
           

AGENDA
CITY OF SHERIDAN

APRIL 8, 2019
STUDY SESSION COUNCIL MEETING START 5:00 P.M.

           

1. Solid Waste Diversion Goal Setting Discussion - Utilities Director Dan Roberts - 45 Minutes
 

2. Sheridan Innovation Center Discussion - Chief Executive Officer of Ptolemy Data Systems, Jesus Rios
 

3. Consideration of the Appropriation of $30,000 to Habitat for Humanity to Fund the Cost of Water and
Sewer Plant Investment Fees out of One Cent Contingency Funds for FY19 and FY20 - Habitat for
Humanity Executive Director Christine Dieterich - 10 Minutes

  

 

4. Consideration of Resolution #17-19, Vista West Estates County Subdivision - Community Development
Director Brian Craig - 5 Minutes

 

5. Consideration of Resolution #16-19 Approving the Purchasing and Procurement Policy - City Treasurer
Karen Burtis

 

6. Consideration of Amendments to the City of Sheridan Tree Ordinance - Public Works Director Lane
Thompson - 5 Minutes

 

7. Consideration of Approval of Amendment No. 1 for the City of Sheridan Hill Slide Stabilization Project
Phase I  - City Engineer Hanns Mercer

 

8. Consideration of Building Services Intergovernmental Cooperative Agreement between the City of
Sheridan and Sheridan County - Community Development Director Brian Craig - 5 Minutes

 



CITY OF SHERIDAN, WYOMING
55 Grinnell Street, P.O. Box 848, Sheridan Wyoming 82801
Ph (307) 674-6483 Fax (307) 674-2195

Utilities  

MEMORANDUM
   
Project Name: Solid Waste Diversion Goal Setting Discussion - Utilities Director Dan Roberts - 45 Minutes
From: Dan Roberts, Utilities Director
To: Mayor and Council
CC: Mark Collins, City Administrator
Date: 04/04/2019



CITY OF SHERIDAN, WYOMING
55 Grinnell Street, P.O. Box 848, Sheridan Wyoming 82801
Ph (307) 674-6483 Fax (307) 674-2195

Clerk  

MEMORANDUM
   
Project
Name:

Sheridan Innovation Center Discussion - Chief Executive Officer of Ptolemy Data Systems, Jesus
Rios

From: Cecilia Good, City Clerk
To: Mayor and Council
CC: Mark Collins, City Administrator
Date: 04/04/2019

Attachments
Innovation Center Update 
Incubator Facility Agreement 
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Sheridan Innovation Center Pilot 
April 2019 

Community and Stakeholder Update 
 

Summary 

 
The Sheridan Innovation Center (IC) Pilot implementation continues to move forward.  A local IC taskforce 
will be preparing an application to the Wyoming Business Council (WBC) Board that will request release of 

funding for the launch of the Pilot, with funding projected to be available in July 2019.  Local letters of 

support will be required for the application.  The WBC CEO has requested a two-year pro-forma budget 

and expects that the IC Pilots in Sheridan and Casper have the potential to be approved for two years of 
funding, which supplements existing local funding, to fully implement the Pilot concept.  The IC will 

transition from UW’s Wyoming Technology Business Center (WTBC) and will be organized under a local 

public entity, most likely Sheridan County. 
 
 
Organization 
 
Timelines under discussion will transition the current organization under the WTBC to Sheridan County 
sometime in the second half of 2019, perhaps as early as July 1.  

• A two year operational budget is being created that will  convey resources required to implement the 
Pilot program. 

• A month-to-month contractual arrangement for operation of the existing WTBC is in place with UW 
should extra time be needed past June 30 to complete the IC transition.   

• Though the IC will lose direct affiliation with UW, a strong working relationship will be maintained so 
that Sheridan entrepreneurs can continue to leverage knowledge, training, resources and key 
connections to help drive business initiatives forward. 

• The UW Foundation is currently the custodian of certain funds related to the Sheridan incubator (e.g. 
the Sheridan Start-Up Challenge), and a local entity will need to be identified to receive these funds 
for future programming purposes. 

 
IC Program 
 
The biggest benefit to Sheridan is that the IC program will have local control and oversight, which will translate 
into greater impact and results from IC services. 

• An Advisory Board comprised of local stakeholders will be created that will oversee program 
elements, entrepreneurial events, and provide mentorship and direction for IC start-up and early 
stage companies. 

