be reinstated on the first day of the first full pay period the 
employee returns to work, provided however, that the employee shall notify the Human Resource 
Director ten (10) working days before the date of return to work. 



Adopted March 11, 2014; Revised September 2020 City of Madras Personnel Manual Page 55 of 82 

M. MILITARY LEAVE WITHOUT PAY 

Military leave of absence without pay will be granted to regular-status employees for periods of 
active duty exceeding two (2) weeks with the Armed Forces of the United States. 

 
Upon honorable discharge from military service, the employee will be returned to a position in 
the same classification as his/her last held position, at the salary rate prevailing for such class, and 
without loss of seniority of employment rights. If the employee is not physically qualified to 
perform the duties of the former position because of a service-connected disability, he or she may 
be reinstated in another appropriate classification.  
 
Returning military service personnel must make application for reinstatement within thirty (30) 
days of discharge. Failure to comply shall terminate military leave. If an employee voluntarily re-
enlists, his/her military leave shall be deemed canceled. 

N. DOMESTIC VIOLENCE LEAVE 

ORS 659A.272 provides for protected leave for employees who are victims of domestic violence, 
sexual assault, criminal harassment, or stalking, or are parents of victims (minor children), are 
eligible for leave to deal with issues of domestic violence, sexual assault, criminal harassment, or 
stalking. 
 
Employees may use accrued sick leave, vacation leave or comp time to pay for time off. If accrued 
leave is not available, employees may take leave without pay. 

 
The City will provide reasonable safety accommodations for an employee who is a victim of 
domestic violence, sexual assault, criminal harassment, or stalking, if the employee requests it, 
and if it does not impose an undue hardship on the City.  
 
Examples of reasonable accommodation may include, but are not limited to: transfer, 
reassignment, modified schedule, unpaid leave from employment, changed work telephone 
number, changed work station, installed lock, implemented safety procedure, or other 
adjustment to a job structure, workplace facility or work requirement. 

VIII. HEALTH AND SAFETY 
A. TOBACCO FREE WORKPLACE 

Because the City recognizes the hazards caused by exposure to environmental tobacco smoke, as 
well as the life-threatening diseases linked to the use of all forms of tobacco, it shall be the policy 
of the City to provide a tobacco-free environment for all employees and visitors. This policy covers 
the smoking of any tobacco product, smoking in any form (including e-smoking), and the use of 
oral tobacco products or “chew/spit” tobacco. This policy applies to employees, volunteers and 
non-employee visitors of the City.  
 
The City prohibits tobacco use in all City facilities, in or around City vehicles, and in or around City 
equipment. Tobacco use is prohibited by any entrance to a City facility that may be used by the 
public and at least 20 feet from other entrances designated as employee only entrances.  
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B. ALCOHOL/DRUG USE, ABUSE AND TESTING 

The City works to maintain a safe and efficient work environment. Employees who misuse 
controlled substances, prescription or illegal drugs, or alcoholic beverages pose a risk both to 
themselves and to everyone who comes into contact with or depends upon them and risks 
damage to the City’s reputation. 
 
The City expects employees to report to work in a condition that is conducive to performing their 
duties in a safe, effective and efficient manner. An employee’s off-the-job as well as on-the-job 
involvement with drugs and alcohol can have a significant impact on the workplace and can 
present a substantial risk to the employee who is using alcohol and drugs, to coworkers and 
others. 
 
This policy applies to all employees (except where noted in this policy or where it is inconsistent 
with applicable law and/or collective bargaining agreement principles). This policy revises and 
supersedes all previous drug and alcohol testing policies and practices.  
 
Prohibited Conduct 
Possession, transfer, use or being under the influence of any alcohol while on City property, on 
City time, while driving City vehicles (or personal vehicles while on City business), or in other 
circumstances which adversely affect City operations or safety of City employees or others.  
• The conduct prohibited by this rule includes consumption of any intoxicating liquor within 

four hours of reporting to work or during rest breaks or meal periods. If use of alcoholic 
liquor or an alcohol “hangover” adversely affects an employee’s physical or mental 
faculties while at work to any perceptible degree or the employee’s blood alcohol content 
exceeds .02 percent, the employee will be deemed “under the influence” for purposes of 
this rule. 

Possession, distribution, dispensing, sale, attempted sale, use, manufacture or being under the 
influence of any narcotic, hallucinogen, stimulant, sedative, drug or other controlled substance 
while on City property, on City time, while driving City vehicles (or personal vehicles while on City 
business), or in other circumstances which adversely affect City operations or safety of City 
employees. Employees may not have any detectable amount of narcotic, hallucinogen, stimulant, 
sedative, drug or other controlled substance in their system while on City property or on City time. 
• The conduct prohibited by this rule includes consumption of any such substance prior to 

reporting to work or during rest breaks or meal periods. If use of such substances or 
withdrawal symptoms adversely affects an employee’s physical or mental faculties while 
at work to any perceptible degree, or the employee tests “positive” for any such 
substances by screening and confirmation tests, the employee will be deemed “under the 
influence” for purposes of this rule.  

As used in this rule, “controlled substance” includes, but is not limited to, any controlled 
substance listed in Schedules I through V of the Federal Controlled Substance Act, including 
marijuana that is otherwise lawful to use under Oregon, Washington or any other state’s law. 
 
Bringing to City property, or possessing, items or objects that contain any “controlled substance,” 
including, for example, “pot brownies” and candy containing marijuana. Employees may not 
knowingly serve items containing marijuana or any other “controlled substance” to co-workers, 
members of the public, or elected officials while on work time or on/in City property. 
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Bringing marijuana-related equipment or any devices marketed for use or designed specifically 
for use in ingesting, inhaling or otherwise introducing marijuana (among other drugs), such as 
pipes, bongs, “vape” pens, smoking masks, roach clips, and or other drug paraphernalia. 

 
Bringing equipment, products or materials that are marketed for use or designed for use in 
planting, propagating, cultivating, growing, or manufacturing marijuana, including live or dried 
marijuana plants to City property. This prohibition does not apply to employees who possess such 
items in connection with law-enforcement work. 

 
Prescription Drugs and Medical Marijuana 
Except for medical marijuana, nothing in this rule is intended to prohibit the use of a drug taken 
under supervision by a licensed health care professional, where its use does not present a safety 
hazard or otherwise adversely impact an employee’s performance or City operations. 
 
Employees must inform their supervisor about any prescription drugs that they are using which 
could adversely affect their physical or mental faculties to any perceptible degree. If an 
employee’s use of such prescription drugs could adversely affect City operations or safety of City 
employees or other persons, City may reassign the employee using the drugs to other work or 
take other appropriate action to accommodate the physical or mental effects of the medication. 
Failure to report use of prescription drugs covered by this rule will subject an employee to 
disciplinary action, up to and including termination. 
 
The use of marijuana, which is a Schedule 1 controlled substance under federal law, is expressly 
prohibited under this policy, even if its medical use is authorized under state law. Employees who 
use medical marijuana in connection with a disability should discuss with their supervisor other 
means of accommodating the disability in the workplace. (Please refer to the “Disability 
Accommodation Policy”.) 

 
Reasonable Cause Testing 
If there is reasonable cause to suspect that an employee is under the influence of controlled 
substances or alcohol during work hours or has used drugs or alcohol in violation of this policy, 
the City may require the employee to undergo testing for controlled substances or alcohol.  
 
As used in this policy, unless the context indicates otherwise: 

 
 The terms “test” and “testing” shall be construed to mean job impairment field tests, 

laboratory tests, breathalyzer tests, psycho-neurological examinations and other tests of 
saliva, blood and urine. No testing shall be performed under this rule without the approval 
of the appropriate department head and Human Resources Director.  

 
“Reasonable cause” as used in this policy means an articulable belief based on specific facts and 
reasonable inferences drawn from those facts that an employee is more likely than not under the 
influence of controlled substances or alcohol or has used drugs or alcohol in violation of this 
policy. Circumstances which can constitute a basis for determining “reasonable cause” may 
include, but are not limited to: 

 a pattern of abnormal or erratic behavior; 
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 information provided by a reliable and credible source; 
 direct observation of drug or alcohol use; 
 presence of the physical symptoms of drug or alcohol use (i.e., glassy or bloodshot eyes, 

alcohol odor on breath, slurred speech, poor coordination and/or reflexes); 
 unexplained significant deterioration in individual job performance; 
 unexplained or suspicious absenteeism or tardiness; 
 employee admissions regarding drug or alcohol use; and 
 unexplained absences from normal work areas where there is reason to suspect drug or 

alcohol related activity. 
 Supervisors are required to detail in writing the specific facts, symptoms or observations 

which form the basis for their determination that reasonable cause exists to warrant 
alcohol or controlled substance testing of an employee or a search. This documentation 
shall be forwarded to the Human Resources Director. Supervisors must identify a second 
employee or witness to corroborate his/her “reasonable cause” findings.  

An employee whose initial laboratory screening test for controlled substances yields a positive 
result shall be given a second test. The second test shall use a portion of the same test sample 
withdrawn from the employee for use in the initial screening test. If the second test confirms the 
initial positive test result, the employee shall be notified of the results in writing by the Human 
Resources Director. The letter of notification shall state the particular substance identified by the 
laboratory tests. The employee may request a third test of the sample within 24 hours of receiving 
the letter of notification, but such testing will be paid for by the employee. 
 
Post-Accident Testing  
Employees may be subject to testing when they are involved in an accident that seriously damage 
a City vehicle, machinery, equipment or property or result in an injury to themselves or another 
employee requiring offsite medical attention. Post-accident testing will be requested at the 
discretion of the department head and/or Human Resources Director.  

 
The below chart will be used to determine whether or not employees who are CDL drivers are 
required to be tested in a post-accident scenario. CDL drivers are still subject to reasonable cause 
testing. 
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Search of Property 
When reasonable cause exists to believe an employee possesses alcohol or a controlled substance 
on City property or has otherwise violated provisions of this rule regarding possession, sale or use 
of controlled substances or alcohol, the City may search the employee’s possessions located on 
City property, including but not limited to, clothes, locker, lunchbox, toolbox, desk, and car. 
Employees should have no expectation of privacy in any items they bring on to City property, or 
in property, equipment or supplies provided by the City to employee. 
 
Employee Refusal to Test/Search 
An employee who refuses to consent to a test or a search when there is reasonable cause to 
suspect that the employee has violated this policy is subject to disciplinary action up to and 
including termination. The reasons for the refusal shall be considered in determining the 
appropriate disciplinary action. 

 
An employee who refuses to cooperate with all tests required by this policy is also subject to 
discipline, up to and including termination. This includes, but is not limited to, tampering with, or 
attempting to tamper with, a specimen sample, using chemicals or other ingredients to mask or 
otherwise cover up the presence of metabolites, drugs or alcohol in a specimen, or providing a 
blood or urine specimen that was produced by anyone or anything other than the employee being 
tested. 
 
Crimes Involving Drugs and/or Alcohol 
Employees shall report:  

 Any criminal arrest or conviction for drug- or alcohol-related activity within five days of 
the arrest or conviction; 

 Entry into a drug court or diversion program; or 
 Loss or limitation of driving privileges when the employee’s job is identified as requiring a 

valid driver’s license (regular or CDL). Failure to report as required will result in disciplinary 
action up to and including termination. 

Drug and Alcohol Treatment 
The City recognizes that alcohol and drug use may be a sign of chemical dependency and that 
employees with alcohol and drug problems can be successfully treated. The City is willing to help 
such employees identify drug or alcohol-related problems and obtain appropriate treatment. An 
employee who believes that he or she has a problem involving the use of alcohol or drugs should 
ask a supervisor or Human Resources Director for assistance. 
 
The City will work with an employee to identify all benefits and benefit programs that may be 
available to help deal with the problem. Attendance at any rehabilitation or treatment program 
will be a shared financial responsibility of the employee and City to the extent its existing benefits 
package covers some or all of the program costs. 
 
Although the City recognizes that alcohol and drug abuse can be successfully treated and is willing 
to work with employees who may suffer from such problems, it is the employee’s responsibility 
to seek assistance before drug or alcohol problems lead to disciplinary action. Once a violation of 
City policy is discovered, the employee’s willingness to seek City or outside assistance will not 
“excuse” the violation and generally will have no bearing on the determination of appropriate 
disciplinary action. 
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Discipline and Consequences of Prohibited Conduct 
An employee who tests positive for drugs or alcohol in accordance with this policy will be subject 
to either termination or a last-chance agreement.  
 
A last-chance agreement is an agreement whereby an employee who would otherwise be 
terminated is provided an opportunity to address their substance abuse issue and/or 
performance or safety issues. The Last Chance Agreement shall be written to inform the employee 
of the problems noted with their performance and to specify the performance required for the 
employee to achieve in order to continue to be employed by Organization. Violation of the 
provisions of a Last Chance Agreement shall result in immediate termination of the employee, 
notwithstanding the provisions of any other personnel rule.  

 
Confidentiality 
All information from an employee’s drug and alcohol evaluation is confidential and only those 
with a need to know are to be informed of test results. Disclosure of such information to any other 
person, agency, or City is prohibited unless written authorization is obtained from the employee. 

C. LIFE THREATENING ILLNESS AND COMMUNICABLE DISEASES 

The City recognizes that many employees with life-threatening and other chronic illness desire to 
lead normal lives, which includes working if their health permits. Employees are encouraged to 
continue working as long as they can perform their full and complete job duties and their illness 
presents no threat to themselves, other employees, or the public. The City further recognizes that 
many diseases, although infectious in nature, are not spread in the normal working environment 
and pose no threat to co-workers, other employees, or members of the public serviced by such 
employees in the workplace. 
 
Employees with life-threatening illnesses are entitled to the same employment benefits as are 
other City employees who have medical problems. The City shall attempt to ensure within its 
benefit plan, that workers with life-threatening illnesses are provided with competent medical 
care and with information concerning counseling and other services where needed. 
 
Medical information on individual employees is treated confidentially. The City shall take 
reasonable precautions to protect such information from inappropriate disclosure. All employees 
have a responsibility to respect and maintain the confidentiality of employee medical information. 
Anyone inappropriately disclosing such information is subject to disciplinary action, up to and 
including termination. 
 
The City reserves the right to require an employee to undergo a medical examination by a doctor 
chosen by the City whenever there is a question of an employee’s fitness to work or where there 
is reason to fear that a worker’s condition might pose safety or health hazard for the employees 
or the public. 
 
The City shall make reasonable job accommodations where necessary to assist employees with a 
life-threatening illness, when such accommodation does not impose an undue business or 
economic hardship upon the City. 
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D. BLOOD-BORNE PATHOGENS EXPOSURE CONTROL 

Universal precautions shall be observed to prevent contact with blood or other potentially 
infectious materials. All blood or other potentially infectious material shall be considered 
infectious regardless of the perceived status of the source individual. Engineering and work 
practice controls shall be utilized to eliminate or minimize exposure to employees. Where 
occupational exposure remains after the institution of these controls, personal protective 
equipment is provided and shall be utilized. 
 
In the event of exposure to potentially infectious material, employees, after removing personal 
protective equipment, shall wash hands and any other potentially contaminated skin area 
immediately or as soon as possible with soap and water. Any skin or mucous membrane exposure 
to blood or other potentially infectious material shall be followed by washing or flushing as soon 
as feasible following contact. In work areas where there is a reasonable likelihood of exposure to 
blood or other potentially infectious material, employees are not to eat, drink, apply cosmetics or 
lip balm or handle contact lenses. Equipment, which has become contaminated with blood or 
other potentially infectious materials, shall be decontaminated as necessary. 
 
When an exposure incident occurs, it is to be reported to the supervisor. All employees who incur 
exposure incidents shall be offered post-exposure evaluation and follow-up in accordance with 
the OSHA standard. It is recommended that an accident report form be completed when an 
exposure incident occurs. 
 
Communication of the potential hazards from blood or other potentially infectious materials shall 
be done by means of labels or signs, with the appropriate "BIOHAZARD" label, red bags or red 
containers, which meet OSHA requirements. All employees working in classifications identified as 
having reasonably anticipated potential for an occupational exposure to blood or other potentially 
infectious materials shall be trained in proper biohazard procedures. 

E. CITY OF MADRAS SAFETY PROGRAM 

Department heads, supervisors, and employees shall guard the safety of themselves, fellow 
employees, and the public. Each employee, regardless of their position within the City, is expected 
to cooperate in all aspects of the City’s Safety Program and to strictly follow all safety regulations 
published for their department and the work they do. 
 
Safety Program Guidelines – Management’s Responsibility 
• Prevent injury and illness accidents. All management employees are held accountable for 

all aspects under their span of control. 
• Provide direction and full support to supervisors and employees in all safety and health 

procedures, job training, and hazard elimination practices. 
• Keep fully informed on safety and health areas throughout the City of Madras and 

regularly review the effectiveness of the safety and health program. 
Safety Program Guidelines – Supervisor’s Responsibility 
• Supervisors are directly responsible for the supervision and job training of their workers. 

This includes proper procedures, work practices, and safe methods for performing the job.  
• Supervisors must enforce policies and procedures and take immediate corrective action to 

eliminate hazardous conditions and practices.  
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• Safety will not be sacrificed for any reason. Supervisors will be held accountable for all 
safety and health aspects. 

 
Safety Program Guidelines – Employee Responsibility 

• Common sense and personal interest in safety are still the greatest guarantees of 
employee safety at work, and on the road.  

• The cooperation of every employee is necessary to make the City a safe place in which to 
work.  

• Employees can help themselves and others by reporting unsafe conditions or hazards 
immediately to their supervisor or to a member of the Safety Committee.  

• All employees must give earnest consideration to the rules of safety presented to them 
by poster signs, discussions with their supervisor, posted department rules, and all 
published safety regulations.  

 
Individual departments such as Police and Public Works may require adherence to additional 
safety guidelines specific to the work they do. Major components of the City’s general Safety 
Program for all employees include but are not limited to the following: 
 

• All accidents, incidents, and near misses shall be reported to a supervisor immediately. 
• When accidents occur on City property, the employee shall contact a supervisor 

immediately and the supervisor shall complete an accident incident report form. 
• In case of a motor vehicle accident, the Police Department shall be notified immediately. 
• In the event the Police Department is involved in an automobile accident, the accident 

shall be immediately investigated by the local State Police or Sheriff. 
• All employees are required to wear properly maintained and designed personal 

protective equipment in specific areas and during specific job functions. Wearing 
necessary personal protective equipment is a condition of employment.  

• All employees must take advantage of all safeguards provided and not bypass, lockout, or 
otherwise render inoperative, any safety devices provided for the protection of the 
operator, machine, or others. 

• If a machine is not working properly, the operator is to report the discrepancy to the 
supervisor or designated person immediately. 

• Hazardous conditions or other safety and health concerns shall be reported to a 
supervisor or safety committee member immediately. 

• Employees are encouraged participate in safety committee activities, and support safety 
committee membership. 

• Each employee has the personal responsibility for their own safety and health as well as 
the safety and health of co-workers. If everyone does their part by doing what is necessary 
to ensure workplace safety and health, everyone benefits. 

 
Please refer to the City’s Safety Manual and to any published safety regulations in your 
department for additional information. 

 
Safety Committee 
Employee involvement at all levels of City government is critical to the success of the Safety 
Committee. A joint worker/management Safety Committee has been established to promote 
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safety and health in the workplace. The Safety Committee will assist the City of Madras in making 
recommendations for change. 
 
Committee members are committed to the well-being of City employees and are responsible for 
making recommendations on how to improve safety and health in the workplace. 
 
The committee is responsible for maintaining the City of Madras Safety Program by identifying 
problems and preventing workplace accidents; identifying hazards and suggesting corrective 
actions; helping to identify employee safety training needs and to establish accident investigation 
procedures for the City of Madras. 

F. EMPLOYEE WELLNESS 

Purpose 
The City of Madras Wellness Policy (“Wellness Policy”) provides the foundation for the City to 
develop activities and modify work environments and policies to support the health and well-
being of City employees. Regular physical activity reduces stress, improves memory and 
concentration, and contributes to a host of positive health benefits. In addition to the benefits for 
employees, positive benefits are likely to affect the families of employees, resulting in better 
health for families and the community. 

 
Wellness Program 
A City of Madras Wellness Program (“Wellness Program”) has been developed and has 
incorporated the intent of this Wellness Policy. The wellness initiatives may address the primary 
components of a healthy lifestyle including healthy eating, physical activity, tobacco use 
cessation, and stress management. 

G. VEHICLE USAGE AND SAFETY 

The purpose of this policy is to provide guidance to employees regarding vehicles used to perform 
City business; to maximize the safety of drivers, passengers, and the public when vehicles are 
driven for City business; to ensure lawful, appropriate use of City-owned vehicles; and to comply 
with applicable tax regulations. City vehicles are to be used by employees only in the performance 
of official City business. Use of City vehicles for personal purposes is prohibited except as 
authorized in this policy. 
 
General Information 
This policy applies to all City of Madras elected officials, employees, individuals working at the 
City of Madras through an employment agency and other individuals authorized to use City 
vehicles. 
 
Use of Vehicles by City Employees in the Performance of City Business 
The provisions of this section apply those who operate City-owned or personal vehicles in the 
performance of official City business. 

 Employees must have a valid driver’s license for the class of vehicle(s) they operate.  
 Employees are responsible for knowing and following all applicable motor vehicle laws, 

including the latest amendments applicable to the class of vehicle operated. 
 Firearms are not permitted in City vehicles while performing City work, except as 

authorized for public safety personnel conducting official business. 
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 Employees are responsible for paying fines for parking and traffic violations if the fines are 
incurred during the operation of a vehicle on City business. The City will not reimburse 
employees for fines unless there are extenuating circumstances such as unknowingly 
driving a City-owned vehicle with defective equipment. 