• In addition to core incubation (i.e. development of business ideas, office space, and creation of plans), 
the IC intends to  offer additional support and consulting to both early-stage high growth potential 
businesses in the “acceleration” phase of development and established companies with expansion 
opportunities in the Sheridan community.  For example, product line extensions or new technology 
from established companies can be trialed out in the IC. 

• There also are new statewide entrepreneurial resources planned which IC companies will be able to 
leverage. 

• Companies actively involved in the IC program will be well positioned to apply for state Kickstart and 
SBIR matching grants. 

• The Start-Up Challenge will continue to showcase entrepreneurial talent in Sheridan.  

• A successful Sheridan Pilot will help other Wyoming communities establish future IC’s.  
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Communication 
 
A re-launch of the IC entrepreneurial program is envisioned, which will include re-branding, marketing, and 
promotion to clearly articulate the program and resources that are available to both aspiring and existing high-
growth potential businesses. 
 
Facility 
 
The IC taskforce continues to evaluate the possibility of relocating the IC offices to a downtown location and 
make it an anchor portion of a proposed Sheridan economic development co-location facility.  

• Discussions are underway with a prominent Main Street business that has 10,000 square feet 
available to establish a co-location facility. 

• A RFP was created for a design and reconfiguration review of this space.   
• The RFP closes on April 8, and 2-3 proposal submissions are expected from local Sheridan architectural 

design firms. 

• The selected firm will perform a needs assessment by interviewing all Sheridan economic 
development organizations interested in co-locating and will produce a layout plan with 
reconfiguration and remodeling costs. 

• Options for funding the office space redesign and refurbishment costs are being studied. 
 
Longer-Term Plans 
 
Sheridan’s economic development strategies, in order to be successful, must continue to employ a multi -
faceted approach.  The launch and establishment of entrepreneurial ventures in our area is one cornerstone 
aspect, in addition to ongoing retention and expansion of existing businesses and recruitment of companies 
considering relocation to Sheridan.  The collective goal must be encouragement of  a diverse composition of 
businesses across many different industries to reduce exposure to economic cycles. 
 
For the IC and other Sheridan economic development groups to be successful in implementing the strategies, 
there must be a coordinated and effective public-private effort put into place.   

• Sheridan must not assume or rely on state support to accomplish its goals.   

• The private sector will need to be heavily involved but will need to be convinced of both program 
effectiveness and solid return on investment.   

• Local support and participation in this process from the City, County, and outlying communities will 
be essential. 

• Once the IC is launched, a Sheridan-area taskforce must be formed to challenge existing economic 
development activities and create a sustainable funding model that will allow our communities to 
thrive economically while maintaining a high quality of life for residents. 

 
 
 

Please let us know if there are questions that we can address. Thank you for your continuing 
support of our local Sheridan entrepreneurial advancement programs. 

 
  



AMENDMENT #1

COOPERATIVE FUNDING AGREEMENT

SHERIDAN INCUBATOR FACILITY

THIS AMENDMENT is made and entered into this 18th day of December 2018, by and
between SHERIDAN COUNTY (COUNTY), and the CITY OF SHERIDAN (" CITY"), 

hereinafter referred to as the " Parties" or individually as a " Party". 

WHEREAS, the parties entered into an AGREEMENT between Sheridan County and
UW on November 4, 2014; and

WHEREAS, the parties, by mutual agreement, wish to amend said AGREEMENT and
have hereto set forth this amendment; and

NOW, THEREFORE, IT IS AGREED as follows, that: 

I. 

Section 1., add a new subsection ( I): 

Forty thousand dollars ($ 40,000.00) and no cents due and payable before January
10, 2019, and monthly payments of six thousand six hundred sixty-seven dollars

6, 667) before July 10, 2019, and the tenth day of each month thereafter as
invoiced by WTBC . 

II. 

Section 4. delete in its entirety and replace with the following: 

This Agreement shall expire on December 31, 2019, unless otherwise extended by mutual
agreement of the Parties. Further, this Agreement may be amended by written agreement of
the Sheridan City Council and the Sheridan County Board of County Commissioners. 

III. 

All other terms of the Agreement entered into between the parties, dated November 4, 

2014, shall remain in full force and effect, and the provisions of this AMENDMENT # 1 are

hereby incorporated therein. 