 Employees who drive vehicles to perform City business must notify their supervisor within 
24 hours or as soon as practicable about any of the following: 
o City vehicle damage 
o Accident involving a City vehicle or personal vehicle used while engaged in City 

business 
o Citation convictions or no contest pleas while operating City vehicles or personal 

vehicles engaged in City business 
o Major violations including but not limited to DUII 
o No insurance or loss of insurance 
o Driver’s license suspension or revocation 

 
Notice is required whether driving a City vehicle or a personal vehicle. The supervisor must 
forward the notice to the Human Resources Director within 24 hours. 
 
In general, only City employees may be passengers in City vehicles. However, non-City employees 
may be passengers in City vehicles if the vehicle is operated by a City employee and the 
transportation of non-City employee directly relates to City business and falls within the 
employee’s job responsibilities. The City Administrator may authorize written exceptions to this 
general provision of the policy. 
 
Vehicle Operation Requirements 
The driver’s license requirements in this policy are a condition of continued employment with the 
City for positions that require driving. Employees must not operate a City vehicle or any vehicle 
to perform our business unless they meet the following requirements: 

 No employee may operate a vehicle during his/her duties without a valid driver’s license.  
 Employees are expected to drive in a safe and responsible manner and maintain a good 

driving record. All City of Madras employees are required to have an active driver’s license 
and will have their driving records monitored in compliance with the Department of 
Motor Vehicles’ State of Oregon automated reporting system (A.R.S.). The City may review 
driving records of employees annually.  

 The Human Resources Director will review records, including accidents, moving violations, 
etc., in order to determine if an employee’s driving record is unacceptable. City employees 
who have a record or pattern of unsafe or irresponsible driving may be disqualified from 
driving City vehicles and from driving while on City business.  

 You must be at least 18 years old. 
 Any major violation (Traffic Crime) reported shall be reviewed by the employee’s 

respective department head and the Human Resources Director before employees are 
authorized to drive a City vehicle. Major violations include: 
o Driving Under the Influence of Intoxicants (DUII) 
o Failure to Perform the Duties of a Driver 
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o Reckless Driving 
o Attempting to Elude a Police Officer 
o Commission of a vehicular felony, including vehicular manslaughter 

If an employee has had any combination of three automobile accidents or moving violations 
within the most recent past three-year period, the employee’s record may be reviewed, and they 
may not be permitted to operate a City vehicle until the review has been completed and the 
employee has been authorized to do so. 
 
Use of City-Owned Vehicles 
The following conditions apply to employees who operate City-owned vehicles (not including take 
home vehicles): 

 City-owned vehicles are to be used only to conduct City business except as expressly 
provided in this policy. Travel to meetings and working meals, whether at City facilities or 
off site, are considered City business activities. Personal use of City-owned vehicles is 
prohibited except for the minimal uses expressly authorized by this policy. 

 In the unlikely event that there are no feasible alternatives to personal use of a City-
owned vehicle, employees shall notify their Department Head prior to use or as soon as 
practical afterwards. 

 The general rule is that employees operating a City vehicle, spending most of their work 
day away from a City facility, should take meal and rest breaks in the area where they are 
working. Specific departments may further define the limitations of this policy. Employees 
may stop for meal breaks on the route of their travel on City business. “On the route” may 
include a slight deviation from the most direct route. 

 Employees must report any needed maintenance and leave vehicle clean and ready for 
use by the next City employee with adequate fuel. 

 All City vehicles shall be tobacco free. Tobacco use is not permitted in all City vehicles 
(refer to Section VIII-A of this manual for the City’s Tobacco Free Policy). 

 If an employee is authorized to operate City vehicles, they must follow all traffic codes and 
regulations including, but not limited to, use of seatbelts, not driving under the influence, 
mobile communications, etc. 

H. INCIDENT/ACCIDENT REPORTING 

If a City vehicle and/or City property is involved in an incident or accident, the employee shall 
complete an Incident/Accident Packet (located in each of the City fleet vehicles) and shall follow 
these procedures:   

 Secure the accident scene (traffic control, flares, etc.)  
 Determine medical needs (if injuries notify 911 – assist with first aid)  
 Notify police (regardless if accident involves another vehicle or not; anytime an employee 

is involved in an accident and City property is involved, the police are to be notified) 
 Complete driver information exchange (if vehicular accident, complete an Exchange 

Information Packet located in all fleet vehicles) 
 Take photos 
 Report incident/accident to supervisor 
 Submit completed Incident/Accident Packet to the Human Resources Director. 
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I. CITY OF MADRAS ON-CALL & TAKE-HOME VEHICLE USE POLICY 

Purpose 
The City Public Works Department full time employees (FTE) provide after hours and emergency 
services for city infrastructure including streets, parks, stormwater, water, and wastewater. The 
coverage of these services is organized through on-call shift scheduling which includes the use of 
designated city vehicle(s). The City of Madras On-Call & Take-Home Vehicle Use Policy provides 
guidance and structure to City of Madras employees for appropriate use and conduct of a city 
vehicle while being on-call for the city. It additionally avoids unwanted tax consequences to City 
of Madras employees.  
 
Policy 
A public works employee may be required by their supervisor, per their job description, to be on 
an on-call schedule. When an assigned employee is scheduled to be on-call the employee will be 
required to respond to phone calls for work situations requiring the employee’s immediate 
attention. In these cases, the use of an equipped city vehicle will create an efficient means for 
emergency response. Only the employee(s) serving on-call will be authorized to utilize the 
designated City vehicle(s) for take home purposes. This policy is to be used in conjunction with 
the City’s Personnel Manual, Safety Manual, and Travel Policy. It is the City’s intent to maximize 
the safety of drivers, passengers and the public when vehicles are driven during City business and 
to mitigate the risk of loss from motor vehicle accidents. 
 
There will be up to two on-call rotations within the public works department at any one time – 
one from the utilities department, and one from the parks/streets combined departments – to 
ensure properly trained employees respond to emergency situations.  
 
Definitions 

 Take home vehicle: any vehicle that is owned, leased, rented or otherwise under the care, 
custody or control of the city and is taken from the city premises after normal working 
hours to remain in “home storage” overnight for the use by a city employee or authorized 
representative for a bona fide city purpose.  

 Bona fide city purpose: conducting only official city business. 
 Personal use: personal use is not allowed while the city employee is on-call. Family 

members and non-city members are not allowed in a city vehicle. Any exceptions to this 
policy must be approved by the City Administrator. 

 Exempt vehicles: According to Federal guidelines and for purposes of tax calculation only, 
certain vehicles and equipment, particularly emergency and certain utility service vehicles 
designed by Federal law are exempt for the purpose of increased tax liability. This 
exemption means that the taxable income of the employee assigned one of these vehicles 
will not be affected. 

 Home Storage: A vehicle kept at the employee’s resident. Vehicles must be stored 
securely, and employees must avoid situations that could give rise to a legitimate 
complaint from neighbors, such as blocking streets, driveways, alleys, etc. 

 Non-Exempt Vehicles: According to Federal guidelines and for purposes of tax calculations 
only, all other vehicles of the City that do not meet the criteria to be exempt vehicles are 
classified as “non-exempt.” By non-exempt the Federal government means that a tax 
liability will be incurred by the employee to whom the use of the vehicle is assigned. 
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 Tax Liability: An employee who has a non-exempt, assigned take-home vehicle will have     
 
On-Call Procedures 
 
Qualifications 
While regular, full time employees of the City of Madras Public Works Department will serve 
primarily in the on-call schedule, Public Works seasonal staff may also be incorporated into the 
on-call schedule as determined necessary by the Public Works Director, or designee. 
Only regular, full time employees of the City of Madras Public Works Department may be eligible 
for use of a take home vehicle. 
 
An employee “on-call” must be able to respond: 

 Immediately by phone on initial contact 
 On site of the call out within 45 minutes 
 Fit for duty and unimpaired by chemical or substance use as required by City policy 

While non-exempt public works employees may be required to be on an on-call schedule, those 
eligible to utilize a city take home vehicle must reside within 35 miles from City of Madras City 
Hall. 
 
Schedule 
An employee assigned to be on-call will typically cover a seven (7) calendar day period as 
determined by each department. During an on-call shift, the employee will work their regular 
work shift.  
 
Supervisors are responsible for developing operational guidelines and staffing schedules to 
preclude unnecessary or excessive on-call rotation duties. The on-call schedule will be populated 
and provided to the public works employees at least six months in advance. 
 
When an employee is unable to fulfill on-call responsibilities due to illness or other circumstances, 
the duty shall be reassigned by the department supervisor. 
 
Trading on-call shifts will be allowed with prior supervisor approval. 
 
Process 
On-call employee’s preparation and process for their scheduled week’s duty: 

 City cell phone and vehicle shall be used according to City policy. 
 City cell phone shall always be carried with employee and within cellular service areas. 
 Employees responding to inquiries shall assess the severity of the situation and make the 

determination if it can be handled over the phone, or, if it is necessary to go to the site to 
rectify the problem. If it has been determined that reporting on-site is necessary: 
o And they have been authorized for a take home vehicle, they can report directly to 

the site and decide whether additional help is required; or 
o They have not been authorized for and/or declined to use a take home vehicle, they 

will need to drive in to their worksite facility, obtain a service vehicle, then report to 
the site and decide whether additional help is required. 
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If additional help is needed employee will call the other on-call rotation employee to aid. 
 
See Personnel Manual, Chapter III-M: Compensation for policy on On-Call Pay. 
 
Take home vehicle use procedures 
The City owns, maintains, and operates vehicles for conducting City business. 
 
City owned vehicles are to be used only for the performance of official duties, including employee 
use while serving on-call. 
 
City vehicles may be used, as approved by the Public Works Director, while employees are on city 
business, and may be used by employees serving on-call to be taken home during their on-call 
scheduled shifts. 
 
Employees must have a valid driver’s license for the class of vehicle(s) being operated. 
 
Employees are responsible for knowing and following all applicable motor vehicle laws, including 
the latest amendments applicable to the class of vehicle operated. 
 
City vehicles may be used as indicated in an employee’s job description in order to perform an 
essential job function of his or her job. 
  
Use of City vehicles for personal purposes, including while employee is serving on-call, is 
prohibited.  
 
It is the employee’s responsibility to ensure that the vehicle they have been authorized to use 
during their on-call shift is properly equipped with the tools, PPE, first aid, and any other City-
issued items are properly stocked and ready for their on-call shift. 
 
Policy violation 
Violation of this policy and/or misconduct involving the use of a motor vehicle may be grounds 
for disciplinary action up to and including termination. 

IX. INFORMATION TECHNOLOGY 
A. CYBERSECURITY 

In May 2020, the Madras City Council adopted the Cybersecurity Policy (Appendix A). The purpose 
of this policy is to clearly communicate the City of Madras’s security objectives and guidelines to 
minimize the risk of internal and external threats while taking advantage of opportunities that 
promote our objectives. This policy supplements the existing Personnel Manual. 

 
This policy applies to all City of Madras elected officials, employees, contractors, consultants, and 
others specifically authorized to access information and associated assets owned, operated, 
controlled or managed by the City of Madras. Additionally, leadership must ensure that all 
contracts and similar agreements with business partners and service providers incorporate 
appropriate elements of the policy.  
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All newly hired and existing permanent and temporary/seasonal employees will acknowledge this 
policy annually by signing and returning the “Acceptable Use Policy” form to the Security Officer 
for the City of Madras.  

B. TELEPHONES 

All City of Madras employees must adhere to the following guidelines for use of the City's 
telephone systems: 
• Answer all calls promptly and courteously. Identify both the City and you when answering 

the call. 
• Personal calls, both incoming and outgoing, should be limited to emergencies and 

essential personal business and kept as brief as possible. 
• The City reserves the right to monitor telephone calls, including voice mail messages for 

business and security purposes. 

C. CELLULAR DEVICES POLICY 

This policy applies to employee use of cell phones, smart phones (including iPhones and similar 
devices), tablets and similar devices, all of which are referred to as “cellular devices” in the Cellular 
Devices Policy.  
 
Cell Phones and Cellular Devices in General 
Employees can bring personal cell phones and cellular devices to work with them. During working 
hours, however, employees shall be expected to keep usage to a minimum, using these devices 
primarily for an emergency or during a meal period or rest break.  
 
Employees who use personal or City-provided cell phones/cellular devices may not violate City of 
Madras’ policies against harassment and discrimination. Thus, employees who use a personal or 
City of Madras -provided cell phone/cellular device to send a text or instant message to another 
employee (or to a citizen or someone not employed by the City of Madras) that is harassing or 
otherwise in violation of City of Madras’ no-harassment and no-discrimination policies will be 
subject to discipline up to and including termination. 
 
Nonexempt employees may not use their City-provided cellular devices for work purposes outside 
of their normal work schedule without written authorization in advance from their supervisor. 
This includes, but is not limited to, reviewing, sending and responding to emails or text messages, 
and responding to calls or making calls. Employees who violate this policy may be subject to 
discipline, up to and including termination. 
 
Employee Use of City-Issued Cell Phone/Cellular Devices Usage 
Cell phones assigned to City of Madras employees are intended to provide for the efficient 
conduct of business related to the City. Personal calls (outgoing and incoming) will be allowed 
infrequently, for limited duration, and only in instances of family emergencies when a landline 
telephone is not reasonably available. These phones remain City of Madras property and will be 
on the service plan provided by the City.  
 
Employees issued City cell phones shall have no expectation of privacy while using City-issued 
devices. The City may audit and monitor phone calls, messages, Internet, and other usage. 
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Personal Cell Phone Service Plan Stipend 
The City recognizes that, due to the nature of some positions, it may be more cost-effective and 
give more flexibility to provide some employees a cell phone service plan stipend in lieu of 
providing the employee with a City-owned cell phone and service plan. While the utilization of a 
cell phone stipend is intended to provide the City with an opportunity to access the employee’s 
personal cell phone for City business it is not intended to completely cover the expense of a 
personal cell phone service plan. 
 
Employees that are authorized for the City Administrator will have a monthly stipend added to 
their regular paycheck in the amount of $50.00. This amount may be adjusted periodically by the 
City Administrator based on market rates reviewed over time. 
 
Employees utilizing this plan for digital devices are responsible for purchasing equipment and 
digital plans that allow them to connect to the City network. Employee’s personal cell phones are 
not covered under the City’s insurance policy and as such, damage to or replacement of such unit 
will be the responsibility of the employee. 
 
Employees acknowledge that City-related purposes may require making their personal cell phone 
numbers available to not only other City employees, but necessary business contacts. 
 
Personal Cell Phone Usage 
The City of Madras discourages personal cell phone use or text messaging except on breaks or 
lunch time.  
 
Employees should not store confidential or work-related information on personal cell phones 
unless authorized by a supervisor.  
 
When using a cell phone, employees should be courteous and speak quietly in an area away from 
coworkers and other persons interacting within the workplace. Unattended cell phones should 
have the volume set to silent to limit disruptions within the workplace.  
 
Cell Phones/Cellular Devices and Public Records 
City of Madras related business conducted on City of Madras provided or personal cell 
phones/cellular devices may be subject to disclosure under Oregon’s Public Records laws. 
 
Cell Phone/Cellular Device Use While Driving  
The use of a cell phone or cellular device while driving may present a hazard to the driver, other 
employees and the public. Subject to a few narrow exceptions for emergency or public safety 
purposes, Oregon law also prohibits the use of handheld cell phones while driving, even if the 
driving is for work-related reasons. This policy is meant to ensure the safe operation of City of 
Madras vehicles and the operation of private vehicles while an employee is on work time. It 
applies equally to the usage of employee-owned cell phones and phones provided or subsidized 
by City of Madras. 
 
Employees are prohibited from using handheld cell phones for any purpose while driving on City 
of Madras authorized or City of Madras related business. This policy also prohibits employees 
from using a cell phone or other device to send or receive text or “instant” messages while driving 
on City of Madras business (other than those employees engaged in law enforcement work). 
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Should an employee need to make a business call while driving, the employee must locate a 
lawfully designated area to park and make the call, unless the employee uses a hands-free cell 
phone or cellular device for the call. In either situation, such calls should be kept short and should 
the circumstances warrant (for example, heavy traffic, bad weather), the employee should locate 
a lawfully designated area to park to continue or make the call, even if the employee is using a 
hands-free device. Violation of this policy will subject the employee to discipline, up to and 
including termination. 
 
Reporting Lost or Stolen Cell Phones  
Employees are responsible for taking reasonable precautions to prevent theft and/or vandalism 
of cellular equipment. If a personal or City-issued cell phone stores email addresses, phone 
numbers or other work or private information about other employees, customers, or clients, or 
sensitive or confidential workplace information and is lost or stolen, report the loss to a supervisor 
immediately.  

D. USE OF CITY EMAIL AND ELECTRONIC EQUIPMENT, FACILITIES AND SERVICES 

The City of Madras takes no position on any employee’s decision to start or maintain a social 
media blog or participate in other social networking activities. However, it is the right and duty of 
the City of Madras to protect itself from unauthorized disclosure of information. The City of 
Madras’ social networking policy covers City-authorized social networking and personal social 
networking and applies to all employees (see Authorized Social Networking and Personal 
Blogging/Social Networking below). 
 
The City of Madras uses multiple types of electronic equipment, facilities and services for 
producing documents, research and communication including, but not limited to, computers, 
software, email, copiers, telephones, voicemail, fax machines, online services, cell phones 
(including text messaging), the Internet and any new technologies used in the future. This policy 
governs the use of such City of Madras property. 
 
Ownership 
All information and communications in any format, stored by any means on or received via City 
of Madras’ electronic equipment, facilities or services is the sole property of City of Madras. 
 
Use 
All of City of Madras’ electronic equipment, facilities and services are provided and intended for 
City of Madras business purposes only and not for personal matters, communications or 
entertainment. Access to the Internet, websites and other electronic services paid for by City of 
Madras are to be used for City of Madras business only. This means, for example, that employees 
may not use the City of Madras provided Internet, or City of Madras electronic equipment, 
facilities and services to: 

 Display or store any sexually explicit images or documents, or any images or documents 
that would violate City of Madras’ no-harassment, no-discrimination or bullying policies; 

 Play games (including social media games) or to use apps of any kind; 
 Engage in any activity that violates the rights of any person or company protected by 

copyright, trade secrets, patent or other intellectual property (or similar laws or 
regulations); 
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 Engage in any activity that violates the rights to privacy of protected healthcare 
information or other City of Madras -specific confidential information; 

 Engage in any activity that would introduce malicious software purposefully into a 
workstation or network (e.g., viruses, worms, Trojan horses). 

 Download or view streaming video for personal use. This includes, without limitation, 
YouTube videos, movies, and TV shows. Streaming audio is allowed, providing it does not 
contain explicit material, adversely affect network speed, or interfere with others’ ability 
to work. 

Further, employees may not use City of Madras provided email addresses to create or manage 
personal accounts (e.g., shopping websites, personal bank accounts, and social media accounts). 
City of Madras email addresses for professional-based social media accounts such as LinkedIn may 
be allowed with the approval of the employee’s supervisor. 
 
Inspection and Monitoring 
Employee communications, both business and personal, made using City of Madras electronic 
equipment, facilities, and services are not private. Any data created, received or transmitted using 
City of Madras equipment, facilities or services are the property of City of Madras and usually can 
be recovered even though deleted by the user. 
 
All information and communications in any format, stored by any means on City of Madras’ 
electronic equipment, facilities or services, are subject to inspection at any time without notice. 
Personal passwords may be used for purposes of security, but the use of a personal password 
does not affect City of Madras’ ownership of the electronic information, electronic equipment, 
facilities, or services, or City of Madras’ right to inspect such information. City of Madras reserves 
the right to access and review electronic files, documents, archived material, messages, email, 
voicemail and other such material to monitor the use of all of City of Madras’ electronic 
equipment, facilities and services, including all communications and internet usage and resources 
visited. City of Madras will override all personal passwords if it becomes necessary to do so for 
any reason. 
 
Personal Hardware and Software 
Employees may not install personal hardware or software on City of Madras’ computer systems 
without approval from your department head. All software installed on City of Madras’ computer 
systems must be licensed.  
 
Unauthorized Access 
Employees are not permitted unauthorized access to the electronic communications of other 
employees or third parties unless directed to do so by City of Madras management. No employee 
can examine, change or use another person’s files, output or user name unless they have explicit 
authorization from your supervisor to do so. 
 
Security 
Many forms of electronic communication are not secure. Employees who use cell phones, 
cordless phones, fax communications or email sent over the Internet should be aware that such 
forms of communication are subject to interception and these methods of communicating should 
not be used for privileged, confidential, or sensitive information unless appropriate encryption 
measures are implemented. 
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Inappropriate Web Sites 
City of Madras’ electronic equipment, facilities or services must not be used to visit Internet sites 
that contain obscene, hateful or other objectionable materials, or that would otherwise violate 
City of Madras’ policies on harassment and discrimination. 

E. COMPUTER SOFTWARE  

It is the policy of the City to respect all computer software copyrights and to adhere to the terms 
of all software licenses to which the City is a party. The City prohibits the unauthorized use or 
duplication of City purchased and licensed software and related documentation by its employees 
or affiliates. Unauthorized duplication of software may subject users and/or the City to both civil 
and criminal penalties under the United States Copyright Act. The City will not permit any 
employee to use software in any manner inconsistent with the applicable license agreement, 
including giving or receiving software or fonts from clients, contractors, customers and others. 
The failure of employees to adhere to this policy may result in disciplinary action including 
dismissal from the City. 
 