BOARD OF COUNTY COMMISSIONERS, 

SHERIDAN WYOMING

v

Mike Nickel, C airman

ATTEST: gzlwwzztvkvtoyjo-n
County Clerk & Recorder

CITY OF SHERIDAN

By: 
Roger Mil er, Mayor

ATTEST: 

City Clerk



CITY OF SHERIDAN, WYOMING
55 Grinnell Street, P.O. Box 848, Sheridan Wyoming 82801
Ph (307) 674-6483 Fax (307) 674-2195

Planning   

MEMORANDUM
   
Project
Name:

Consideration of Resolution #17-19, Vista West Estates County Subdivision - Community
Development Director Brian Craig - 5 Minutes

From: Brian Craig, Community Development Director
To: Mayor and Council
CC: Mark Collins, City Administrator
Date: 03/18/2019

Recommendation:
Staff recommends the City Council approve Resolution #17-19, granting approval of the final plat for the Vista
West Estates, (PL 19-4), a joint City-County subdivision.  Dividing 117.2 acres of unplatted land into 19
single-family residential lots, and 1 outlot.  Zoned in the county as Rural Residential (RR).  Located north of West
Loucks, and south-west of Kendrick Golf Course, in a portion of Section 31, T56N, R84W.

Planning Commission Action:
As a joint City/County Subdivision, this item is not considered by the City Planning Commission.  The County
Planning and Zoning Commission reviewed it at their April 4, 2019 meeting and recommended approval for the
project as presented.

Background:
The property owner, the System Land, LLC, has requested to divide their 117.02 acre parcel located off of W.
Loucks/Big Goose Road into 19 single family lots, and one outlot.  Since the proposed subdivision is within one
mile of the City limits, the plat must be approved by the City Council as well as the County Commissioners.
 
The property lies within the Sheridan/SAWS Water Service area. Water service is available to the subdivision
subject to successful execution and completion of the agreement between Saddlecrest, LLC and the SAWS board. 
 
The City’s sewer system does not reach this subdivision nor is there adequate capacity in the nearby mains to serve
this subdivision at this time. This subdivision lies beyond the proposed West Beltway Road Loop, which may be a
logical boundary for considering future sewer service on West Loucks St. The lots meet the minimum area
requirement for septic systems and will be permitted and inspected by the appropriate county staff.
 
The property is zoned Rural Residential, though the proposed lots meet the requirements of an R-1 subdivision in
the city limits.

Discussion:
There are five conditions which must be satisfied as part of subdivision approval.  They are with staff commentary:



There are five conditions which must be satisfied as part of subdivision approval.  They are with staff commentary:
  

The City shall not approve any proposed subdivision of land which, by itself, or as a part of a larger tract, is
contiguous to or completely surrounded by the boundaries of the City, unless the application is accompanied
by a properly-acknowledged petition for annexation to the City.

1.

 
City staff is currently working with the applicant and the applicant's attorney to prepare an agreeable pre-annexation
agreement that capture's the unique nature of this being a rural subdivision. 
  

The City shall not approve any proposed subdivision of land which is within one mile of the corporate limits
of Sheridan but not, at the time of submittal, eligible for annexation, unless the application is accompanied by
a properly acknowledged agreement not to contest future annexation proceedings.

2.

 
Again, a preannexation agreement is being prepared with the applicant. 
  

Every plat shall conform to the Zoning Ordinance currently adopted at the time of final plat approval.3.

 
The property is presently zoned Rural Residential.  As mentioned above, the lots meet the subdivision regulations
for the City’s R-1 zoning regulations, which would be convenient if this subdivision were ever to be annexed into
the City.
  

All new subdivision developments within the Airport Influence Area within the city limits of the City of
Sheridan shall grant an Avigation Easement to the Sheridan County Airport.

4.

 
The proposed subdivision falls outside of the Airport Influence Area, so this requirement would not apply.
  

No subdivision shall be approved within the corporate limits of the City of Sheridan, or one mile thereof,
unless City Public Works staff concludes that an adequate long-term water supply exists to support the
proposed use and density of the subdivision In accordance with City adopted policy. City elected officials
acting as Council representatives on other boards or committees that review development shall likewise
consider long-range water supply in making any determination.

5.

 City utilities staff evaluated these lots as part of the review process.  While water is provided on a first come first
serve basis, there is nothing to indicate at this point that there would be challenges to water capacity.
 
Staff believes that the criteria for a final plat submittal has been met, and the proposed subdivision meets city code
requirements.  There are no further comments at this time.

Potential Findings of Fact: 
The City Council is required to make the following findings in considering approval of any final plat per SCC
Appendix B§202:
  

The City shall not approve any proposed subdivision of land which, by itself, or as a part of a larger tract, is
contiguous to or completely surrounded by the boundaries of the City, unless the application is accompanied
by a properly-acknowledged petition for annexation to the City.

1.

  

The City shall not approve any proposed subdivision of land which is within one mile of the corporate limits
of Sheridan but not, at the time of submittal, eligible for annexation, unless the application is accompanied

2.



by a properly acknowledged agreement not to contest future annexation proceedings.

  

Every plat shall conform to the Zoning Ordinance currently adopted at the time of final plat approval.3.

  

All new subdivision developments within the Airport Influence Area within the city limits of the City of
Sheridan shall grant an Avigation Easement to the Sheridan County Airport.

4.

  

No subdivision shall be approved within the corporate limits of the City of Sheridan, or one mile thereof,
unless City Public Works staff concludes that an adequate long-term water supply exists to support the
proposed use and density of the subdivision In accordance with City adopted policy. City elected officials
acting as Council representatives on other boards or committees that review development shall likewise
consider long-range water supply in making any determination.

5.
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DISCLAIMER:
The City of Sheridan GIS Division produced
this map for informational purposes only. 
The City of Sheridan provides this map on an
"as is" basis without warranties of any kind, 
either expressed or implied, and shall not 
be liable for any direct, indirect, incidental, 
special or consequential damages arising 
out of the use of such map. The user 
acknowledges and agrees that the use of 
such data is at the sole risk of the user. 
General questions about this map including 
errors, omissions, and/or updates should be 
directed to the City of Sheridan GIS Division.
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CITY OF SHERIDAN 
RESOLUTION 17-19 

 
A RESOLUTION approving PL 19-4, the final plat of Vista West Estates Major Subdivision, 
a joint City-County subdivision, dividing a 117.2 acre parcel into 19 lots and 1 outlot, 
zoned Rural Residential, located on West Loucks southwest of Kendrick Golf Course. 
 
WHEREAS, the final plat of the Vista West Estates Major Subdivision has been reviewed 

for consistency with Appendix B (Subdivision Regulations) and other applicable City 
code; and 

 
WHEREAS, all applicable requirements for a final plat, have been met and all documents 

meet the applicable requirements in Appendix B (Subdivision Regulations); and  
 

WHEREAS, the Vista West Estates Subdivision is a joint City-County subdivision due to its 
location within 1 mile of City limits requiring City Council approval; and 
 

WHEREAS, the Sheridan County Planning and Zoning Commission recommended the 
approval of the proposed final plat; and 

 
Now, therefore, be it resolved by the City Council of the City of Sheridan: 

 
That the final plat of the Vista West Estates Major Subdivision, dividing a 117.2 acre 
parcel into 19 lots and 1 outlot, zoned Rural Residential, located on West Loucks 
southwest of Kendrick Golf Course, 
 
Is hereby approved by vote of the City of Sheridan’s City Council . 
 
In approving Vista West Estates Major Subdivision, the City Council finds the following 
as required by Sheridan City Code Appendix B §202: 
 

A. The plat, while outside the City limits, is accompanied by a signed pre-
annexation agreement. 

 
B. The lots as platted conform to the requirements of the City Zoning Ordinance 

with the exception of the variance granted. 
 

C. The subdivision falls outside of the Airport Influence Area. 

 
D. As concluded by City Public Works staff, there is adequate long-term water 

supply to serve this subdivision as of the time of this resolution. 
 

 
 

PASSED, APPROVED, AND ADOPTED this 15th  day of April 2019. 
 
 

 
_______________________________ 

Roger Miller, Mayor 
 

 
Attest:  
 
 
 
________________________________ 
Cecilia Good, City Clerk 



 

 

 
 
State of Wyoming    ) 
           )SS 
County of Sheridan  ) 
 
Subscribed and sworn to (or affirmed) before me this ________day of  
 

_________________, 2019 by ___________________________. 
 

                                   
                             _____________________________ 

    Notary Public 
 

                            My commission expires ____________________.   
 