City Computer Audits 
Information Systems will conduct annual audits of all City computers and servers, including 
portable, to ensure that the City follows all software licenses. Surprise audits may be conducted 
as well. Audits will be conducted using an auditing software product. The full cooperation of all 
users is required during audits. 

F. SOCIAL MEDIA 

For purposes of this policy, “social media” includes all means of communicating or posting 
information or content of any sort on the Internet, including to your own or someone else’s web 
log or blog, journal or diary, personal web site, social networking or affinity web site, web bulletin 
board or a chat room, whether or not associated or affiliated with City of Madras, as well as any 
other form of electronic communication. 
 
Ultimately, you are solely responsible for what you post online. Before creating online content, 
consider some of the risks and rewards that are involved. Keep in mind that any of your conduct 
that adversely affects your job performance, the performance of co-workers, or otherwise 
adversely affects our citizens or people who work on behalf of City of Madras or City of Madras’ 
legitimate business interests may result in disciplinary action up to and including termination. 
 
Prohibited Postings 
Employees will be subject to discipline, up to and including termination, if they create and post 
any text, images or other media that violate City of Madras’ no-harassment and no-discrimination 
policies and that include discriminatory remarks, bullying, harassment, or threats of violence or 
similar inappropriate or unlawful conduct. 
 
Do not create a link from your blog, website or other social networking site to any City-owned or 
maintained website without identifying yourself as an City of Madras employee. 
 
Express only your personal opinions. Never represent yourself as a spokesperson for the City. If 
the City is a subject of the content you are creating, be clear and open about the fact that you are 
a City of Madras employee and make it clear that your views do not represent those of City of 
Madras or its employees or elected officials.  
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Encouraged Conduct 
Always be fair and courteous to co-workers, the citizens we serve, City of Madras’ employees and 
elected officials, and suppliers or other third parties who do business with the City of Madras. 
Also, keep in mind that you are more likely to resolve work-related complaints by speaking directly 
with your co-workers or by utilizing our Open-Door Policy than by posting complaints to a social 
media outlet. Nevertheless, if you decide to post complaints or criticism, avoid using statements, 
photographs, video or audio that reasonably could be viewed as malicious, obscene, threatening 
or intimidating, that disparage citizens, co-workers, City of Madras employees or elected officials, 
or that might constitute harassment or bullying. Examples of such conduct might include offensive 
posts meant to intentionally harm someone’s reputation or posts that could contribute to a 
hostile work environment on the basis of race, sex, disability, religion or any other status 
protected by law or City of Madras policy. 
 
Maintain the confidentiality of the City of Madras’ confidential information; do not post internal 
reports, policies, procedures or other internal, City of Madras-related confidential 
communications or information. (See “Confidential City of Madras Information” policy, below.) 
 
Request for Employee Social Media Passwords 
City of Madras’ directors and supervisors are prohibited by law from requiring or requesting an 
employee or an applicant for employment to disclose or to provide access through the employee's 
or applicant's user name and password, password or other means of authentication that provides 
access to a personal social media account. This includes, without limitation, a user name and 
password that would otherwise allow a directors/supervisor to access a private email account not 
provided by City of Madras. 
 
Nothing in this policy prohibits City of Madras from requiring an employee to produce content 
from his or her social media or internet account in connection with an City of Madras -sponsored 
investigation into potential misconduct, unlawful or unethical behavior, or policy or rule 
violations. 

G. CONFIDENTIAL INFORMATION 

Employees must not access, use or disclose sensitive or confidential information or data except 
in accordance with City of Madras policies, practices and procedures, and as authorized by state 
or federal laws or regulations. Employees with access to confidential information, including but 
not limited to customer or employee financial, medical or personal information (including, 
without limitation, Social Security numbers), are responsible for the safekeeping and handling of 
that information to prevent unauthorized disclosure. Employees who access, use or disclose 
confidential information contrary to Oregon or federal laws or for personal use or financial gain 
may be subject to civil or criminal penalties under those laws, in addition to appropriate 
disciplinary action for violating this policy. 
 
No records or information including (without limitation) protected medical data, documents, files, 
records, computer files or similar materials (except in the ordinary course of performing duties 
on behalf of City of Madras) may be removed from our premises without permission from your 
supervisor. Likewise, any materials developed by the City’s employees in the performance of their 
jobs are the property of City of Madras and may not be used for personal or financial gain. 
Additionally, the contents of records or information otherwise obtained regarding the City of 
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Madras’ business may not be disclosed to anyone, except where required for a business purpose 
or when required by law. 

H. IT SYSTEMS SECURITY 

Employees should limit who they provide their login/password information with to only those 
that it is necessary (i.e. Human Resources, immediate supervisor or IT contractor). 
 
Employees shall not leave their e-mail or other confidential information visible on an unattended 
computer screen. They should logoff from their workstation when they are away from their desk 
for extended periods. 
 
It is recommended that all employees change passwords annually to avoid unauthorized access. 
Employees shall not share any information or instruction regarding remote access configuration 
with co-workers, family, friends or anyone else outside of Information Technology- Network and 
Systems group. 

I. PUBLIC RECORDS AND CONSENT TO MONITORING 

All of the City of Madras’ IT systems (including, without limitation, cell phones, e-mail, software, 
computers, tablets, and any associated applications) are considered public property. Subject to 
applicable law, all City related documents, files, and messages transmitted or stored on the IT 
systems are considered public records, are subject to Oregon’s Public Records Law, and are 
considered the property of the City, regardless of whether the documents, files, and/or messages 
are stored on the IT systems. 
 
The City has the right but not the duty to inspect any documents, files, and messages transmitted 
or stored on the IT systems in order to ensure compliance with the City’s policies. Users of the 
City’s IT systems do not have any personal privacy right in any matter created, received, stored 
in, and/or transmitted from any IT system. The City may track any City IT system usage. The City 
reserves the right (from time-to-time or at any time) to intercept, divert, discard, access, and/or 
review the IT systems and their usage. Further, the City reserves the right to disclose the use of 
any IT system if the City reasonably believes such disclosure is necessary or appropriate, including 
for complying with or assisting law enforcement officials or legal authorities who may, by 
subpoena, search warrant, or otherwise, seek review of such usage, or for the purpose of litigation 
or other legal proceedings. 
 
Employees who violate this IT system policy (Section IX) may be subject to discipline up to and 
including termination of employment. 

X. MISCELLANEOUS 
A. WHISTLEBLOWER ACT 

It is the responsibility of all City of Madras employees to report violations or suspected violations 
of applicable laws, rules, and regulations. Employees should share their concerns, suggestions, or 
complaints with someone who can properly address them. Typically, concerns should be shared 
with a supervisor, department head, or the Human Resource Director. This policy in no way limits 
an employee’s right to engage in rights protected by the Public Employees Collective Bargaining 
Act. 
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Acting in Good Faith 
Anyone filing a complaint concerning a violation or suspected violation must be acting in good 
faith and have reasonable grounds for believing the information disclosed indicates a violation. 
Any allegations that prove to have been made maliciously or knowingly to be false will be viewed 
as a serious disciplinary offense. 

 
No Retaliation 
Discrimination or retaliation against employees who report in good faith alleged violations of 
applicable laws, rules, or regulations shall not be tolerated. Any employee, who believes that he 
or she has been subjected to discrimination or retaliation for whistleblowing, or that a violation 
of this policy has occurred, should immediately contact the Human Resource Office. The Human 
Resource Director or designee shall conduct an investigation regarding the complaint maintaining 
anonymity and confidentiality to the greatest extent possible. Appropriate disciplinary action will 
be taken if warranted by the investigation. 

 
Procedures for Reporting 
City employees who become aware of improper governmental actions shall raise the issue first 
with their supervisor. If requested by the supervisor, the employee shall submit a written report 
to the supervisor, or to some person designated by the supervisor, stating in detail the basis for 
the employee’s belief that an improper governmental action has occurred.  
 
Where the employee reasonably believes the improper governmental action involves his or her 
supervisor, the employee may raise the issue directly with the department head, Human Resource 
Director or City Administrator. 

B. CONFLICT OF INTEREST 

City of Madras employees shall avoid situations that create, potentially create, or give the 
appearance of creating a conflict with the mission or objectives of the City; or could cast doubt 
upon objectivity between personal interests and the interests of City.  
 
Disclosure 
City of Madras employees are required to report any potential conflict of interest to their 
supervisor or the City Administrator. Information on these laws is available at the Oregon 
Government Ethics Commission website, http://www.oregon.gov/OGEC/. 
 
Gifts, Gratuities, Fees 
Certain types or forms of gifts are viewed as a conflict of interest. Gifts, gratuities, loans, fees, or 
any other items of significant value, may not be solicited by City personnel, or accepted either 
directly or indirectly, if the acceptance could be considered to influence directly or indirectly the 
actions of said personnel, or any other person, in any matter of City business. Significant value is 
any gift with a market value of $50.  

C. EMPLOYEE RECOGNITION  

The city aims to motivate and encourage all employees to continuously strive for excellence. 
Rewarding employees whose work and attitudes reflect the values of the City of Madras is the 
intent of this policy. Following the guidelines in the city’s Employee Recognition and Reward 
Program, all city supervisors, department heads and the City Administrator can recognize, 
acknowledge, and reward employees for exceptional performance and/or significant 

http://www.oregon.gov/OGEC/
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contributions related to and supportive of individual performance goals, departmental objectives 
and city goals. 
 
As part of employee recognition and appreciation, City employees and City Councilors may 
participate in meals for the employee (and their guest), and employees may receive a non-cash 
value gift.  
 
Departmental employees may be recognized for special or unique circumstances including, but 
not limited to, outstanding performance, for going above and beyond their job duties or at 
retirement. The Police Department may recognize a long-term officer who is retiring from the 
Madras police force with their active duty firearm. Other forms of departmental recognition may 
include trophies, plaques, paid meals, etc.  
 
Employees and teams can be rewarded for demonstrating: 

 Exceptional Performance - Demonstrated and sustained exceptional performance that 
consistently exceeds performance standards and work expectations in quantity and/or 
quality. 

 Creativity - One-time innovation or creation that results in time/dollar savings, revenue 
enhancement, and productivity improvement; and/or ongoing innovative/creative 
activities that benefit city systems, protocols, procedures, and/or processes. 

 Organizational Capability - Exhibiting extraordinary skills by working to improve 
competency levels to improve their contribution to the city; leadership resulting in the 
accomplishment of departmental objectives; and/or effective project management 
(development and/or implementation) with substantial success. 

 Communication Success - Consistently demonstrating superior interactions with 
supervisors, peers, supervisors, subordinates, vendors, and especially with citizens of 
Madras. 

 Teamwork - Acting as an exceptionally effective and cooperative team member or team 
leader for a team that has significantly exceeded the objectives of the department or the 
goals of the city.  

 Additional recognition may be given to employees for special/unique circumstances to 
include, but not limited to: sending flowers for the birth of a child, illness/hospitalization, 
cake or dessert in recognition of birthdays, etc. 

D. USE OF CITY EQUIPMENT AND PROPERTY 

As an employee with the City of Madras you will have access to City equipment, facilities, supplies 
and other property that are to be used for business purposes only, except for occasional use of 
office equipment as defined by policy. The City reserves the right to search or inspect City 
equipment or facilities, such as desks, phone records, files, lockers, computer usage or offices if 
there is a work-related or administrative purpose. Abuse or misuse of City equipment, facilities, 
supplies, or other property will be grounds for disciplinary action. 
 
Employees may use City equipment for charitable or non-profit groups or organizations with the 
approval of the City Administrator. Under no circumstances shall a City employee use any tools or 
equipment from the City for personal profit or gain. 
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E. SELLING AND PEDDLING AMONG EMPLOYEES 

No peddling, soliciting, or sale for charitable or other purposes shall be allowed among or by 
employees during working hours without the approval of the City Administrator.  

F. EXPENSE REIMBURSEMENT 

The purpose of expense reimbursement is for monies spent while traveling for City business or 
making purchases on behalf of the City of Madras, as well as ensure these expenditures are 
properly documented, approved and reimbursed in a timely manner. 
 
With the implementation of City-issued purchase cards (“P” cards), the City’s policy is for 
employees and councilors to utilize their issued cards for City purchases whenever possible 
(except for mileage which is always processed on a reimbursement basis).  
 
Authorized business expenses incurred by an employee in connection within the scope of their 
job duties on behalf of the City must meet the requirements for deductibility as business expenses 
under Federal tax law.  
 
Request for reimbursement for authorized business expenses shall be submitted by the employee 
or elected official on the last working day of the calendar month or sooner if possible, up to 60 
days after the incurrence of the expense(s), but in no case can be greater than 60 days from fiscal 
year end. Request for reimbursement must be submitted using a completed Expense Report and 
receipts following the City’s current reimbursement process. 
 
Claims for reimbursement shall be made on forms provided by the Finance Department. The form 
shall be completed (with all applicable documentation and receipts attached), signed by the 
employee and by the department head or designee for processing. 
 
Authorized mileage expenses will be reimbursed at the current IRS standard mileage rate for 
approved mileage with an authorized City-related business purpose. 

 
### 

 



Page A-1 Appendix A – Cyber Policy 

APPENDIX A – CYBER POLICY 
 



City of Madras 
 

Cybersecurity Policy 
 

May 1, 2020 
 



City of Madras 
Cybersecurity Policy 

April 29, 2020 
 

 
Page 2 

Table of Contents 
 

Roles and Responsibilities ........................................................................................................................ 3 

IDENTIFY (ID) ............................................................................................................................................... 4 
Asset Management ................................................................................................................................... 4 

PROTECT (PR) ............................................................................................................................................. 5 
Identity Management, Authentication and Access Control ....................................................................... 6 

Awareness and Training ........................................................................................................................... 7 
Data Security ............................................................................................................................................. 7 

Data Classification ................................................................................................................................. 7 
Data Storage .......................................................................................................................................... 8 

Data Transmission ................................................................................................................................. 8 
Data Destruction .................................................................................................................................... 8 

Data Storage .......................................................................................................................................... 9 
Information Protection Processes and Procedures .................................................................................. 9 

Secure Software Development .............................................................................................................. 9 
Contingency Planning .......................................................................................................................... 10 
Network Infrastructure.......................................................................................................................... 10 

Network Servers .................................................................................................................................. 11 
Protective Technology ............................................................................................................................. 12 

Email Filtering ...................................................................................................................................... 12 
Network Vulnerability Assessments ..................................................................................................... 12 

DETECT (DE) ............................................................................................................................................. 12 
Anomalies and Events ............................................................................................................................ 12 

Security Continuous Monitoring .............................................................................................................. 13 
Anti-Malware Tools .............................................................................................................................. 13 

Patch management .............................................................................................................................. 13 
RESPOND (RS) .......................................................................................................................................... 13 

Response Planning ................................................................................................................................. 13 
Electronic Incidents .............................................................................................................................. 14 

Physical Incidents ................................................................................................................................ 14 
Notification ........................................................................................................................................... 14 

RECOVER (RC) .......................................................................................................................................... 15 
Appendix A – Acceptable Use Policy .......................................................................................................... 16 

Appendix B – Confidentiality and Non-Disclosure Agreement.................................................................... 20 

 
  



City of Madras 
Cybersecurity Policy 

April 29, 2020 
 

 
Page 3 

 
 
 
Objective  
 
The focus of this policy is to help City of Madras meet its objectives. We recognize that information 
and the protection of information is required to serve our citizens. We seek to  
to ensure that appropriate measures are implemented to protect our citizen’s information. This 
Cybersecurity Policy is designed to establish a foundation for an organizational culture of security. 
This policy will be reviewed annually and approved by the Security Officer.  
 
The purpose of this policy is to clearly communicate the City of Madras security objectives and 
guidelines to minimize the risk of internal and external threats while taking advantage of 
opportunities that promote our objectives. 
 
This policy applies, to all City of Madras elected officials, employees, contractors, consultants, 
and others specifically authorized to access information and associated assets owned, operated, 
controlled, or managed by City of Madras. Additionally, leadership must ensure that all contracts 
and similar agreements with business partners and service providers incorporate appropriate 
elements of this policy. 
 
 
Compliance 
 
Oregon public entities must comply with the Oregon Identity Theft Protection Act, ORS 646A.600 
– 628. ORS 646A.622 (d) requires the implementation of a Cybersecurity program. Non-
compliance with this policy may pose risks to the organization; accordingly, compliance with this 
program is mandatory. Failure to comply may result in failure to obtain organizational objectives, 
legal action, fines and penalties. Breaches with the potential to impact more than 250 individuals 
must be reported to the Oregon Department of Justice. 
 
https://www.doj.state.or.us/consumer-protection/id-theft-data-breaches/data-breaches/ 
 
 
Roles and Responsibilities  
 
City of Madras has appointed the following roles and responsibilities to execute and monitor the 
policies described in this document. 
 
Security Officer 

• Ensure that a written Cybersecurity Policy is developed and implemented.   
• Confirm identification, acquisition, and implementation of information system software and 

hardware. 
• Identify all Personally Identifiable Information.  
• Ensure implementation, enforcement, and effectiveness of IT Security policies and 

procedures.  
• Facilitate an understanding and awareness that security requires participation and support 

at all organizational levels.  

https://www.doj.state.or.us/consumer-protection/id-theft-data-breaches/data-breaches/
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• Oversee daily activities and use of information systems to ensure employees, business 
partners, and contractors adhere to these policies and procedures. 

 
MSSP – Managed Security Service Provider 

• Execute requested changes made by the Security Officer 
• Monitor and manage security components protecting city data and systems 
• Prepare and present periodic security reports and notifications 
• Advise on best practices for cyber security protection 

 
Employees and Contractors  

• See Appendix A - Acceptable Use Policy 
 

 
Identify, Protect, Detect, Respond, and Recover 
 
The following sections outline City of Madras requirements and minimum standards to facilitate 
the secure use of organizational information systems. The information presented in this policy 
follows the format of the control families outlined in the National Institute of Standards and 
Technology (NIST) Cybersecurity Framework (NIST CSF): Identify, Protect, Detect, Respond, 
and Recover.  
 
The scope of security controls addressed in this policy focus on the activities most relevant to City 
of Madras as defined by the Center for Internet Security (CIS) and industry best practices. 
Questions related to the interpretation and implementation of the requirements outlined in this 
policy should be directed to the Security Officer. 
 
IDENTIFY (ID) 
 
Objective: To develop the organization’s understanding that’s necessary to manage cybersecurity 
risk to systems, people, assets, data, and capabilities. 
 
Asset Management  
 
An inventory of all approved hardware and software on City of Madras network and systems will 
be maintained in a computer program or spreadsheet that documents the following: 
 

• The employee in possession of the hardware or software. 
• Date of purchase. 
• Amount of purchase. 
• Serial number.  
• Type of device and description. 
• A listing of software or devices that have been restricted. 
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Personally Identifiable Information (PII) 

An inventory of all PII information by type and location will be taken. The following table may be 
useful to inventory PII. 

Location PII by type Essential Location Owner 
Website     
Contractors     
File in staff office     
File in building     
File offsite     
Desk top      
HR System     
Financial System     
Laptop     
Flash drive     
Cell phones     
Tablets     
Other     

 

Each manager will determine if PII is essential. If PII is not essential, it will either not be collected, 
or (if collected) will be destroyed. Do not collect sensitive information, such as a Social Security 
numbers, if there is no legitimate business need. If this information does serve a need, apply 
your entity’s record retention plan that outlines what information must be kept, and dispose of it 
securely once it is no longer required to maintain.  

All PII no longer needed shall be shredded if in paper form or destroyed by IT if in electronic 
form.  

The Oregon Identity Theft Protection Act prohibits anyone (individual, private or public 
corporation, or business) who maintains Social Security numbers from: 

• Printing a consumer's SSN on any mailed materials not requested by the consumer unless 
redacted 

• Printing a consumer's SSN on a card used by the consumer that is required to access 
products or services 

• Publicly posting or displaying a consumer's SSN, such as on a website 

Exceptions include requirements by state or federal laws, including statute records (such as 
W2s, W4s, 1099s, etc.) that are required by law to be made available to the public, for use for 
internal verification or administrative processes, or for enforcing a judgment or court order. 

 
PROTECT (PR) 
 
Objective: To develop and implement appropriate safeguards to ensure the delivery of critical 
services. 
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Identity Management, Authentication and Access Control 
 
The Security Officer is responsible for ensuring that access to the organization’s systems and 
data is appropriately controlled. All systems housing City of Madras data (including laptops, 
desktops, tablets, and cell phones) are required to be protected with a password or other form of 
authentication. Except for the instances noted in this policy, users with access to City of Madras 
systems and data are not to share passwords with anyone.  
 
City of Madras has established following password configuration requirements for all systems and 
applications (where applicable): 
 

• Minimum password length: 8 characters 
• Password complexity: requires alphanumeric and special characters 
• Prohibited reuse for twelve (12) iterations 
• Changed periodically every 90 days 
• Invalid login attempts set to three 
• Automatic logout due to inactivity = 30 minutes 

Other potential safeguards include: 

• Not allowing PII on mobile storage media 
• Locking file cabinets 
• Not allowing PII left on desktops 
• Encrypting sensitive files on computers 
• Requiring password protection 
• Implementing the record retention plan and destroying records no longer required 

Where possible, multi-factor authentication will be used when users authenticate to the 
organization’s systems. 
 

• Users are granted access only to the system data and functionality necessary for their job 
responsibilities.  

• Privileged and administrative access is limited to authorized users who require escalated 
access for their job responsibilities and where possible will have two accounts: one for 
administrator functions and a standard account for day to day activities.  

• All user access requests must be approved by the Security Officer.  
• It is the responsibility of the Security Officer to ensure that all employees and contractors 

who separate from the organization have all system access removed within I hour of 
departure. 

 
On an annual basis, a review of user access will be conducted under the direction of the Security 
Officer to confirm compliance with the access control policies outlined above. 
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Awareness and Training  
 
City of Madras personnel are required to participate in security training in the following instances:  
 

1. All new hires are required to complete security awareness training before receiving login 
credentials. 

2. Formal security awareness refresher training is conducted on an annual basis. All 
employees are required to participate in and complete this training.  
 

Upon completion of training, participants will review and sign the Acceptable Use Policy included 
in Appendix A.  
 
Two online classes are available through the CIS Learning Center at learn.cisoregon.org: “Cyber 
Threats and Best Practices to Confront Them” and “Cyber Security Basics.” 
 
On an annual basis, City of Madras will conduct email phishing exercises of its users. The purpose 
of these tests is to help educate users on common phishing scenarios. It will assess their level of 
awareness and comprehension of phishing, understanding and compliance with policy around 
safe handling of e-mails containing links and/or attachments, and their ability to recognize a 
questionable or fraudulent message.  
 
Data Security  
 
Data Classification 
You must adhere to your Records Retention Policy regarding the storage and destruction of data. 
Data residing on corporate systems must be continually evaluated and classified into the following 
categories: 
 

• Employees Personal Use: Includes individual user's personal data, emails, documents, 
etc. This policy excludes an employee’s personal information, so no further guidelines 
apply. 

• Marketing or Informational Material: Includes already-released marketing material, 
commonly known information, data freely available to the public, etc. There are no 
requirements for public information. 

• Operational: Includes data for basic organizational operations, communications with 
vendors, employees, etc. (non-confidential). The majority of data will fall into this category. 

• Confidential: Any information deemed confidential. The following list provides guidelines 
on what type of information is typically considered confidential. Confidential data may 
include: 
 

o Employee or customer Social Security numbers or personally identifiable 
information (PII) 

o Personnel files  
o Medical and healthcare information 
o Protected Health Information (PHI) 
o Network diagrams and security configurations 

https://learn.cisoregon.org/
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o Communications regarding legal matters 
o Passwords/passphrases 
o Bank account information and routing numbers 
o Payroll information 
o Credit card information 
o Any confidential data held for a third party (be sure to adhere to any confidential 

data agreement covering such information) 
 

Data Storage 
 
The following guidelines apply to storage of the different types of organizational data. 
 

• Operational: Operational data should be stored on a server that gets the most frequent 
backups (refer to the Backup Policy for additional information). Some type of system- or 
disk-level redundancy is encouraged. 

• Confidential: Confidential information must be removed from desks, computer screens, 
and common areas unless it is currently in use. Confidential information should be stored 
under lock and key (or keycard/keypad), with the key, keycard or code secured. 

 
Data Transmission 
 
The following guidelines apply to the transmission of the different types of organizational data. 
 

• Confidential: Confidential data must not be 1) transmitted outside the organization’s 
network without the use of strong encryption, 2) left on voicemail systems, either inside or 
outside the organization's network. 

 
Data Destruction 
 
You must follow your records retention policy before destroying data.  
 

• Confidential: Confidential data must be destroyed in a manner that makes recovery of 
the information impossible. The following guidelines apply:  

 
o Paper/documents: Cross-cut shredding is required. 
o Storage media (CD's, DVD's): Physical destruction is required. 
o Hard drives/systems/mobile storage media: At a minimum, data wiping must be 

used. Simply reformatting a drive does not make the data unrecoverable. If wiping 
is used, the organization must use the most secure commercially-available 
methods for data wiping. Alternatively, the organization has the option of physically 
destroying the storage media. 
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Data Storage 
 
Stored Data includes any data located on organization-owned or organization-provided systems, 
devices, media, etc. Examples of encryption options for stored data include: 
 

• Whole disk encryption  
• Encryption of partitions/files 
• Encryption of disk drives 
• Encryption of personal storage media/USB drives  
• Encryption of backups 
• Encryption of data generated by applications 

 
Data while transmitted includes any data sent across the organization network or any data sent 
to or from an organization-owned or organization-provided system. Types of transmitted data that 
shall be encrypted include: 
 

• VPN tunnels 
• Remote access sessions 
• Web applications  
• Email and email attachments 
• Remote desktop access 
• Communications with applications/databases 

 
Information Protection Processes and Procedures  
 
Secure Software Development  
 
Where applicable, all software development activities performed by City of Madras or by vendors 
on behalf of the organization shall employ secure coding practices including those outlined below. 
 
A minimum of three software environments for the development of software systems should be 
available – development, quality assurance, and a production environment. Software developers 
or programmers are required to develop in the development environment and promote objects 
into the quality assurance and production environments. The quality assurance environment is 
used for assurance testing by the end user and the developer. The production environment should 
be used solely by the end user for production data and applications. Compiling objects and source 
code is not allowed in the production environment. The information technology manager or an 
independent peer review will be required for promotion objects into the production environment. 
 

• All production changes must be approved before being promoted to production. 
• Developers should not have the ability to move their own code. 
• All production changes must have a corresponding help desk change request number.  
• All production changes must be developed in the development environment and tested in 

the quality assurance environment. 
• All emergency changes must be adequately documented and approved. 
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Software code approved for promotion will be uploaded by the technical resource under the 
direction of the Security Officer to the production environment from the quality assurance 
environment once the change request is approved. The Security Officer may work with the 
developer to ensure proper placement of objects into production.  
 
Contingency Planning 
 
The organization’s business contingency capability is based upon cloud and local backups of all 
critical business data. This critical data is defined as any data required to perform city business or to 
meet data retention policies.  Full data backups will be performed on a weekly basis with nightly 
incremental backups of changed data rolled up at week’s end. Confirmation that backups were 
performed successfully will be conducted at the completion of each backup process. Testing of 
cloud backups and restoration capability will be performed quarterly. 
 
During a contingency event, all IT decisions and activities will be coordinated through and under 
the direction of the Security Officer.  
 
The following business contingency scenarios have been identified along with the intended 
responses: 
 

• In the event that one or more of City of Madras ’s systems or applications are deemed 
corrupted or inaccessible, the Security Officer will work with the respective vendor(s) to 
restore data from the most recent cloud or local backup as appropriate and, if necessary, 
acquire replacement hardware. 
 

• In the event that the location housing the City of Madras systems are no longer accessible, 
the Security Officer will work with the respective vendor(s) to acquire any necessary 
replacement hardware and software, implement these at one of the organization’s other 
sites, and restore data from the most recent cloud or local backup as appropriate. 

 
As an important reminder, CIS covers data reproduction (subject to a deductible) for only one 
week.  
 
Network Infrastructure  
 
The organization will protect the corporate electronic communications network from the Internet 
by utilizing a firewall. For maximum protection, the corporate network devices shall meet the 
following configuration standards: 
 

• Vendor recommended, and industry standard configurations will be used.  
• Changes to firewall and router configuration will be approved by the Security Officer and 

implemented by written request.  
• Both router and firewall passwords must be secured and difficult to guess. 
• The default policy for the firewall for handling inbound traffic should be to block all packets 

and connections unless the traffic type and connections have been specifically permitted. 
• Inbound traffic containing ICMP (Internet Control Message Protocol) traffic should not be 

passed in from the Internet, or from any un-trusted external network.  
• All web services running on routers must be disabled. 
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• Simple Network Management Protocol (SNMP) Community Strings must be changed from 
the default “public” and “private”. 

 
Network Servers 
 
Servers typically accept connections from several sources, both internal and external. Generally, 
the more sources that connect to a system, the more risk associated with that system, so it is 
particularly important to secure network servers. The following statements apply to the 
organization's use of network servers: 
 

• Unnecessary files, services, and ports should be removed or blocked. If possible, follow a 
server-hardening guide, which is available from the leading operating system 
manufacturers. 

• Network servers, even those meant to accept public connections, must be protected by a 
firewall or access control list. 

• If possible, a standard installation process should be developed for the organization's 
network servers. A standard process will provide consistency across servers no matter 
what employee or contractor handles the installation. 

• Clocks on network servers should be synchronized with the organization's other 
networking hardware using NTP or another means. Among other benefits, this will aid in 
problem resolution and security incident investigation. 

 
Network Segmentation 
 
Network segmentation is used to limit access to data within the City of Madras network based 
upon data sensitivity. City of Madras maintains two wireless networks. The guest wireless network 
is password protected, and proper authentication will grant the user internet access only. Access 
to the secure wireless network is limited to City of Madras personnel and provides the user access 
to the intranet. 
 
Under the direction of the Security Officer, the third-party network administrator or MSSP 
manages the network user accounts, monitors firewall logs, and operating system event logs. The 
Security Officer authorizes vendor access to the system components as required for 
maintenance. 
 
Device Configurations 
 
Mobile devices such as laptops, notebooks, and smart phones as well as workstations, and other 
hardware and software will be configured using industry-accepted best practices.  These 
configurations will incorporate security features and protections.  All configurations will be 
documented and reviewed annually.  The MSSP will assist in adhering to the configurations.  
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Protective Technology  
 
Email Filtering 
 
A good way to mitigate email related risk is to filter it before it reaches the user so that the user 
receives only safe, business-related messages. City of Madras will filter email at the Internet 
gateway and/or the mail server. This filtering will help reduce spam, viruses, or other messages 
that may be deemed either contrary to this policy or a potential risk to the organization's IT 
security.  
 
Additionally, SPAM filtering and antivirus software have been implemented to identify and 
quarantine emails that are deemed suspicious. 
 
Network Vulnerability Assessments 
 
On a semi-annual basis, City of Madras will perform both internal and external network 
vulnerability assessments. The purpose of these assessments is to establish a comprehensive 
view of the organization’s network as it appears internally and externally. These evaluations will 
be conducted under the direction of the Security Officer to identify weaknesses with the network 
configuration that could allow unauthorized and/or unsuspected access to the organization’s data 
and systems. 
 
As a rule, "penetration testing," which is the active exploitation of organization vulnerabilities, is 
discouraged. If penetration testing is performed, it must not negatively impact organization 
systems or data. 
 
Protection from Malicious Web Sites and Content 
 
Firewalls and related software will provide site blacklisting, geo-blocking, and content filtering to 
protect against users accessing malicious sites or code.  Network traffic will be monitored with 
anomalies logged and reviewed periodically to identify access to malicious content.  Logs will be 
reviewed regularly to identify new sites to be blacklisted and new categories of content to be 
filtered. 
 
The City of Madras web site will incorporate application firewalls to guard against content 
tampering.  Configurations will be documented and reviewed regularly. 
 
DETECT (DE) 
 
Definition: Develop and implement appropriate activities to identify the occurrence of a 
cybersecurity event. 
 
Anomalies and Events  
 
The following logging activities are conducted by the MSSP under the direction of the Security 
Officer:  
 

• Domain Controllers - Active Directory event logs will be configured to log the following 
security events: account creation, escalation of privileges, and login failures. 
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• Application Servers - Logs from application servers (e.g., web, email, database servers) 
will be configured to log the following events: errors, faults, and login failures.  

• Network Devices - Logs from network devices (e.g., firewalls, network switches, routers) 
will be configured to log the following events: errors, faults, and login failures. 
 

Passwords should not be contained in logs. 
 
Logs of the above events will be reviewed by the MSSP at least once per month. Event logs will 
be configured to maintain record of the above events for three months.  
 
Security Continuous Monitoring  
 
Anti-Malware Tools 
 
All organization servers and workstations will utilize Microsoft Windows Defender with Windows 
Advanced Threat Protection (ATP) to protect systems from malware and viruses. Real-time 
scanning will be enabled on all systems and weekly malware scans will be performed. A monthly 
review of the ATP dashboard will be conducted by the MSSP to confirm the status of virus 
definition updates and scans. 
 
City of Madras utilizes Microsoft Windows Defender with Windows ATP to protect mobile devices 
from malware and viruses. 
 
Patch management 
 
All software updates and patches will be distributed to all City of Madras system as follows: 

• Workstations will be configured to install software updates every week automatically. 
• Server software updates will be manually installed at least monthly.  
• Any exceptions shall be documented. 

 
Port, Protocol, and Services Monitoring 
 
Monitoring will be employed to observe port traffic.  Unneeded ports will be blocked.  Services will 
be monitored for abnormal activities.  Logs will be reviewed regularly for suspicious activity and 
the MSSP will make changes as approved by the Security Officer. 
 
RESPOND (RS) 
 
Definition: Develop and implement appropriate activities regarding a detected cybersecurity 
incident. 
 
Response Planning  
 
The organization’s annual security awareness training shall include direction and guidance for the 
types of security incidents users could encounter, what actions to take when an incident is 
suspected, and who is responsible for responding to an incident. A security incident, as it relates 
to the City of Madras' information assets, can be defined as either an Electronic or Physical 
Incident. 
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The Security Officer is responsible for coordinating all activities during a significant incident, 
including notification and communication activities. They are also responsible for the chain of 
escalation and deciding if/when outside agencies, such as law enforcement, need to be 
contacted. 
 
Electronic Incidents 
 
This type of incident can range from an attacker or user accessing the network for 
unauthorized/malicious purposes to a virus outbreak or a suspected Trojan or malware infection. 
When an electronic incident is suspected, the steps below should be taken in order. 
 

1. Remove the compromised device from the network by unplugging or disabling network 
connection. Do not power down the machine. 

2. Report the incident to the Security Officer or the MSSP. 
3. Contact the third-party service provider (and/or computer forensic specialist) as 

needed. 

The remaining steps should be conducted with the assistance of the third-party IT service 
provider and/or computer forensics specialist. 
 

4. Disable the compromised account(s) as appropriate. 
5. Backup all data and logs on the machine, or copy/image the machine to another 

system. 
6. Determine exactly what happened and the scope of the incident.  
7. Determine how the attacker gained access and disable it. 
8. Rebuild the system, including a complete operating system reinstall.  
9. Restore any needed data from the last known good backup and put the system back 

online. 
10. Take actions, as possible, to ensure that the vulnerability will not reappear. 
11. Conduct a post-incident evaluation. What can be learned? What could be done 

differently? 
 
Physical Incidents 
 
A physical IT security incident involves the loss or theft of a laptop, mobile device, 
PDA/Smartphone, portable storage device, or other digital apparatus that may contain 
organization information. All instances of a suspected physical security incident should be 
reported immediately to the Security Officer. 
 
 
Notification 
 
If an electronic or physical security incident is suspected of having resulted in the loss of third-
party/customer data, notification of the public or affected entities should occur.  

1. Contact CIS Claims at claims@cisoregon.org.  
2. Inform your attorney 

mailto:claims@cisoregon.org
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3. Complete this form if the breach involves more than 250 records. 
https://justice.oregon.gov/consumer/DataBreach/Home/Submit  

 
RECOVER (RC) 
 
Recovery processes and procedures are executed and maintained to ensure timely restoration of 
systems and/or assets affected by cybersecurity events. 
 
CIS will help with the recovery process. CIS may provide forensics services, breach coaching 
services, legal services, media services and assist in paying for notification expenses. The CIS 
claims adjuster will discuss with you the coverages and services offered by CIS.  
 
The Security Officer is responsible for managing and directing activities during an incident, 
including the recovery steps. 
 
Recovery planning and processes are improved by incorporating lessons learned into future 
activities. 
 
Restoration activities are coordinated with internal and external parties, such as coordinating 
centers, Internet service providers, owners of the affected systems, victims, and vendors. 
 
External communications should only be handled by designated individuals at the direction of the 
Security Officer. Recovery activities are communicated to internal stakeholders, executives, and 
management teams.  

https://justice.oregon.gov/consumer/DataBreach/Home/Submit
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Appendix A – Acceptable Use Policy 
 
The intention of this Acceptable Use Policy is not to impose restrictions that are contrary to City 
of Madras established culture of openness, trustworthiness, and uprightness. Understanding and 
adhering the organization’s IT security policies is necessary to protect our employees and 
organization from illegal or damaging actions by individuals, either knowingly or unknowingly. 
Effective security is a team effort involving the participation and support of every employee. It is 
the responsibility of every computer user to know these guidelines and to conduct their activities 
accordingly. 
 
Purpose 
 
The purpose of this policy is to outline the acceptable use of computer equipment, email, and 
internet access at all locations. These rules are in place to protect the employee and the 
organization. Inappropriate use exposes the organization to risks including virus attacks, 
compromises of network systems and services, and legal liability. 
 
Scope 
 
This policy applies to both permanent and temporary employees of the organization. This policy 
applies to all equipment that is owned or leased by the organization. This policy is a supplement 
to the City of Madras Cybersecurity Policy.  
 
1.0 Policy 
 
The following actions shall constitute unacceptable use of the corporate network. The list also 
provides a frame of reference for types of activities that are deemed unacceptable. The user 
may not use the corporate network and/or systems to: 
 

1. Engage in an activity that is illegal under local, state, federal, or international law.  
2. Engage in any activities that may cause embarrassment, loss of reputation, or other harm 

to the organization.  
3. Disseminate defamatory, discriminatory, vilifying, sexist, racist, abusive, threatening, 

obscene or otherwise inappropriate messages or media.  
4. Engage in activities that cause an invasion of privacy. 
5. Engage in activities that cause disruption to the workplace environment or create a hostile 

workplace based on a legally protected class. 
6. Make fraudulent offers for products or services. 
7. Install, download or distribute unlicensed or "pirated" software. 
8. Reveal personal or network passwords to others, including family, friends, or other 

members of the household when working from home or remote locations. 
 

Email 
 
The following activities are strictly prohibited: 
 

1. Using the email system to send or forward pornographic material. 
2. Using the email system for any form of harassment whether through language, content, 



City of Madras 
Cybersecurity Policy 

April 29, 2020 
 

 
Page 17 

frequency or size of the message. 
3. Sending unsolicited bulk email messages, including the sending of “junk mail” or other 

advertising materials to individuals who did not specifically request such material (email 
spam). 

4. Sending or forwarding emails of a non-business nature to the “All Employee” list. 
5. Sending or forwarding emails of a non-business nature with either an excessive number 

of attachments or attachments of excessive size (examples would be emails with 
numerous photos, video clips, or large PowerPoint presentations). 

6. Creating or forwarding “chain letters,” “Ponzi” schemes or other get rich quick “pyramid” 
schemes of any type. 

7. Using the email system in a manner that would violate the City of Madras Cybersecurity 
Policy. 

8. Opening file attachments with file extensions such as .vbs, .exe, .com, or .sys.  
 

Social Networking/Blogging 
 
The following applies to social networking/blogging: 
 

1. Employees are discouraged from using employer-owned equipment, including computers, 
organizationally licensed software or other electronic equipment, or organization time to 
conduct personal blogging. Social networking activities are discouraged.  

2. Employees are expected to protect the privacy of the organization and its employees and 
are prohibited for disclosing personal employee and nonemployee information and any 
other proprietary and nonpublic information to which the employees have access. 

3. Management strongly urges employees to report any violations or possible violations or 
perceived violations to supervisors or managers. Management investigates and responds 
to all reports of violations of the social networking policy and other related policies.  

4. Only executive management are authorized to remove any content that does not meet the 
rules and guidelines of the policy or that may be illegal or offensive. 

5. Views of the individual employee are not ever attributed to the City of Madras . 
6. Posts must comply with existing policies re harassment and discrimination. 
7. Posts must comply with existing policies re confidentiality and improper disclosures. 
8. Online activities must not interfere or negatively affect work tasks or City of Madras, except 

for “Concerted Activities.” 
9. Employees must not reference City of Madras or its services in the employee’s social 

medial posts, except for “Concerted Activities.” 
10. City of Madras logos should not be used in the employee’s social media posts, except for 

“Concerted Activities.” 
11. Posts must not violate copyright laws. 
12. Consult the Employee Personnel Handbook for further clarification. 

 
Clean Desk 
 
A significant amount of confidential customer information is maintained in paper-based form. All 
staff members are responsible for ensuring that this information is properly safeguarded and is 
not improperly disclosed to unapproved third parties. In order to accomplish this, all employees 
are responsible for: 
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1. Ensuring that paper-based information is appropriately monitored and protected.  
2. Ensuring that all confidential documents are properly locked-up at the end of each 

business day. Appropriate methods to secure documents include utilizing locking filing 
cabinets or desk drawers, etc.  

3. Maintaining a “clean desk” or working area throughout the day and ensure there are no 
confidential documents in open view if absent from their desk for an extended period. This 
will help to ensure that confidential customer information is not inadvertently disclosed. 

 
Computer Usage (Password) 
 
The following password criteria will be used to access Windows workstations: 
 

1. Minimum password length: 8 characters 
2. Password complexity: requires alphanumeric and special characters 
3. Prohibited reuse for twelve (12) iterations 
4. Changed periodically every 90 days 
5. Invalid login attempts set to three 
6. Automatic logout due to inactivity = 30 minutes  

 
Portable Devices 
 
The following Portable Devices are allowed for organization use only: 
 

1. Cell phones 
2. Laptops 
3. Digital cameras 
4. Any type of USB memory device or USB mass storage device 

 
2.0 Monitoring 
 
Employees should have no expectation of privacy for any information they store, send, receive, 
or access via the organization’s network. Content monitoring of email by management may occur 
without prior notice. All other monitoring, including but not limited to, internet activity, email volume 
or size, and other forms of electronic data exchange may occur without prior notice by 
management.  
 
Monitoring may occur without prior notice of a suspected violation, either in part or in whole, of 
the Acceptable Use Policy or the City of Madras Cybersecurity Policy is detected or reported. 
 
3.0 Reporting 
 
Employees must report to the Security Officer when they learn of a suspected breach of 
information or have lost a laptop, telephone, or USB memory with City of Madras information. 
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4.0 Enforcement 
 
Any employee found to have violated this policy may be subject to disciplinary action, up to and 
including termination of employment. 
 
 
 
Signature  
 
I have received a copy of the organization’s Acceptable Use Policy as revised and approved by 
the management.  I have read and understood the policy. 
   
 
__________________________________  
(Print your name) 
 
 
__________________________________   ____________________  
(Signature)                                   (Date) 
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Appendix B – Confidentiality and Non-Disclosure Agreement 
 
This Confidentiality and Nondisclosure Agreement (the "Agreement") is entered into by and 
between City of Madras ("Disclosing Party") and _______________________ ("Receiving 
Party") for the purpose of preventing the unauthorized disclosure of Confidential Information as 
defined below. The parties agree to enter into a confidential relationship with respect to the 
disclosure of certain proprietary and confidential information ("Confidential Information"). 
 
1. Definition of Confidential Information. For purposes of this Agreement, "Confidential 

Information" shall include all information or material that has or could have commercial value 
or other utility in the business in which Disclosing Party is engaged. Examples of Confidential 
Information include the following: 

 
• Employee or customer Social Security numbers or personal information 
• Customer data 
• Entity financial data  
• Product and/or service plans, details, and schematics,  
• Network diagrams and security configurations 
• Communications about entity legal matters 
• Passwords 
• Bank account information and routing numbers 
• Payroll information 
• Credit card information 
• Any confidential data held for a third party  
 

2. Exclusions from Confidential Information. Receiving Party's obligations under this Agreement 
do not extend to information that is: (a) publicly known at the time of disclosure or 
subsequently becomes publicly known through no fault of the Receiving Party; (b) discovered 
or created by the Receiving Party before disclosure by Disclosing Party; (c) learned by the 
Receiving Party through legitimate means other than from the Disclosing Party or Disclosing 
Party's representatives; or (d) is disclosed by Receiving Party with Disclosing Party's prior 
written approval. 

 
3. Obligations of Receiving Party. Receiving Party shall hold and maintain the Confidential 

Information in strictest confidence for the sole and exclusive benefit of the Disclosing Party. 
Receiving Party shall carefully restrict access to Confidential Information to employees, 
contractors, and third parties as is reasonably required and shall require those persons to sign 
nondisclosure restrictions that are at least as protective as those in this Agreement. Receiving 
Party shall not, without the prior written approval of Disclosing Party, use for Receiving Party's 
own benefit, publish, copy, or otherwise disclose to others, or permit the use by others for 
their benefit or to the detriment of Disclosing Party, any Confidential Information. Receiving 
Party shall return to Disclosing Party any and all records, notes, and other written, printed, or 
tangible materials in its possession pertaining to Confidential Information immediately if 
Disclosing Party requests it in writing. 
 

4. Time Periods. The nondisclosure provisions of this Agreement shall survive the termination of 
this Agreement and Receiving Party's duty to hold Confidential Information in confidence shall 
remain in effect until the Confidential Information no longer qualifies as a trade secret or until 
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Disclosing Party sends Receiving Party written notice releasing Receiving Party from this 
Agreement, whichever occurs first. 

 
5. Relationships. Nothing contained in this Agreement shall be deemed to constitute either party 

a partner, joint venturer or employee of the other party for any purpose. 
 
6. Severability. If a court finds any provision of this Agreement invalid or unenforceable, the 

remainder of this Agreement shall be interpreted so as best to affect the intent of the parties. 
 
7. Integration. This Agreement expresses the complete understanding of the parties with respect 

to the subject matter and supersedes all prior proposals, agreements, representations, and 
understandings. This Agreement may not be amended except in a writing signed by both 
parties. 

 
8. Waiver. The failure to exercise any right provided in this Agreement shall not be a waiver of 

prior or subsequent rights. 
 
This Agreement and each party's obligations shall be binding on the representatives, assigns, 
and successors of such party. Each party has signed this Agreement through its authorized 
representative. 
 
 
 
Disclosing Party 
 
By:  ________________________________  
 
Printed Name:  _______________________  
 
Title:  ______________________________  
 
Dated:  _____________________________  
  
 
 
Receiving Party 
 
By:  ________________________________  
 
Printed Name:  _______________________  
 
Title:  ______________________________  
 
Dated:  _____________________________  
 



101-106 General Fund - Police 54,948.23
204 Transportations Operations Fund 38,473.37
206 Parks Fund 17,718.74
207 Tourism/Economic Development 15,833.50
401 SDC Street Improvement  Fund 9,627.14
409 Improvement Fee Fund 457.13
502 Water Operations Fund 58,948.00
503 Wastewater Operations Fund 114,588.63
505 Community Development Fund 9,201.21
509 Airport Operations Fund 43,644.09
700 MURA 641.50
704 MRC Project Fund 1,117.00
708 Housing Project Fund 966.00
802 Internal Services Fund-Central Services 37,942.57
803 Internal Services Fund-Public Works Staff 64,615.56
804 Internal Services Fund-Buildings 31,113.53
805 Internal Services Fund-Fleet 9,542.76
999 Treasurer's Cash-Customer Refunds 397.53

 
GRAND TOTAL   509,776.49

** Council Review and approval of payments made in the previous month**

DISBURSEMENTS LIST - August 2020
For Council Review and Approval
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Check Issue Dates: 8/1/2020 - 8/31/2020 Sep 09, 2020  09:20AM

Report Criteria:

Report type:  GL detail

Bank.Account description = "General Ckg - FIB"

Check Description Check

Issue Date Payee Amount

08/03/2020 BANK OF AMERICA CH-HA McCoy-design CDBG water line project 24,308.88 M

08/13/2020 DESCHUTES VALLEY WATER DISTRICT Water bill July 2020 21,669.47

08/28/2020 CENTURY WEST ENGINEERING CORPO Task Order #8 Airport Master Plan 19,532.40

08/28/2020 PeopleSpace PO# 11023 City Hall office addition 15,835.28

08/13/2020 XYLEM WATER SOLUTIONS USA INC PO# 11112 submersible pump 15,347.20

08/01/2020 CIS TRUST Aug 2020 Insurance Report, Life & Salary Continuation 15,218.45 M

08/21/2020 CENTRAL OREGON INTERGOVERNMENT OBDD Covid-19 grant match 15,000.00

08/01/2020 CIS TRUST Aug 2020 Insurance Report, Life & Salary Continuation 13,961.83 M

08/13/2020 Murraysmith, Inc. Willow Creek sewer extension 13,312.73

08/10/2020 PACIFIC POWER Electric bill July 2020 13,182.92

08/28/2020 MID OREGON PERSONNEL SERVICES, INC. Parks temp week of 8/9/20 10,953.67 M

08/28/2020 JEFFERSON COUNTY SHERIFF Dispatch Fees - Aug 2020 10,856.13

08/14/2020 MID OREGON PERSONNEL SERVICES, INC. Parks temp week of 7/24/20 10,808.83 M

08/28/2020 KITTELSON & ASSOCIATES INC. Culver Hwy & Belmont Lane 9,627.14

08/05/2020 MID OREGON PERSONNEL SERVICES, INC. Parks temp week of 7/9/20 9,617.40 M

08/01/2020 CIS TRUST Aug 2020 Insurance Report, Life & Salary Continuation 8,932.78 M

08/28/2020 OREGON DEQ R62372 loan payment-principal 8,562.00

08/28/2020 Murraysmith, Inc. J Street Bridge Expansion 7,692.00

08/10/2020 PACIFIC POWER Electric bill July 2020 6,803.54

08/28/2020 BERG AIR, LLC Berg Air commissions due -July 2020 6,131.91

08/03/2020 BANK OF AMERICA DH-WILBUR ELLIS MADRAS - PO#11127 chemical treatment  5,799.07 M

08/10/2020 Boring But Important, LLC Emergency grant/COVID-19 5,795.00

08/28/2020 Murraysmith, Inc. Task Order #5 SWWTP sludge dewatering 5,163.00

08/28/2020 BERG AIR, LLC Monthly Airport Management-Sept 2020 5,124.33

08/28/2020 Murraysmith, Inc. Task Order #5 SWWTP odor control 5,116.50

08/28/2020 Desert Peaks Golf Enterprises contract services to run golf course clubhouse Sept 2020 5,050.00

08/03/2020 BANK OF AMERICA CH-Central Electric - June 2020 4,756.52 M

08/28/2020 Archaeological and Historical Associates PO# 10591 Willow Creek archaeological survey 4,502.60

08/28/2020 OREGON DEQ R62372 loan payment-interest 4,216.00

08/13/2020 Shawn Bell Const. LLC PO# 11191 concrete slab GC 4,200.00

08/28/2020 OREGON DEQ R62371 loan payment-principal 4,198.00

08/28/2020 GENERAL PACIFIC, INC. PO# 11124 (20) water meters 4,160.00

08/10/2020 GENERAL PACIFIC, INC. PO# 11124 (18) water meters 3,528.00

08/13/2020 DESCHUTES VALLEY WATER DISTRICT Water bill July 2020 3,478.26

08/01/2020 CIS TRUST Aug 2020 Insurance Report, Life & Salary Continuation 3,248.52 M

08/28/2020 HARPER, HOUF, PETERSON, RIGHELLIS INC DPGC pump station plans 3,200.00

08/03/2020 BANK OF AMERICA RV-BRYANT LOVLIEN & JARVIS - June 2020 Legal Bill 3,000.00 M

08/28/2020 OREGON DEQ R62372 annual fee 2,990.00

08/03/2020 BANK OF AMERICA SW-DAY WIRELESS PORTLAND - Veh#1501 New Lights Det 2,961.14 M

08/28/2020 AKS ENGINEERING & FORESTRY LLC Kinkade Rd North Unit pressurized irrigation line 2,950.40

08/03/2020 BANK OF AMERICA CH-USA Bluebook-PO#11108 2,947.21 M

08/21/2020 BRENNTAG PACIFIC INC Sodium Hypochlorite: 1834.5106  GAL & Surcharge 2,843.49

08/13/2020 CAT-AG AVIATION LLC PO# 11195 aiport weed abatement 2,760.00

08/13/2020 Central Oregon Pave & Seal PO# 11193 paving to fix storm drainage 2,700.00

08/03/2020 BANK OF AMERICA CH-HA McCoy-General Engineering services 2,562.00 M

08/03/2020 BANK OF AMERICA RR-GRAINGER - PO# 11190 Pothole Repair 2,526.00 M

08/21/2020 TURF STAR INC PO# 11196 Sprinkler parts 2,524.44

08/03/2020 BANK OF AMERICA RV-BRYANT LOVLIEN & JARVIS - June 2020 MISC Legal Bill 2,511.50 M

08/03/2020 BANK OF AMERICA SW-RIP Q SIGNS AND GRAPHICS - Veh Wrap #1501 2,500.00 M

08/13/2020 DESCHUTES VALLEY WATER DISTRICT Water bill July 2020 2,455.30

08/10/2020 PACIFIC POWER Electric bill July 2020 2,254.61

08/10/2020 JEFFERSON COUNTY PUBLIC WORKS July 2020 PW fuel usage: 862 G UL, 219.6 G Diesel 2,238.70

M = Manual Check, V = Void Check
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Check Issue Dates: 8/1/2020 - 8/31/2020 Sep 09, 2020  09:20AM

Check Description Check

Issue Date Payee Amount

08/03/2020 BANK OF AMERICA RV-BRYANT LOVLIEN & JARVIS - June 2020 Legal Bill 2,230.50 M

08/13/2020 Covenant Technology Solutions, Inc. Monthly billing for Aug 2020 2,181.18

08/13/2020 Covenant Technology Solutions, Inc. Monthly billing for July 2020 2,181.18

08/13/2020 DESCHUTES VALLEY WATER DISTRICT Water bill July 2020 2,178.50

08/03/2020 BANK OF AMERICA RV-BRYANT LOVLIEN & JARVIS - June 2020 Legal Bill 2,126.50 M

08/28/2020 GENERAL PACIFIC, INC. PO# 11124 (10) water meters 2,080.00

08/21/2020 Sunbelt Controls, Inc. HVAC Control Sys Ser - Annual Contract 2,052.96

08/13/2020 Covenant Technology Solutions, Inc. Monthly billing for Aug 2020 2,044.85

08/13/2020 Covenant Technology Solutions, Inc. Monthly billing for July 2020 2,044.85

08/01/2020 CIS TRUST Aug 2020 Insurance Report, Life & Salary Continuation 1,903.92 M

08/13/2020 Covenant Technology Solutions, Inc. PD Security monthly billing for July 2020 1,875.00

08/13/2020 Covenant Technology Solutions, Inc. PD Security monthly billing for Aug 2020 1,875.00

08/03/2020 BANK OF AMERICA CH-Cove Electric - Remove old VFW & install new one 1,853.29 M

08/10/2020 PACIFIC POWER Electric bill July 2020 1,841.78

08/28/2020 OREGON DEQ R62371 loan payment-interest 1,840.00

08/03/2020 BANK OF AMERICA RV-BRYANT LOVLIEN & JARVIS - June 2020 Legal Bill 1,802.50 M

08/03/2020 BANK OF AMERICA CH-Madras Sanitary June 2020 1,797.94 M

08/13/2020 Covenant Technology Solutions, Inc. Monthly billing for Aug 2020 1,772.21

08/13/2020 Covenant Technology Solutions, Inc. Monthly billing for July 2020 1,772.21

08/03/2020 BANK OF AMERICA RR-AMZN Mktp US MJ0W05AE1 - Cooler Golf Course 1,749.00 M

08/28/2020 CENTURY WEST ENGINEERING CORPO Task Order #6 Taxiway Construction 1,646.61

08/03/2020 BANK OF AMERICA RC-RIP Q SIGNS AND GRAPHICS - VEH WRAP for VEH 15 1,606.00 M

08/03/2020 BANK OF AMERICA CH-Traffic Safety Supply - parts 1,551.91 M

08/28/2020 MID OREGON PERSONNEL SERVICES, INC. SWWWTP temp week of 8/9/20 1,548.00 M

08/03/2020 BANK OF AMERICA RV-CASELLE - support & maintenance June 2020 1,500.00 M

08/03/2020 BANK OF AMERICA RV-CASELLE - support & maintenance Aug 2020 1,500.00 M

08/03/2020 BANK OF AMERICA RV-CASELLE - support & maintenance July 2020 1,500.00 M

08/10/2020 CASCADE COLUMBIA DISTRIBUTION Nalco 72054 Drum 1,417.40

08/03/2020 BANK OF AMERICA GW-EDGE ANALYTICAL INC -Drinking water lab 1,335.00 M

08/03/2020 BANK OF AMERICA CH-USA Bluebook-Jetter hose/reel/foot pedal 1,233.69 M

08/03/2020 BANK OF AMERICA RR-WILBUR ELLIS MADRAS - Golf Course Fert 1,225.73 M

08/13/2020 DESCHUTES VALLEY WATER DISTRICT Water bill July 2020 1,192.30

08/13/2020 GreenWorks, PC Willowbrook and Hoffman Parks - design 1,178.46

08/13/2020 CAT-AG AVIATION LLC Aiport weed abatement 1,170.00

08/10/2020 Bend Mailing Services, LLC July utility bills and August prebill 1,143.29

08/03/2020 BANK OF AMERICA RC-TS&S FORD - Auto Repairs VEH#1301 1,079.43 M

08/13/2020 Covenant Technology Solutions, Inc. PD Monthly billing for Aug 2020 1,035.40

08/10/2020 BEST CLEANERS AND RESTORATION LLC CH/PD Janitorial-July 2020 1,015.00

08/10/2020 Arbor Builders Landscape deposit refund-329 NE Clearview Court 1,000.00

08/10/2020 Arbor Builders Landscape deposit refund-300 NE Clearview Court 1,000.00

08/10/2020 High Desert Home Improvement Landscape deposit refund-669 NE Clearview Court 1,000.00

08/10/2020 KB Management Landscape deposit refund-448 NW Divot Court 1,000.00

08/10/2020 Mountain View Storage & RV Landscape deposit refund-2086 NW Andrews Drive 1,000.00

08/10/2020 Olga Segoviano Landscape deposit refund-937 SE Maliah Avenue 1,000.00

08/10/2020 Sonya Segoviano Landscape deposit refund-897 SE Maliah Avenue 1,000.00

08/10/2020 Executive Information Services, Inc. Server migration 1,000.00

08/28/2020 ESRI, INC ArcGIS license 9/18/20-9/17/21 1,000.00

08/10/2020 JEFFERSON COUNTY PUBLIC WORKS July 2020 PD fuel usage: 462.8 G UL 990.87

08/03/2020 BANK OF AMERICA JR-PROFORCE LAW ENFORCEMENT- Taser Supplies 959.70 M

08/28/2020 MID OREGON PERSONNEL SERVICES, INC. Finance temp week of 8/9/20 946.50 M

08/28/2020 NEIGHBOR IMPACT CDBG Waterline Project 935.00

08/03/2020 BANK OF AMERICA SW-RIP Q SIGNS AND GRAPHICS - Veh#1501 Wrap 908.00 M

08/03/2020 BANK OF AMERICA RV-VERIZONWRLSS - PW cell phones June 4 - July 3 899.62 M

08/03/2020 BANK OF AMERICA WH-HD FOWLER REDMOND - IRR Repair 883.02 M

08/03/2020 BANK OF AMERICA RV-CITY OF MADRAS - water - June 2020 858.91 M

08/03/2020 BANK OF AMERICA RV-BRYANT LOVLIEN & JARVIS - June 2020 Legal Bill 819.00 M

M = Manual Check, V = Void Check
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Check Description Check

Issue Date Payee Amount

08/21/2020 BRENNTAG PACIFIC INC Sodium Hypochlorite: 496.4682  GAL & Surcharge 809.53

08/10/2020 GREEN THUMB INDUSTRIES LLC Landscape Maint (July) 804.00

08/03/2020 BANK OF AMERICA RV-BRYANT LOVLIEN & JARVIS - June 2020 Legal Bill 770.00 M

08/03/2020 BANK OF AMERICA RV-CITY OF MADRAS - water - May 2020 762.41 M

08/10/2020 PACIFIC POWER Electric bill July 2020 729.69

08/13/2020 DESCHUTES VALLEY WATER DISTRICT Water bill July 2020 696.50

08/10/2020 PACIFIC POWER Electric bill July 2020 682.84

08/28/2020 OREGON DEQ R62371 annual fee 679.00

08/03/2020 BANK OF AMERICA CH-Co Energy 4/3/2020 337.9 gal Propane 678.46 M

08/13/2020 Jefferson County Faith Based Network Community Grant- FY 2020-21 672.50

08/10/2020 Net Assets Corp. July 2020 lien searches - 55 662.00

08/28/2020 MID OREGON PERSONNEL SERVICES, INC. Admin temp week of 8/9/20 660.48 M

08/03/2020 BANK OF AMERICA RC-AUDIO VISUAL BEND- Training Room Projector Bulb Re 643.25 M

08/01/2020 CIS TRUST Aug 2020 Insurance Report, Life & Salary Continuation 639.82 M

08/03/2020 BANK OF AMERICA CH-Cove Electric - replace ballast- Airport 639.32 M

08/03/2020 BANK OF AMERICA RV-BRYANT LOVLIEN & JARVIS - June 2020 Legal Bill 636.50 M

08/05/2020 MID OREGON PERSONNEL SERVICES, INC. SWWWTP temp week of 7/9/20 619.20 M

08/14/2020 MID OREGON PERSONNEL SERVICES, INC. Parks temp week of 7/24/20 619.20 M

08/03/2020 BANK OF AMERICA CH-Elite Electric-Sahalee Park 612.50 M

08/03/2020 BANK OF AMERICA JB-WILBUR ELLIS MADRAS - grn fertilizer 595.78 M

08/03/2020 BANK OF AMERICA CH-Madras Sanitary - June 2020 590.04 M

08/03/2020 BANK OF AMERICA JB-HD FOWLER REDMOND - battery clocks, valve boxes, ch 582.25 M

08/05/2020 MID OREGON PERSONNEL SERVICES, INC. Admin temp week of 7/24/20 577.92 M

08/28/2020 KRISTINE FALCO PSY.D. P.C. Psych evaluations 575.00

08/03/2020 BANK OF AMERICA JB-WILBUR ELLIS MADRAS - Soil Surfactant tablets 570.34 M

08/03/2020 BANK OF AMERICA RR-MADRAS PAINT & GLASS INC - Paint for Airport 567.60 M

08/13/2020 Covenant Technology Solutions, Inc. Monthly billing for Aug 2020 561.31

08/13/2020 Covenant Technology Solutions, Inc. Monthly billing for Aug 2020 561.31

08/03/2020 BANK OF AMERICA SW-Verizon Wireless - Monthly PD Cell Phones 542.70 M

08/03/2020 BANK OF AMERICA SO-KROFTA TECHNOLOGIES - krofta part 541.04 M

08/21/2020 H.D. FOWLER COMPANY waterproof controller/solenoid 523.94

08/21/2020 H.D. FOWLER COMPANY Misc golf course irrigation parts 522.52

08/03/2020 BANK OF AMERICA TD-J J KELLER & ASSOCIATES - inspection books 521.02 M

08/02/2020 Ricoh USA, Inc. CH Copier July 2020 480.34 M

08/02/2020 Ricoh USA, Inc. PD Copier Jul 2020 473.21 M

08/13/2020 Terra Hydr Inc. Landscape rock 463.50

08/03/2020 BANK OF AMERICA CH-Bend Tel July 2020 463.21 M

08/21/2020 Lofting, Doug Bean Drive Sewer Ext Reimbursement 457.13

08/03/2020 BANK OF AMERICA TD-NORLIFT OF OREGON INC - forklift 453.52 M

08/03/2020 BANK OF AMERICA RC-GRAY S AUTOMOTIVE & DIESEL- VEH #601 DECOM 450.00 M

08/13/2020 CARSON OIL COMPANY 90.4g biodiesel, 100g non-eth 440.28

08/10/2020 BEST CLEANERS AND RESTORATION LLC PD COVID disinfecting - July 2020 418.00

08/10/2020 BEST CLEANERS AND RESTORATION LLC CH COVID disinfecting - July 2020 418.00

08/03/2020 BANK OF AMERICA RV-BRYANT LOVLIEN & JARVIS - June 2020 Legal Bill 409.50 M

08/13/2020 Covenant Technology Solutions, Inc. Monthly billing for Aug 2020 408.97

08/13/2020 Covenant Technology Solutions, Inc. Monthly billing for July 2020 408.97

08/03/2020 BANK OF AMERICA CH-Madras Sanitary June 2020 402.10 M

08/03/2020 BANK OF AMERICA CH-Bend Tel July 2020 401.36 M

08/13/2020 Covenant Technology Solutions, Inc. Monthly billing for Aug 2020 400.94

08/13/2020 Covenant Technology Solutions, Inc. Monthly billing for Aug 2020 400.94

08/03/2020 BANK OF AMERICA JB-GCSAA - FY 20-21 annual dues 400.00 M

08/03/2020 BANK OF AMERICA TD-MADRAS AUTO PARTS - shop stock 396.44 M

08/28/2020 GENERAL PACIFIC, INC. PO# 11124 (2) water meters 392.00

08/10/2020 BEST CLEANERS AND RESTORATION LLC Airport Janitorial-July 2020 391.00

08/03/2020 BANK OF AMERICA RR-TS&S FORD - Transmission #58 382.50 M

08/21/2020 HARPER, HOUF, PETERSON, RIGHELLIS INC Willowcreek sewer 381.00

M = Manual Check, V = Void Check
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Issue Date Payee Amount

08/10/2020 CORIANT LLC Door hangers 380.00

08/10/2020 CARSON OIL COMPANY 85g biodiesel, 80.3g non-eth 376.21

08/03/2020 BANK OF AMERICA RV-Radford University - RV CPFO exams (Budget/Retirement 370.00 M

08/03/2020 BANK OF AMERICA RV-CITY OF MADRAS - water - May 2020 369.88 M

08/03/2020 BANK OF AMERICA RR-MAZATLAN MEXICAN RESTAURANT - Joe Retirement 352.76 M

08/03/2020 BANK OF AMERICA TD-LAWSON PRODUCTS - shop stock 349.78 M

08/02/2020 Ricoh USA, Inc. PW Copier July 2020 346.57 M

08/28/2020 CARSON OIL COMPANY 75g biodiesel, 75g non eth 343.56

08/14/2020 MID OREGON PERSONNEL SERVICES, INC. Finance temp week of 7/24/20 343.42 M

08/03/2020 BANK OF AMERICA CH-Bend Tel July 2020 342.48 M

08/03/2020 BANK OF AMERICA RV-BRYANT LOVLIEN & JARVIS - June 2020 Legal Bill 329.50 M

08/03/2020 BANK OF AMERICA GW-EDGE ANALYTICAL INC - WW Lab 324.00 M

08/13/2020 Covenant Technology Solutions, Inc. Monthly billing for Aug 2020 320.75

08/13/2020 Covenant Technology Solutions, Inc. Monthly billing for Aug 2020 320.75

08/03/2020 BANK OF AMERICA CH-HA McCoy-North Sewer Unit Topographic Survey 320.00 M

08/03/2020 BANK OF AMERICA RV-CITY OF MADRAS - water - June 2020 315.46 M

08/10/2020 BEST CLEANERS AND RESTORATION LLC PW Janitorial - July 2020 313.00

08/10/2020 BEST CLEANERS AND RESTORATION LLC SWWTP Janitorial - July 2020 313.00

08/10/2020 PACIFIC POWER Electric bill July 2020 310.81

08/10/2020 JUNIPER PAPER & SUPPLY Toilet Paper, Paper Towels, soap 305.61

08/13/2020 CARSON OIL COMPANY 164.8g biodiesel 304.96

08/10/2020 CARSON OIL COMPANY 170.2g biodiesel 302.96

08/03/2020 BANK OF AMERICA RV-Radford University - RV online courses for CPFO exams 300.00 M

08/10/2020 Bulldog Septic Pump septic tank golf course 300.00

08/10/2020 Bulldog Septic Skate Park porta potty rental 300.00

08/10/2020 Bulldog Septic Public Works porta potty rental 300.00

08/03/2020 BANK OF AMERICA RC-TS&S FORD - Veh#701 repairs 291.72 M

08/28/2020 MID OREGON PERSONNEL SERVICES, INC. Parks temp drug screens 7/20 289.50 M

08/03/2020 BANK OF AMERICA TD-PARTS 07936 - craftsman parts 283.17 M

08/03/2020 BANK OF AMERICA CH-Bend Tel July 2020 282.52 M

08/03/2020 BANK OF AMERICA CH-Central Oregon Heating -Repair SWWTP 275.00 M

08/13/2020 Covenant Technology Solutions, Inc. Monthly billing for Aug 2020 272.65

08/13/2020 Covenant Technology Solutions, Inc. Monthly billing for July 2020 272.65

08/10/2020 CARSON OIL COMPANY 71.2g biodiesel, 51.7g non-eth 271.54

08/03/2020 BANK OF AMERICA MQ-SHIELDING INTERNATIONAL - Masks - COVID 19 270.00 M

08/03/2020 BANK OF AMERICA RR-RIP Q SIGNS AND GRAPHICS - Trail Sign 270.00 M

08/03/2020 BANK OF AMERICA DF-911 SUPPLY INC - PD Uniforms 268.97 M

08/03/2020 BANK OF AMERICA CH-Elite Electric-light pole in front of old Stag building 262.50 M

08/03/2020 BANK OF AMERICA TD-DETAIL PLUS - 151 250.00 M

08/03/2020 BANK OF AMERICA SO-USA BLUE BOOK -polymer chems 249.05 M

08/03/2020 BANK OF AMERICA RV-BRYANT LOVLIEN & JARVIS - June 2020 MISC Legal Bill 247.00 M

08/03/2020 BANK OF AMERICA DH-SPORTSMANS WAREHOUSE 206 - retirement gift for Jo 244.97 M

08/03/2020 BANK OF AMERICA CH-Central Electric - June 2020 244.65 M

08/03/2020 BANK OF AMERICA CH-HA McCoy - general engineering services 240.00 M

08/03/2020 BANK OF AMERICA RV-CITY OF MADRAS - water - June 2020 235.94 M

08/28/2020 CARSON OIL COMPANY 126.7g biodiesel 234.46

08/03/2020 BANK OF AMERICA RV-BRYANT LOVLIEN & JARVIS - June 2020 MISC Legal Bill 234.00 M

08/03/2020 BANK OF AMERICA RC-AMAZON- Seat Belt Cutters Patrol 218.72 M

08/03/2020 BANK OF AMERICA TD-MADRAS AUTO PARTS - 155   77  parts 217.97 M

08/28/2020 Richard Hoefer Overpayment- R. Hoefer 217.00

08/03/2020 BANK OF AMERICA TD-MADRAS AUTO PARTS - shop  stock 215.98 M

08/03/2020 BANK OF AMERICA RV-BRYANT LOVLIEN & JARVIS - June 2020 MISC Legal Bill 214.50 M

08/03/2020 BANK OF AMERICA RC-TREASURE VALLEY COFFEE- Office Coffee Supplies 211.40 M

08/03/2020 BANK OF AMERICA NS-AMZN Mktp US MJ0ZR4TG1 - Replacement Laptop Dock  209.78 M

08/03/2020 BANK OF AMERICA CH-Madras Sanitary June 2020 209.60 M

08/03/2020 BANK OF AMERICA RC-BEND BROADBAND- Monthly PD Internet 207.40 M

M = Manual Check, V = Void Check
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08/10/2020 CARSON OIL COMPANY 115g biodiesel 204.88

08/03/2020 BANK OF AMERICA SW-DETAIL PLUS - Veh#701 Detail Vehicle 200.00 M

08/03/2020 BANK OF AMERICA RC-VSTARS US INCORPORATED -Training S1/S4 200.00 M

08/10/2020 Bulldog Septic North Plant porta potty rental 200.00

08/10/2020 Bulldog Septic Golf Course porta potty rental 200.00

08/03/2020 BANK OF AMERICA WH-ULINE   SHIP SUPPLIES Nintro Gloves PPE 199.79 M

08/10/2020 PACIFIC POWER Electric bill July 2020 198.10

08/03/2020 BANK OF AMERICA NS-VARIDESK  1800 207 2587 - Chair for KHughes 195.00 M

08/03/2020 BANK OF AMERICA RV-CITY OF MADRAS - water - May 2020 194.18 M

08/03/2020 BANK OF AMERICA GW-USA BLUE BOOK -WW Supplies 189.71 M

08/03/2020 BANK OF AMERICA TD-MADRAS AUTO PARTS - 77 brake booster 186.99 M

08/03/2020 BANK OF AMERICA RC-Amazon- FACE MASKS PD 179.90 M

08/03/2020 BANK OF AMERICA CH-Bend Tel July 2020 179.36 M

08/03/2020 BANK OF AMERICA GW-EDGE ANALYTICAL INC - WW Lab 172.00 M

08/10/2020 PACIFIC POWER Electric bill July 2020 167.18

08/10/2020 LUTHERAN CHURCH OF THE GOOD SHEPHERD & FY20-21 Community Grant Funding 161.00

08/03/2020 BANK OF AMERICA CH-Bend Broadband July 2020 158.24 M

08/03/2020 BANK OF AMERICA RV-ADT - Jul-Sept 2020 - PW Bldg A 156.93 M

08/03/2020 BANK OF AMERICA TD-MADRAS AUTO PARTS - shop stock 155.31 M

08/03/2020 BANK OF AMERICA BS-Amazon- Detective Uniform Allowance 153.02 M

08/03/2020 BANK OF AMERICA GW-EDGE ANALYTICAL INC - WW Lab 152.00 M

08/03/2020 BANK OF AMERICA JB-WILBUR ELLIS MADRAS - Granular Soil Surfactant 150.50 M

08/03/2020 BANK OF AMERICA CH-Cove Electric - SWWTP Pump one 150.00 M

08/03/2020 BANK OF AMERICA TD-DETAIL PLUS - water truck parade 150.00 M

08/03/2020 BANK OF AMERICA CH-Silver Star July 2020 147.17 M

08/03/2020 BANK OF AMERICA CM-AMAZON - Employee Record Supplies 146.64 M

08/03/2020 BANK OF AMERICA RB-COLVIN OIL - fuel airport operations 146.06 M

08/03/2020 BANK OF AMERICA RB-TREASURE VALLEY COFFEE - coffee/supplies at airport 145.60 M

08/02/2020 Ricoh USA, Inc. SWWTP Copier July 2020 144.35 M

08/03/2020 BANK OF AMERICA JR-LES SCHWAB -Battery VEH#1001 143.70 M

08/03/2020 BANK OF AMERICA WH-PHILS ACE HARDWARE - Grafitti Repair 141.97 M

08/03/2020 BANK OF AMERICA WH-PHILS ACE HARDWARE - Mower Tie Downs 140.84 M

08/03/2020 BANK OF AMERICA SW-TST  THE DANCING BEAN - Meal Major Investigations 140.00 M

08/03/2020 BANK OF AMERICA SW-TST  THE DANCING BEAN - Meal Major Investigations 140.00 M

08/03/2020 BANK OF AMERICA WH-BULLET RENTAL AND SALES - PPE For Workers 139.80 M

08/03/2020 BANK OF AMERICA CH-Madras Sanitary June 2020 139.63 M

08/03/2020 BANK OF AMERICA CH-Bend Broadband July 2020 137.15 M

08/03/2020 BANK OF AMERICA RB-COLVIN OIL - fuel airport operations 135.76 M

08/03/2020 BANK OF AMERICA RR-D'S LOCK AND KEYS LLC - Golf Course 132.50 M

08/03/2020 BANK OF AMERICA NS-AMZN Mktp US MJ5IY9XU0 - KN95 Masks 129.99 M

08/03/2020 BANK OF AMERICA RV-CITY OF MADRAS - water - June 2020 129.50 M

08/03/2020 BANK OF AMERICA RV-CITY OF MADRAS - water - May 2020 129.50 M

08/03/2020 BANK OF AMERICA CH-Silver Star July 2020 127.54 M

08/03/2020 BANK OF AMERICA CH-Bend Broadband July 2020 126.59 M

08/02/2020 Ricoh USA, Inc. CH Copier July 2020 126.31 M

08/03/2020 BANK OF AMERICA RC-TS&S FORD - Dash Light Repair 125.39 M

08/03/2020 BANK OF AMERICA CH-Central Oregon Heating -Scheduled Maint-Golf 125.00 M

08/03/2020 BANK OF AMERICA CH-Central Oregon Heating Scheduled Maint-SWWTP 125.00 M

08/03/2020 BANK OF AMERICA WH-PHILS ACE HARDWARE -Weed Sprayer 123.98 M

08/10/2020 PACIFIC POWER Electric bill July 2020 123.87

08/03/2020 BANK OF AMERICA JB-MADRAS AUTO PARTS - grease, oil, handcleaner, gloves 122.28 M

08/03/2020 BANK OF AMERICA TD-TCC14034 - phone chargers 119.96 M

08/03/2020 BANK OF AMERICA CH-Silver Star July 2020 117.73 M

08/21/2020 Alexia Wilkerson Overpayment- A. Wilkerson 115.78

08/03/2020 BANK OF AMERICA DH-TREASURE VALLEY COFFEE - coffee for SWWTP 115.05 M

08/03/2020 BANK OF AMERICA RV-BRYANT LOVLIEN & JARVIS - June 2020 Legal Bill 113.00 M

M = Manual Check, V = Void Check



City of Madras Check Register - Council 2020 Page:     6

Check Issue Dates: 8/1/2020 - 8/31/2020 Sep 09, 2020  09:20AM

Check Description Check

Issue Date Payee Amount

08/03/2020 BANK OF AMERICA NS-AMAZON.COM MS02D3B52 AMZN - Battery Back Up for  112.99 M

08/03/2020 BANK OF AMERICA NS-ZOOM.US - NSnead Zoom License 110.00 M

08/03/2020 BANK OF AMERICA CM-ZOOM - MEETING SUPPORT 110.00 M

08/03/2020 BANK OF AMERICA RC-BIMART 654 MADRAS -Batteries PD 109.11 M

08/03/2020 BANK OF AMERICA CH-Bend Broadband - June 2020  Airport 107.43 M

08/03/2020 BANK OF AMERICA TD-MADRAS AUTO PARTS - hydro fluid 106.90 M

08/03/2020 BANK OF AMERICA WH-AG WEST SUPPLY MADRAS - Mower Tie Downs 106.56 M

08/03/2020 BANK OF AMERICA CH-LS Network July 2020 106.39 M

08/04/2020 CENTURYLINK Internet Services for Sewer Efficient 104.99 M

08/03/2020 BANK OF AMERICA JB-HD FOWLER REDMOND - Rainbird swingjoints 104.65 M

08/03/2020 BANK OF AMERICA SW-Amazon- Detective Uniform Allowance 102.50 M

08/03/2020 BANK OF AMERICA CM-COMPLIANCE POSTERS 102.00 M

08/03/2020 BANK OF AMERICA CH-Madras Sanitary - June 2020 101.62 M

08/03/2020 BANK OF AMERICA RC-AMAZON- Case Hand Sanitizer 99.34 M

08/03/2020 BANK OF AMERICA GW-USA BLUE BOOK - WW pH meter 95.32 M

08/03/2020 BANK OF AMERICA MG-GO TRANSCRIPT - Planning Commission minutes transc 94.71 M

08/03/2020 BANK OF AMERICA CH-Bend Tel July 2020 92.62 M

08/03/2020 BANK OF AMERICA CH-LS Network July 2020 92.20 M

08/03/2020 BANK OF AMERICA RC-Amazon.- Walker Game Ears S4 91.78 M

08/03/2020 BANK OF AMERICA CH-Central Oregon Heating -Diagnostic HVAC- CH/PD 91.75 M

08/03/2020 BANK OF AMERICA RR-ACCOLADES - Joe Retirement 90.00 M

08/10/2020 Viany Garcia Sewer refund - V. Garcia 86.56

08/03/2020 BANK OF AMERICA GW-EDGE ANALYTICAL INC - WW Lab 86.00 M

08/03/2020 BANK OF AMERICA RC-Amazon - USB drives 85.47 M

08/03/2020 BANK OF AMERICA CH-LS Network July 2020 85.11 M

08/03/2020 BANK OF AMERICA RV-MISSION LINEN - mat service @ PW 82.98 M

08/03/2020 BANK OF AMERICA JB-PHILS ACE HARDWARE - glue, irr. fittings 82.91 M

08/03/2020 BANK OF AMERICA JR-PIZZA HUT - Meal Reserve Meeting 81.94 M

08/03/2020 BANK OF AMERICA WH-TREASURE VALLEY COFFEE - Coffee Supplies (PW) 80.05 M

08/28/2020 Judy Ogara Sewer refund - J. Ogara 79.79

08/03/2020 BANK OF AMERICA JB-PHILS ACE HARDWARE - glue, primer, irr fittings 78.93 M

08/03/2020 BANK OF AMERICA TD-LOWES #02865 - COTA trail sign 77.94 M

08/03/2020 BANK OF AMERICA CM-AMAZON - disposable masks - COVID19 77.80 M

08/03/2020 BANK OF AMERICA TD-TS&S FORD - oil pan bolts   71 77.31 M

08/03/2020 BANK OF AMERICA WH-PHILS ACE HARDWARE - IRR Repair Parks 73.94 M

08/02/2020 Ricoh USA, Inc. PW Copier July 2020 73.75 M

08/10/2020 PACIFIC POWER Electric bill July 2020 73.28

08/04/2020 CENTURYLINK Internet Services -SELF SERVICE AIR 71.75 M

08/03/2020 BANK OF AMERICA WH-PHILS ACE HARDWARE - Mower Tie Downs 70.97 M

08/03/2020 BANK OF AMERICA RV-BRYANT LOVLIEN & JARVIS - June 2020 MISC Legal Bill 70.00 M

08/04/2020 CENTURYLINK Internet Services for SWWTP 68.92 M

08/03/2020 BANK OF AMERICA WH-PHILS ACE HARDWARE - Irr Parts & Repair 68.10 M

08/03/2020 BANK OF AMERICA CH-Shielding International-Masks COVID 68.00 M

08/03/2020 BANK OF AMERICA NB-Aire-Master - deodorizer service @ city hall 68.00 M

08/03/2020 BANK OF AMERICA NS-AMZN Mktp US MJ1LC66C1 - Hand Sanitzer 67.12 M

08/03/2020 BANK OF AMERICA CM-AMAZON - COMPUTER ACCESSORIES 65.97 M

08/03/2020 BANK OF AMERICA RC-AMAZON- Car Wrap Cleaner VEH#1501 S3 65.88 M

08/03/2020 BANK OF AMERICA RV-CITY OF MADRAS - water - June 2020 65.68 M

08/03/2020 BANK OF AMERICA RV-CITY OF MADRAS - water - May 2020 65.42 M

08/03/2020 BANK OF AMERICA RV-CITY OF MADRAS - water - June 2020 64.75 M

08/03/2020 BANK OF AMERICA RV-CITY OF MADRAS - water - May 2020 64.75 M

08/03/2020 BANK OF AMERICA RV-CITY OF MADRAS - water - June 2020 64.75 M

08/03/2020 BANK OF AMERICA RV-CITY OF MADRAS - water - May 2020 64.75 M

08/21/2020 Dustin & Kristy Ferguson Overpayment- D. Ferguson 64.75

08/03/2020 BANK OF AMERICA CF-PHILS ACE HARDWARE - Shop supplies 61.96 M

08/03/2020 BANK OF AMERICA CH-Bend Tel July 2020 61.76 M

M = Manual Check, V = Void Check
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08/03/2020 BANK OF AMERICA RV-MISSION LINEN - mat service @ city hall 61.09 M

08/03/2020 BANK OF AMERICA RV-MISSION LINEN - mat service @ city hall 61.09 M

08/10/2020 Heidi Minson Water refund - H. Minson 60.68

08/03/2020 BANK OF AMERICA RC-BLACK BEAR DINER MADRAS - Meal Major Investigatio 60.45 M

08/03/2020 BANK OF AMERICA JB-PHILS ACE HARDWARE - repair couplers, irr fittings 60.43 M

08/03/2020 BANK OF AMERICA TD-AG WEST SUPPLY MADRAS - 4500 mower 60.13 M

08/03/2020 BANK OF AMERICA TD-AG WEST SUPPLY MADRAS - hydro hose 60.13 M

08/03/2020 BANK OF AMERICA CM-AMAZON - Computer accessories 59.00 M

08/03/2020 BANK OF AMERICA TD-WILBUR ELLIS MADRAS - GLY STAR PLUS 58.19 M

08/03/2020 BANK OF AMERICA WH-WILBUR ELLIS MADRAS - Kill All For Weeds 58.19 M

08/03/2020 BANK OF AMERICA SW-GARY GRUNER CHEVROLET -Oil Change 57.08 M

08/03/2020 BANK OF AMERICA NS-AMZN Mktp US MV4IQ71U0 - Replacement Cable for Do 54.99 M

08/03/2020 BANK OF AMERICA RC-COPQUEST INC - Taser Duty Holster 54.71 M

08/03/2020 BANK OF AMERICA CH-Central Electric - June 2020 54.38 M

08/03/2020 BANK OF AMERICA JB-TURF STAR INC - bearings, pin springs 53.73 M

08/28/2020 MID OREGON PERSONNEL SERVICES, INC. PW temp week of 08/09/20 51.60 M

08/03/2020 BANK OF AMERICA RC-Madras Mini Storage - Monthly PD Storage 50.00 M

08/21/2020 BULLET RENTAL & SALES INC. PW PPE ear plugs 50.00

08/03/2020 BANK OF AMERICA WH-MADRAS PAINT & GLASS INC -Paint For Splash Park 48.90 M

08/03/2020 BANK OF AMERICA RC-LA POSADA MEXICAN GRILL - Meal Major Investigation 48.00 M

08/03/2020 BANK OF AMERICA RV-CITY OF MADRAS - water- May 2020 45.33 M

08/03/2020 BANK OF AMERICA CH-Norco-cylinder rental 44.33 M

08/03/2020 BANK OF AMERICA GW-CONS SUPPLY BEND - metal sewer cap 44.32 M

08/03/2020 BANK OF AMERICA MQ-PREMIER BUILDERS EXCHANGE - Golf Course pump  44.10 M

08/03/2020 BANK OF AMERICA WH-PHILS ACE HARDWARE - Trash Bags City Hall 43.93 M

08/10/2020 ONE CALL CONCEPTS INC. OR Utility Notification Center Tickets: July 20 43.20

08/03/2020 BANK OF AMERICA CH-Norco-cylinder rental 42.90 M

08/10/2020 JEFFERSON COUNTY GEOGRAPHIC Parcel spreadsheet UGB 40.00

08/03/2020 BANK OF AMERICA NS-AMZN Mktp US MJ3SO5V22 - Sanitizer Wipes 39.99 M

08/10/2020 Alexia Wilkerson Sewer refund - A. Wilkerson 39.14

08/03/2020 BANK OF AMERICA WH-PHILS ACE HARDWARE - Tools For Irr Repair 39.04 M

08/03/2020 BANK OF AMERICA RV-CITY OF MADRAS - water - June 2020 38.36 M

08/10/2020 Cameryn Turner Water refund - C. Turner 38.07

08/03/2020 BANK OF AMERICA RV-BRYANT LOVLIEN & JARVIS - June 2020 MISC Legal Bill 37.00 M

08/03/2020 BANK OF AMERICA NS-AMZN Mktp US MS7T80WX0 - HDMI Adapters 35.98 M

08/03/2020 BANK OF AMERICA CH-Amazon- Disposable masks COVID 35.96 M

08/12/2020 CASCADE NATURAL GAS 125 SW E Street-July 2020 35.86 M

08/10/2020 Debra Thompson Water refund - D. Thompson 35.10

08/03/2020 BANK OF AMERICA RV-BRYANT LOVLIEN & JARVIS - June 2020 Legal Bill 35.00 M

08/03/2020 BANK OF AMERICA RV-BRYANT LOVLIEN & JARVIS - June 2020 Legal Bill 35.00 M

08/21/2020 North Star Turf and Irrigation LLC 3.2 Amp fast blow fuse 35.00

08/03/2020 BANK OF AMERICA CH-Bend Broadband July 2020 31.65 M

08/03/2020 BANK OF AMERICA CM-AMAZON - Disinfectant spray - COVID19 31.32 M

08/03/2020 BANK OF AMERICA RC-AMAZON-Stools for Patrol L5 29.98 M

08/03/2020 BANK OF AMERICA WH-PHILS ACE HARDWARE - Soap For Flowers 29.97 M

08/03/2020 BANK OF AMERICA CH-Silver Star July 2020 29.43 M

08/03/2020 BANK OF AMERICA CM-AMAZON - Germicidal Bleach - COVID19 29.29 M

08/03/2020 BANK OF AMERICA JB-PHILS ACE HARDWARE - Irrigation fittings 28.96 M

08/03/2020 BANK OF AMERICA JB-EARTH2O - Drinking Water 28.39 M

08/03/2020 BANK OF AMERICA CH-Central Electric - June 2020 27.01 M

08/03/2020 BANK OF AMERICA MG-AMAZON - Address Labels 26.98 M

08/03/2020 BANK OF AMERICA CH-Amazon - Small Heater 26.98 M

08/03/2020 BANK OF AMERICA BK-PHILS ACE HARDWARE - PPE 26.77 M

08/10/2020 JUNIPER PAPER & SUPPLY Multifold Paper towels 26.00

08/03/2020 BANK OF AMERICA RC-AMAZON- Case Hand Sanitizer 25.99 M

08/03/2020 BANK OF AMERICA BK-PHILS ACE HARDWARE - gloves and parts 25.76 M

M = Manual Check, V = Void Check
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08/03/2020 BANK OF AMERICA BS-Amazon- Detective Uniform Allowance 24.99 M

08/03/2020 BANK OF AMERICA NS-AMAZON.COM MJ50N36M1 AMZN - IT Hardware Tools 24.21 M

08/03/2020 BANK OF AMERICA RR-AMZN Mktp US MJ81W13L0 - Phone Case 23.98 M

08/03/2020 BANK OF AMERICA SO-PHILS ACE HARDWARE - parts 23.94 M

08/03/2020 BANK OF AMERICA JB-PHILS ACE HARDWARE -  Irrigation fittings 23.30 M

08/28/2020 BURCHELL, JONATHAN rain/shine cement/3" coupler PVC 22.98

08/03/2020 BANK OF AMERICA MQ-AMZN Mktp US MV4TD12R1 - phone case and screen pr 22.97 M

08/03/2020 BANK OF AMERICA RC-BIMART 654 MADRAS - Hand Soap Office 22.94 M

08/03/2020 BANK OF AMERICA DH-PHILS ACE HARDWARE - parts for water pipe repair 22.65 M

08/10/2020 CARSON OIL COMPANY diesel nozzle 22.65

08/03/2020 BANK OF AMERICA BS-Amazon- Detective Uniform allowance 21.99 M

08/03/2020 BANK OF AMERICA GW-EARTH2O - D.I. and drinking water 21.49 M

08/03/2020 BANK OF AMERICA CH-LS Network July 2020 21.28 M

08/03/2020 BANK OF AMERICA DF-SNOWS CLEANERS AND LAUNDRY- Officer Uniform Cle 21.00 M

08/28/2020 HIGH DESERT AGGREGATE & PAVING, INC. Retainage interest 20.35

08/03/2020 BANK OF AMERICA BK-PHILS ACE HARDWARE - gloves 19.96 M

08/03/2020 BANK OF AMERICA CH-HD Fowler- Hunter valve 19.81 M

08/03/2020 BANK OF AMERICA CH-Silver Star July 2020 19.62 M

08/03/2020 BANK OF AMERICA RV-MISSION LINEN - mat service @ airport 18.43 M

08/03/2020 BANK OF AMERICA RV-MISSION LINEN - mat service @ airport 18.43 M

08/21/2020 MISSION LINEN SUPPLY Airport mat service 18.43

08/03/2020 BANK OF AMERICA SW-WENDY'S -Meal Major Investigations 18.38 M

08/03/2020 BANK OF AMERICA RV-MISSION LINEN - mat service @ SWWTP 18.16 M

08/03/2020 BANK OF AMERICA RV-MISSION LINEN - mat service @ SWWTP 18.16 M

08/03/2020 BANK OF AMERICA NS-EO MEDIA CIRC -Bend Bulletin E-Subscription for CDD 18.00 M

08/03/2020 BANK OF AMERICA WH-PHILS ACE HARDWARE - PAINT For COVER Up 16.96 M

08/12/2020 CASCADE NATURAL GAS 2028 NW Berg Way-July 2020 15.63 M

08/03/2020 BANK OF AMERICA RR-MAZATLAN MEXICAN RESTAURANT - Joe Retirement ( 15.34 M

08/03/2020 BANK OF AMERICA WH-PHILS ACE HARDWARE - IRR Repair 15.02 M

08/03/2020 BANK OF AMERICA MQ-AMAZON.COM MS85M7UK1 AMZN - Phone case PW 14.99 M

08/12/2020 CASCADE NATURAL GAS 226 NW B Street-July 2020 14.27 M

08/03/2020 BANK OF AMERICA TS-SHELL OIL - Car Supplies 14.00 M

08/03/2020 BANK OF AMERICA JR-CHEVRON -Car Wash 12.99 M

08/03/2020 BANK OF AMERICA JR-CHEVRON -Car Wash 12.99 M

08/03/2020 BANK OF AMERICA JR-CHEVRON -Car Wash 12.99 M

08/03/2020 BANK OF AMERICA JR-CHEVRON -Car Wash 12.99 M

08/03/2020 BANK OF AMERICA JR-CHEVRON-Car Wash 12.99 M

08/03/2020 BANK OF AMERICA TS-CHEVRON -Car Wash VEH#1401 12.99 M

08/03/2020 BANK OF AMERICA TS-CHEVRON -Car Wash VEH#1401 12.99 M

08/03/2020 BANK OF AMERICA RC-Amazon Prime -prime membership 12.99 M

08/03/2020 BANK OF AMERICA CH-Madras Sanitary June 2020 12.50 M

08/03/2020 BANK OF AMERICA CM-AMAZON - COMPUTER ACCESSORIES 11.99 M

08/03/2020 BANK OF AMERICA RR-AMAZON - Phone Glass - reimbursed by RR 11.99 M

08/12/2020 CASCADE NATURAL GAS 216 NW B Street- July 2020 10.89 M

08/03/2020 BANK OF AMERICA DF-CRUZ IN CAR WASH -Car Wash VEH#2001 10.00 M

08/02/2020 Ricoh USA, Inc. PW Copier July 2020 8.50 M

08/03/2020 BANK OF AMERICA RC-MCDONALD'S-Meal Major investigations 8.49 M

08/03/2020 BANK OF AMERICA RC-MCDONALD'S -Meal Major Investigations 8.37 M

08/03/2020 BANK OF AMERICA BS-CHEVRON -Car Wash VEH#701 7.99 M

08/03/2020 BANK OF AMERICA TS-CHEVRON -Car Wash VEH#1401 7.99 M

08/03/2020 BANK OF AMERICA WH-NAPA AUTO 0023005 - Clock Fues 7.10 M

08/03/2020 BANK OF AMERICA TD-EMPIRE TRUCK WORKS - Ranger snow plow 7.01 M

08/03/2020 BANK OF AMERICA CF-PHILS ACE HARDWARE - Fittings for polymer hand pum 6.48 M

08/03/2020 BANK OF AMERICA TD-MADRAS AUTO PARTS - key fob battery 5.99 M

08/03/2020 BANK OF AMERICA RC-PHILS ACE HARDWARE -keys for veh#1301 5.97 M

08/03/2020 BANK OF AMERICA RV-ESMARTPAYROLL - Q2 2020 payroll tax filing fee 5.95 M

M = Manual Check, V = Void Check
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08/03/2020 BANK OF AMERICA TD-PHILS ACE HARDWARE - key 3.98 M

08/03/2020 BANK OF AMERICA CH-Bend Broadband July 2020 3.42 M

08/03/2020 BANK OF AMERICA CH-Bend Broadband July 2020 2.96 M

08/03/2020 BANK OF AMERICA CH-Bend Broadband July 2020 2.74 M

08/02/2020 Ricoh USA, Inc. CH Copier July 2020 1.88 M

08/03/2020 BANK OF AMERICA CH-Bend Tel-July 2020-June 2021 1.80 M

08/03/2020 BANK OF AMERICA BK-PHILS ACE HARDWARE - water parts 1.69 M

08/03/2020 BANK OF AMERICA BK-PHILS ACE HARDWARE - water parts 1.69 M

08/03/2020 BANK OF AMERICA MG-GO TRANSCRIPT - International Transaction Fee .95 M

08/03/2020 BANK OF AMERICA CH-Bend Broadband July 2020 .68 M

08/03/2020 BANK OF AMERICA CH-Bend Broadband July 2020 .46 M

08/03/2020 BANK OF AMERICA BK-SHELL OIL - accidental; refunded thru cash receipts .14 M

08/03/2020 BANK OF AMERICA RR-AMZN Mktp US - Credit Miss shipped Phone Case 23.98- M

08/03/2020 BANK OF AMERICA CM-AMAZON - Return for computer accessories 34.98- M

08/28/2020 BERG AIR, LLC Berg's Portion of CC fees-July 2020 43.69-

08/03/2020 BANK OF AMERICA TD-MADRAS AUTO PARTS - Credit   77  part on shop shelf 77.00- M

08/03/2020 BANK OF AMERICA RC-AIRBNB - Credit for house rental 225.00- M

08/03/2020 BANK OF AMERICA RC-AIRBNB   - Credit for house rental 324.72- M

08/01/2020 CIS TRUST Aug 2020 Insurance Report, Life & Salary Continuation 768.98- M

08/28/2020 BERG AIR, LLC Berg's Portion of fuel- July 2020 1,033.38-

08/24/2020 TURF STAR INC PO# 11196 Sprinkler parts 2,524.44- V

          Grand Totals:  509,776.49

Report Criteria:

Report type:  GL detail

Bank.Account description = "General Ckg - FIB"

M = Manual Check, V = Void Check



Date Payee Description Amount
6/23/2020 TS&S FORD TS&S FORD - Veh#701 repairs $291.72
6/26/2020 RIP Q SIGNS AND GRAPHICS RIP Q SIGNS AND GRAPHICS - VEH WRAP for VEH 1501 $1,606.00
6/30/2020 TS&S FORD TS&S FORD - Auto Repairs VEH#1301 $1,079.43
6/29/2020 GRAY S AUTOMOTIVE & DIESE GRAY S AUTOMOTIVE & DIESEL- VEH #601 DECOM $450.00
7/21/2020 TS&S FORD TS&S FORD - Dash Light Repair $125.39
6/27/2020 CRUZ IN CAR WASH CRUZ IN CAR WASH -Car Wash VEH#2001 $10.00
7/4/2020 CHEVRON 0210224 CHEVRON -Car Wash $12.99
7/4/2020 CHEVRON 0210224 CHEVRON -Car Wash $12.99
7/4/2020 CHEVRON 0210224 CHEVRON -Car Wash $12.99
7/4/2020 CHEVRON 0210224 CHEVRON -Car Wash $12.99
7/4/2020 CHEVRON 0210224 CHEVRON-Car Wash $12.99
7/17/2020 LES SCHWAB #0013 LES SCHWAB -Battery VEH#1001 $143.70
7/17/2020 CHEVRON 0210224 CHEVRON -Car Wash VEH#701 $7.99
6/29/2020 SHELL OIL 10013439004 SHELL OIL - Car Supplies $14.00
7/6/2020 CHEVRON 0210224 CHEVRON -Car Wash VEH#1401 $12.99
7/13/2020 CHEVRON 0210224 CHEVRON -Car Wash VEH#1401 $7.99
7/22/2020 CHEVRON 0210224 CHEVRON -Car Wash VEH#1401 $12.99
6/26/2020 RIP Q SIGNS AND GRAPHICS RIP Q SIGNS AND GRAPHICS - Veh Wrap #1501 $2,500.00
6/26/2020 RIP Q SIGNS AND GRAPHICS RIP Q SIGNS AND GRAPHICS - Veh#1501 Wrap $908.00
6/29/2020 DAY WIRELESS PORTLAND DAY WIRELESS PORTLAND - Veh#1501 New Lights Detective Car $2,961.14
7/1/2020 DETAIL PLUS DETAIL PLUS - Veh#701 Detail Vehicle $200.00
7/16/2020 GARY GRUNER CHEVROLET GARY GRUNER CHEVROLET -Oil Change $57.08
7/16/2020 BEND BROADBAND-RECURRING BEND BROADBAND- Monthly PD Internet $207.40
7/8/2020 BEND BROADBAND Bend Broadband July 2020 $3.42
7/8/2020 BEND BROADBAND Bend Broadband July 2020 $158.24
7/20/2020 LS NETWORKS LS Network July 2020 $106.39
7/21/2020 BENDTEL Bend Tel July 2020 $463.21
7/20/2020 SILVER STAR TELECOM Silver Star July 2020 $147.17
7/20/2020 VZWRLSS APOCC VISB Verizon Wireless - Monthly PD Cell Phones $542.70
7/16/2020 AMZN Mktp US MV4Y31AV1 Amazon- FACE MASKS PD $179.90
7/15/2020 BIMART 654 MADRAS BIMART 654 MADRAS - Hand Soap Office $22.94
7/20/2020 AMZN Mktp US MV1P95NT2 AMAZON- Case Hand Sanitizer $25.99
7/20/2020 AMZN Mktp US MV17U8382 AMAZON- Case Hand Sanitizer $99.34
7/7/2020 AMZN Mktp US MJ5IY9XU0 AMZN Mktp US MJ5IY9XU0 - KN95 Masks $129.99
7/7/2020 AMZN Mktp US MJ1LC66C1 AMZN Mktp US MJ1LC66C1 - Hand Sanitzer $67.12
7/9/2020 AMZN Mktp US MJ3SO5V22 AMZN Mktp US MJ3SO5V22 - Sanitizer Wipes $39.99
6/26/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE -keys for veh#1301 $5.97
6/29/2020 Amazon Prime MS4O39UL2 Amazon Prime -prime membership $12.99
6/29/2020 Madras Mini Storage Madras Mini Storage - Monthly PD Storage $50.00
7/1/2020 IN  TREASURE VALLEY COFFE TREASURE VALLEY COFFEE- Office Coffee Supplies $211.40
7/7/2020 AMAZON.COM MJ04K7AM2 AMZN AMAZON- Seat Belt Cutters Patrol $218.72
7/9/2020 AMZN Mktp US MJ50E9HB0 Amazon - USB drives $85.47
7/18/2020 Amazon.com MV6N123I0 Amazon.- Walker Game Ears S4 $91.78
7/18/2020 AMAZON.COM MV3BZ0VJ1 AMZN AMAZON-Stools for Patrol L5 $29.98
7/18/2020 AMZN MKTP US MV1N26OY2 AM AMAZON- Car Wrap Cleaner VEH#1501 S3 $65.88
7/17/2020 BIMART 654 MADRAS BIMART 654 MADRAS -Batteries PD $109.11
7/21/2020 COPQUEST INC COPQUEST INC - Taser Duty Holster $54.71
7/22/2020 SPRANDO AUDIO VISUAL, AUDIO VISUAL BEND- Training Room Projector Bulb Replacement $643.25
7/17/2020 PROFORCE LAW ENFORCEME PROFORCE LAW ENFORCEMENT- Taser Supplies $959.70
7/19/2020 PIZZA HUT 2916 PIZZA HUT - Meal Reserve Meeting $81.94
7/14/2020 BRYANT LOVLIEN & JARVI BRYANT LOVLIEN & JARVIS - June 2020 Legal Bill $35.00
7/14/2020 BRYANT LOVLIEN & JARVI BRYANT LOVLIEN & JARVIS - June 2020 MISC Legal Bill $70.00
6/25/2020 AIRBNB  HMXYFZHQ4E AIRBNB - Credit for house rental ($225.00)
6/25/2020 AIRBNB  HMXYFZHQ4E AIRBNB   - Credit for house rental ($324.72)
7/22/2020 VSTARS US INCORPORATED VSTARS US INCORPORATED -Training S1/S4 $200.00
7/2/2020 MCDONALD'S F11916 MCDONALD'S -Meal Major Investigations $8.37
7/2/2020 BLACK BEAR DINER MADRAS BLACK BEAR DINER MADRAS - Meal Major Investigations $60.45
7/6/2020 MCDONALD'S F11916 MCDONALD'S-Meal Major investigations $8.49
7/6/2020 LA POSADA MEXICAN GRILL LA POSADA MEXICAN GRILL - Meal Major Investigations $48.00
7/2/2020 TST  THE DANCING BEAN TST  THE DANCING BEAN - Meal Major Investigations $140.00
7/3/2020 WENDY'S -12028 WENDY'S -Meal Major Investigations $18.38
7/3/2020 TST  THE DANCING BEAN TST  THE DANCING BEAN - Meal Major Investigations $140.00
6/25/2020 SNOWS CLEANERS AND LAUNDR SNOWS CLEANERS AND LAUNDRY- Officer Uniform Cleaning $21.00
6/26/2020 911 SUPPLY INC 911 SUPPLY INC - PD Uniforms $268.97
7/20/2020 AMZN Mktp US MV27Z2EZ0 Amazon- Detective Uniform Allowance $24.99
7/22/2020 AMZN Mktp US MV27P51X2 Amazon- Detective Uniform Allowance $153.02
7/24/2020 AMZN Mktp US MV4M119R1 Amazon- Detective Uniform allowance $21.99
7/15/2020 Amazon.com MJ1SN8YY0 Amazon- Detective Uniform Allowance $102.50
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7/14/2020 BRYANT LOVLIEN & JARVI BRYANT LOVLIEN & JARVIS - June 2020 Legal Bill $409.50
6/24/2020 MADRAS AUTO PARTS MADRAS AUTO PARTS - hydro fluid $106.90
7/6/2020 LOWES #02865 LOWES #02865 - COTA trail sign $77.94
7/8/2020 TRAFFIC SAFETY SUPPLY CO Traffic Safety Supply - parts $1,551.91
7/14/2020 IN  ELITE ELECTRIC. LLC Elite Electric-light pole in front of old Stag building $262.50
6/26/2020 GRAINGER GRAINGER - PO# 11190 Pothole Repair $2,526.00
7/8/2020 CENTRAL ELECTRIC COO INC Central Electric - June 2020 $244.65
7/1/2020 WILBUR ELLIS MADRAS WILBUR ELLIS MADRAS - GLY STAR PLUS $58.19
7/6/2020 RIP Q SIGNS AND GRAPHICS RIP Q SIGNS AND GRAPHICS - Trail Sign $270.00
7/14/2020 CITY OF MADRAS CITY OF MADRAS - water - June 2020 $38.36
7/14/2020 CITY OF MADRAS CITY OF MADRAS - water- May 2020 $45.33
7/14/2020 CITY OF MADRAS CITY OF MADRAS - water - June 2020 $315.46
7/14/2020 CITY OF MADRAS CITY OF MADRAS - water - May 2020 $369.88
6/24/2020 TURF STAR INC TURF STAR INC - bearings, pin springs $53.73
6/25/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE - glue, irr. fittings $82.91
7/1/2020 WILBUR ELLIS MADRAS WILBUR ELLIS MADRAS - grn fertilizer $595.78
7/7/2020 MADRAS AUTO PARTS MADRAS AUTO PARTS - grease, oil, handcleaner, gloves $122.28
7/10/2020 WILBUR ELLIS MADRAS WILBUR ELLIS MADRAS - Soil Surfactant tablets $570.34
7/13/2020 WILBUR ELLIS MADRAS WILBUR ELLIS MADRAS - Granular Soil Surfactant $150.50
7/13/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE -  Irrigation fittings $23.30
7/16/2020 HD FOWLER REDMOND HD FOWLER REDMOND - Rainbird swingjoints $104.65
7/16/2020 HD FOWLER REDMOND HD FOWLER REDMOND - battery clocks, valve boxes, check valves $582.25
7/17/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE - repair couplers, irr fittings $60.43
7/20/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE - glue, primer, irr fittings $78.93
7/20/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE - Irrigation fittings $28.96
6/24/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE - Irr Parts & Repair $68.10
7/8/2020 CENTRAL ELECTRIC COO INC Central Electric - June 2020 $54.38
7/14/2020 CITY OF MADRAS CITY OF MADRAS - water - June 2020 $858.91
7/14/2020 CITY OF MADRAS CITY OF MADRAS - water - May 2020 $762.41
6/26/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE - IRR Repair $15.02
6/26/2020 AG WEST SUPPLY MADRAS AG WEST SUPPLY MADRAS - Mower Tie Downs $106.56
6/26/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE - Mower Tie Downs $70.97
6/29/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE - Soap For Flowers $29.97
7/1/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE - PAINT For COVER Up $16.96
7/6/2020 WILBUR ELLIS MADRAS WILBUR ELLIS MADRAS - Kill All For Weeds $58.19
7/6/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE - Tools For Irr Repair $39.04
7/7/2020 NAPA AUTO 0023005 NAPA AUTO 0023005 - Clock Fuses $7.10
7/7/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE -Weed Sprayer $123.98
7/8/2020 HD FOWLER REDMOND HD FOWLER REDMOND - IRR Repair $883.02
7/14/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE - Grafitti Repair $141.97
7/20/2020 MADRAS PAINT & GLASS INC MADRAS PAINT & GLASS INC -Paint For Splash Park $48.90
7/20/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE - IRR Repair Parks $73.94
7/22/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE - Mower Tie Downs $140.84
7/8/2020 Trashbilling.com CC Madras Sanitary - June 2020 $590.04
7/14/2020 IN  ELITE ELECTRIC. LLC Elite Electric-Sahalee Park $612.50
7/14/2020 HD FOWLER BELLVUE CREDIT HD Fowler- Hunter valve $19.81
7/20/2020 BULLET RENTAL AND SALES I BULLET RENTAL AND SALES - PPE For Workers $139.80
7/22/2020 ULINE   SHIP SUPPLIES ULINE   SHIP SUPPLIES Nintro Gloves PPE $199.79
6/29/2020 EDGE ANALYTICAL INC EDGE ANALYTICAL INC -Drinking water lab $1,335.00
7/6/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE - parts for water pipe repair $22.65
7/8/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE - water parts $1.69
7/8/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE - water parts $1.69
7/15/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE - gloves and parts $25.76
7/20/2020 IN  H.A. MCCOY ENGINEERIN HA McCoy-design CDBG water line project $24,308.88
7/1/2020 WILBUR ELLIS MADRAS WILBUR ELLIS MADRAS - PO#11127 chemical treatment for upper storage pond $5,799.07
6/29/2020 EDGE ANALYTICAL INC EDGE ANALYTICAL INC - WW Lab $172.00
6/29/2020 EDGE ANALYTICAL INC EDGE ANALYTICAL INC - WW Lab $324.00
6/29/2020 EDGE ANALYTICAL INC EDGE ANALYTICAL INC - WW Lab $152.00
7/8/2020 EDGE ANALYTICAL INC EDGE ANALYTICAL INC - WW Lab $86.00
7/16/2020 USA BLUE BOOK USA BLUE BOOK - WW pH meter $95.32
7/8/2020 CENTRAL ELECTRIC COO INC Central Electric - June 2020 $4,756.52
7/21/2020 BENDTEL Bend Tel July 2020 $282.52
7/14/2020 CITY OF MADRAS CITY OF MADRAS - water - June 2020 $64.75
7/14/2020 CITY OF MADRAS CITY OF MADRAS - water - May 2020 $64.75
7/14/2020 CITY OF MADRAS CITY OF MADRAS - water - June 2020 $64.75
7/14/2020 CITY OF MADRAS CITY OF MADRAS - water - May 2020 $64.75
7/14/2020 BRYANT LOVLIEN & JARVI BRYANT LOVLIEN & JARVIS - June 2020 Legal Bill $3,000.00
6/23/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE - Fittings for polymer hand pump $6.48
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7/1/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE - Shop supplies $61.96
6/23/2020 NORCO-BEND INDUSTRIAL #32 Norco-cylinder rental $44.33
6/25/2020 USA BLUE BOOK USA Bluebook-PO#11108 $2,947.21
7/14/2020 NORCO-BEND INDUSTRIAL #32 Norco-cylinder rental $42.90
7/20/2020 SQ  COVE ELECTRIC, INC. Cove Electric - SWWTP Pump one $150.00
7/20/2020 SQ  COVE ELECTRIC, INC. Cove Electric - Remove old VFW & install new one $1,853.29
7/23/2020 USA BLUE BOOK USA Bluebook-Jetter hose/reel/foot pedal $1,233.69
7/16/2020 USA BLUE BOOK USA BLUE BOOK -polymer chems $249.05
7/16/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE - parts $23.94
7/23/2020 KROFTA TECHNOLOGIES, L KROFTA TECHNOLOGIES - krofta part $541.04
6/30/2020 CONS SUPPLY BEND CONS SUPPLY BEND - metal sewer cap $44.32
7/8/2020 USA BLUE BOOK USA BLUE BOOK -WW Supplies $189.71
7/8/2020 Trashbilling.com CC Madras Sanitary June 2020 $209.60
6/29/2020 SQ  D'S LOCK AND KEYS LLC D'S LOCK AND KEYS LLC - Golf Course $132.50
7/1/2020 AMZN Mktp US MJ0W05AE1 AMZN Mktp US MJ0W05AE1 - Cooler Golf Course $1,749.00
7/8/2020 WILBUR ELLIS MADRAS WILBUR ELLIS MADRAS - Golf Course Fert $1,225.73
7/20/2020 IN  H.A. MCCOY ENGINEERIN HA McCoy-North Sewer Unit Topographic Survey $320.00
7/8/2020 BEND BROADBAND Bend Broadband July 2020 $0.68
7/8/2020 BEND BROADBAND Bend Broadband July 2020 $31.65
7/21/2020 BENDTEL Bend Tel-July 2020-June 2021 $1.80
7/20/2020 LS NETWORKS LS Network July 2020 $21.28
7/21/2020 BENDTEL Bend Tel July 2020 $92.62
7/20/2020 SILVER STAR TELECOM Silver Star July 2020 $29.43
7/1/2020 AMZN Mktp US MJ0ZR4TG1 AMZN Mktp US MJ0ZR4TG1 - Replacement Laptop Dock for MG $209.78
7/21/2020 AMZN Mktp US MV4IQ71U0 AMZN Mktp US MV4IQ71U0 - Replacement Cable for Docking Station $54.99
7/22/2020 EO MEDIA CIRC EO MEDIA CIRC -Bend Bulletin E-Subscription for CDD $18.00
7/14/2020 BRYANT LOVLIEN & JARVI BRYANT LOVLIEN & JARVIS - June 2020 Legal Bill $2,230.50
7/14/2020 BRYANT LOVLIEN & JARVI BRYANT LOVLIEN & JARVIS - June 2020 MISC Legal Bill $214.50
7/9/2020 ZOOM.US ZOOM.US - NSnead Zoom License $110.00
7/12/2020 AMAZON.COM MV6BS3CU1 AMZN AMAZON - Address Labels $26.98
6/30/2020 AMZN Mktp US MS7T80WX0 AMZN Mktp US MS7T80WX0 - HDMI Adapters $35.98
7/7/2020 AMAZON.COM MJ50N36M1 AMZN AMAZON.COM MJ50N36M1 AMZN - IT Hardware Tools $24.21
7/13/2020 INTERNATIONAL TRANSACTION GO TRANSCRIPT - International Transaction Fee $0.95
7/10/2020 GOTRANSCRIPT GO TRANSCRIPT - Planning Commission minutes transcription $94.71
6/24/2020 BEND BROADBAND Bend Broadband - June 2020  Airport $107.43
7/8/2020 BEND BROADBAND Bend Broadband July 2020 $0.46
7/21/2020 BENDTEL Bend Tel July 2020 $179.36
7/20/2020 SILVER STAR TELECOM Silver Star July 2020 $19.62
7/14/2020 BRYANT LOVLIEN & JARVI BRYANT LOVLIEN & JARVIS - June 2020 Legal Bill $2,126.50
7/14/2020 BRYANT LOVLIEN & JARVI BRYANT LOVLIEN & JARVIS - June 2020 MISC Legal Bill $247.00
7/20/2020 SQ  COVE ELECTRIC, INC. Cove Electric - replace ballast- Airport $639.32
7/2/2020 MADRAS PAINT & GLASS INC MADRAS PAINT & GLASS INC - Paint for Airport $567.60
6/25/2020 COLVIN OIL COLVIN OIL - fuel airport operations $135.76
7/10/2020 COLVIN OIL COLVIN OIL - fuel airport operations $146.06
7/15/2020 IN  TREASURE VALLEY COFFE TREASURE VALLEY COFFEE - coffee/supplies at airport $145.60
7/8/2020 CENTRAL ELECTRIC COO INC Central Electric - June 2020 $27.01
7/14/2020 CITY OF MADRAS CITY OF MADRAS - water - June 2020 $129.50
7/14/2020 CITY OF MADRAS CITY OF MADRAS - water - May 2020 $129.50
6/26/2020 Trashbilling.com CC Madras Sanitary June 2020 $1,797.94
7/8/2020 BEND BROADBAND Bend Broadband July 2020 $2.96
7/8/2020 BEND BROADBAND Bend Broadband July 2020 $137.15
7/20/2020 LS NETWORKS LS Network July 2020 $92.20
7/21/2020 BENDTEL Bend Tel July 2020 $401.36
7/20/2020 SILVER STAR TELECOM Silver Star July 2020 $127.54
6/25/2020 CASELLE CASELLE - support & maintenance June 2020 $1,500.00
7/14/2020 CASELLE CASELLE - support & maintenance Aug 2020 $1,500.00
7/21/2020 CASELLE CASELLE - support & maintenance July 2020 $1,500.00
7/17/2020 ZOOM.US ZOOM - MEETING SUPPORT $110.00
7/14/2020 BRYANT LOVLIEN & JARVI BRYANT LOVLIEN & JARVIS - June 2020 Legal Bill $819.00
7/14/2020 BRYANT LOVLIEN & JARVI BRYANT LOVLIEN & JARVIS - June 2020 Legal Bill $1,802.50
7/14/2020 BRYANT LOVLIEN & JARVI BRYANT LOVLIEN & JARVIS - June 2020 MISC Legal Bill $2,511.50
6/30/2020 GOVERNMENT AND NON PROFIT Radford University - RV online courses for CPFO exams $300.00
6/30/2020 GOVERNMENT AND NON PROFIT Radford University - RV CPFO exams (Budget/Retirement) $370.00
7/17/2020 ESMARTPAYROLL PAYCHECKMA ESMARTPAYROLL - Q2 2020 payroll tax filing fee $5.95
7/7/2020 AMZN Mktp US MJ1YZ1GK0 Amazon- Disposable masks COVID $35.96
7/21/2020 AMZN Mktp US MV9D59PR0 AMAZON - disposable masks - COVID19 $77.80
7/21/2020 AMZN Mktp US MV23M3QD1 AMAZON - Disinfectant spray - COVID19 $31.32
7/21/2020 AMZN Mktp US MV8S68A52 AMAZON - Germicidal Bleach - COVID19 $29.29
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7/7/2020 AMZN Mktp US MJ5PT5GD0 Amazon - Small Heater $26.98
6/25/2020 AMZN Mktp US MS3779UA1 AMAZON - Computer accessories $59.00
6/29/2020 AMZN Mktp US MS4QY0UZ2 AMAZON - COMPUTER ACCESSORIES $11.99
7/2/2020 AMZN Mktp US MJ9SZ6EA1 AMAZON - COMPUTER ACCESSORIES $65.97
7/9/2020 BOLI TECHNICAL ASSIST COMPLIANCE POSTERS $102.00
7/24/2020 AMZN Mktp US AMAZON - Return for computer accessories ($34.98)
7/23/2020 AMAZON.COM MV45U97T1 AMZN AMAZON - Employee Record Supplies $146.64
6/25/2020 AMAZON.COM MS02D3B52 AMZN AMAZON.COM MS02D3B52 AMZN - Battery Back Up for NB $112.99
7/18/2020 VARIDESK  1800 207 2587 VARIDESK  1800 207 2587 - Chair for KHughes $195.00
7/18/2020 SHELL OIL 93004074500 SHELL OIL - accidental; refunded thru cash receipts $0.14
7/2/2020 MAZATLAN MEXICAN RESTAURA MAZATLAN MEXICAN RESTAURANT - Joe Retirement (overtipped) $15.34
7/8/2020 AMZN Mktp US MJ4TO3D81 AMAZON - Phone Glass - reimbursed by RR $11.99
7/2/2020 PREMIER BUILDERS EXCHANGE PREMIER BUILDERS EXCHANGE - Golf Course pump Station  & Airport Engineer RFP $44.10
6/30/2020 GOLF COURSE SUPERINTENDE GCSAA - FY 20-21 annual dues $400.00
7/8/2020 BEND BROADBAND Bend Broadband July 2020 $2.74
7/8/2020 BEND BROADBAND Bend Broadband July 2020 $126.59
7/21/2020 BENDTEL Bend Tel July 2020 $342.48
7/20/2020 LS NETWORKS LS Network July 2020 $85.11
7/21/2020 BENDTEL Bend Tel July 2020 $61.76
7/20/2020 SILVER STAR TELECOM Silver Star July 2020 $117.73
7/14/2020 VERIZONWRLSS RTCCR VB VERIZONWRLSS - PW cell phones June 4 - July 3 $899.62
7/14/2020 BRYANT LOVLIEN & JARVI BRYANT LOVLIEN & JARVIS - June 2020 Legal Bill $35.00
7/14/2020 BRYANT LOVLIEN & JARVI BRYANT LOVLIEN & JARVIS - June 2020 MISC Legal Bill $37.00
6/30/2020 SPORTSMANS WAREHOUSE 206 SPORTSMANS WAREHOUSE 206 - retirement gift for Joe Brabham $244.97
7/1/2020 ACCOLADES ACCOLADES - Joe Retirement $90.00
7/2/2020 MAZATLAN MEXICAN RESTAURA MAZATLAN MEXICAN RESTAURANT - Joe Retirement $352.76
7/14/2020 SHIELDING INTERNATIONAL Shielding International-Masks COVID $68.00
6/30/2020 SHIELDING INTERNATIONAL SHIELDING INTERNATIONAL - Masks - COVID 19 $270.00
7/2/2020 EARTH2O EARTH2O - Drinking Water $28.39
6/26/2020 TCC14034 TCC14034 - phone chargers $119.96
7/15/2020 IN  TREASURE VALLEY COFFE TREASURE VALLEY COFFEE - coffee for SWWTP $115.05
7/14/2020 IN  TREASURE VALLEY COFFE TREASURE VALLEY COFFEE - Coffee Supplies (PW) $80.05
6/25/2020 AMAZON.COM MS85M7UK1 AMZN AMAZON.COM MS85M7UK1 AMZN - Phone case PW $14.99
7/22/2020 AMZN Mktp US MV4TD12R1 AMZN Mktp US MV4TD12R1 - phone case and screen protector $22.97
7/3/2020 AMZN Mktp US MJ81W13L0 AMZN Mktp US MJ81W13L0 - Phone Case $23.98
7/12/2020 AMZN Mktp US AMZN Mktp US - Credit Miss shipped Phone Case ($23.98)
6/30/2020 EARTH2O EARTH2O - D.I. and drinking water $21.49
7/22/2020 IN  H.A. MCCOY ENGINEERIN HA McCoy - general engineering services $240.00
7/22/2020 IN  H.A. MCCOY ENGINEERIN HA McCoy-General Engineering services $2,562.00
6/30/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE - PPE $26.77
7/16/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE - gloves $19.96
7/9/2020 SQ  R&C DEVLOPMENTS Aire-Master - deodorizer service @ city hall $68.00
7/1/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE - Trash Bags City Hall $43.93
7/8/2020 Trashbilling.com CC Madras Sanitary - June 2020 $101.62
7/14/2020 CENTRAL OREGON HEAT Central Oregon Heating -Diagnostic HVAC- CH/PD $91.75
7/13/2020 MISSION LINEN MISSION LINEN - mat service @ city hall $61.09
7/20/2020 MISSION LINEN MISSION LINEN - mat service @ city hall $61.09
7/8/2020 Trashbilling.com CC Madras Sanitary June 2020 $402.10
7/14/2020 CENTRAL OREGON HEAT Central Oregon Heating -Scheduled Maint-Golf $125.00
7/14/2020 ADT SECURITY 028305621 ADT - Jul-Sept 2020 - PW Bldg A $156.93
7/20/2020 MISSION LINEN MISSION LINEN - mat service @ PW $82.98
6/26/2020 Trashbilling.com CC Madras Sanitary June 2020 $139.63
7/14/2020 CENTRAL OREGON HEAT Central Oregon Heating Scheduled Maint-SWWTP $125.00
7/14/2020 CENTRAL OREGON HEAT Central Oregon Heating -Repair SWWTP $275.00
7/13/2020 MISSION LINEN MISSION LINEN - mat service @ SWWTP $18.16
7/20/2020 MISSION LINEN MISSION LINEN - mat service @ SWWTP $18.16
7/8/2020 Trashbilling.com CC Madras Sanitary June 2020 $12.50
7/13/2020 MISSION LINEN MISSION LINEN - mat service @ airport $36.86
7/14/2020 CITY OF MADRAS CITY OF MADRAS - water - June 2020 $65.68
7/14/2020 CITY OF MADRAS CITY OF MADRAS - water - May 2020 $65.42
7/14/2020 CITY OF MADRAS CITY OF MADRAS - water - June 2020 $235.94
7/14/2020 CITY OF MADRAS CITY OF MADRAS - water - May 2020 $194.18
6/24/2020 AG WEST SUPPLY MADRAS AG WEST SUPPLY MADRAS - 4500 mower $60.13
6/26/2020 MADRAS AUTO PARTS MADRAS AUTO PARTS - key fob battery $5.99
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6/26/2020 MADRAS AUTO PARTS MADRAS AUTO PARTS - shop  stock $215.98
6/29/2020 DETAIL PLUS DETAIL PLUS - 151 $250.00
6/30/2020 NORLIFT OF OREGON INC NORLIFT OF OREGON INC - forklift $453.52
7/2/2020 DETAIL PLUS DETAIL PLUS - water truck parade $150.00
7/7/2020 J J KELLER & ASSOCIATES J J KELLER & ASSOCIATES - inspection books $521.02
7/8/2020 EMPIRE TRUCK WORKS EMPIRE TRUCK WORKS - Ranger snow plow $7.01
7/9/2020 MADRAS AUTO PARTS MADRAS AUTO PARTS - shop stock $155.31
7/10/2020 TS&S FORD TS&S FORD - oil pan bolts   71 $77.31
7/14/2020 MADRAS AUTO PARTS MADRAS AUTO PARTS - 155   77  parts $217.97
7/14/2020 MADRAS AUTO PARTS MADRAS AUTO PARTS - Credit   77  part on shop shelf ($77.00)
7/15/2020 PHILS ACE HARDWARE - MADR PHILS ACE HARDWARE - key $3.98
7/16/2020 MADRAS AUTO PARTS MADRAS AUTO PARTS - 77 brake booster $186.99
7/15/2020 PARTS 07936 PARTS 07936 - craftsman parts $283.17
7/18/2020 LAWSON PRODUCTS LAWSON PRODUCTS - shop stock $349.78
7/20/2020 AG WEST SUPPLY MADRAS AG WEST SUPPLY MADRAS - hydro hose $60.13
7/22/2020 MADRAS AUTO PARTS MADRAS AUTO PARTS - shop stock $396.44
7/6/2020 TS&S FORD TS&S FORD - Transmission #58 $382.50
6/24/2020 COENERGY PROPANE REDMOND Co Energy 4/3/2020 337.9 gal Propane $678.46

CITY TOTAL $116,332.75
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