 



PRE-ANNEXATION AGREEMENT  
 

THIS PRE-ANNEXATION AGREEMENT, made this    day of April, 2019, by and between System 
Land, LLC, a Wyoming limited liablity company, or its successors in ownership to the lands affected hereby 
(referred to as LANDOWNER) and the City of Sheridan, Wyoming, a municipal corporation (referred to as 
CITY). 
 
 WHEREAS, the LANDOWNER is the record owner of a certain tract of land, described as follows: See 
Exhibit A, attached hereto, and this tract of land, or any smaller part or parcel which may be conveyed as a 
separate tract, whether or not subdivided, shall hereinafter be referred to as the LAND; and 
 
 WHEREAS, for the purposes of this agreement, the term “contiguous” and “contiguous to the rest of the 
City” shall mean real property in which the City incorporated limits extend or surround 75% of the real property; 
and 
 
 WHEREAS, the LAND is currently not contiguous to the CITY’s incorporated limits  The CITY’s 
Kendrick Golf Course is not contiguous to the rest of the City’s jurisdictional boundary and is an island within the 
County.  The LAND, is being platted as a County subdivision an a portion is within one mile of CITY’s boundary; 
and 
 
 WHEREAS, the parties recognize that the LAND is unique, is surrounded by County Agriculture-zoned 
lands and standard policy goals and requirements of the City regarding preannexation agreements are not in the 
best interest of the CITY or LANDOWNER; and 
 
 WHEREAS, the LAND will receive no CITY services at the time of this Agreement nor are any municipal 
services anticipated to be available to the LAND at any time in the foreseeable future; and 
 

WHEREAS, City of Sheridan Code, Appendix B, Section 202.B requires that the City shall not approve 
any proposed subdivision of land which is within one mile of the corporate limits of Sheridan but not, at the time of 
submittal, eligible for annexation, unless the application is accompanied by a properly acknowledged agreement not 
to contest future annextion proceedings. 
 
NOW, THEREFORE, the parties above named have decided to set forth all of their agreements concerning the 
annexation of the property as follows: 
 

1. The parties acknowledge that the LAND is currently not contiguous to the City limits of the CITY 
but may, at some future date, be within the growth area of the CITY.  The LANDOWNER agrees not to contest 
future annexation proceedings, if the LAND becomes continguous to the CITY’s corporate boundaries and 
municipal water, sewer and other City-services become available for connection to and within 400 feet of the 
LAND.   

2. If future annexation proceedings are implemented, LANDOWNER will take all remaining actions 
necessary at the time, at the direction of the CITY, to comply with State annexation law and to complete the 
annexation of the LAND into the CITY.   To the extent the LAND is included in them, the LANDOWNER shall 
adhere to the City Comprehensive Plan, appropriate restrictions pertaining thereto, and the 2001 City of 
Sheridan Traffic Study, and all amendments thereto.  A notice of this Agreement shall be recorded and noting 
that the parcel "shall annex to the CITY without protest, at the discretion and direction of the Sheridan City 
Council upon becoming contiguous to the City limits and City water and sewer being made available to the 
LAND".  The commitment to annex shall be recorded agains the LAND a covenant running with the property 
known as the LAND, enforceable by the CITY. 

3. Upon annexation to the CITY and upon City services being within 400 feet of the LAND, the 
CITY shall provide municipal services, including but not limited to water and sewer services, on the same level as 
provided to other areas of the CITY, according to state statutes and local ordinances.  The CITY shall not be 
responsible for the installation of water and sewer lines or connection lines within the LAND.  LANDOWNERS 
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shall be responsible for all installation costs of municipal utilities, up to a maximum of 400 feet from the LAND, per 
City of Sheridan Ordinance and recapture agreements. 

4. LANDOWNER agrees to sign any petition(s) or any other document(s) reasonably required to 
comply with State annexation law as they may be required by the CITY to facilitate the annexation.  
LANDOWNER further waives any irregularities in the annexation process which would permt it to protest the 
said annexation.  The parties acknowledge that the CITY may choose not to complete the annexation of 
LANDOWNER's LAND until additional logical and adjacent properties may be annexed simultaneously.  The 
LANDOWNER specifically agrees and acknowledges that the timing of the annexation is within the sole 
discretion of the CITY, and the CITY may initiate the annexation of the LAND described above at any time after 
the LAND qualifies for annexation and municipal services are available. 

5. The term “LANDOWNER” shall refer to System Lands, LLC only for so long as it is the record 
owner of any lot within the LAND being subdivided at the time of this Agreement, and shall refer to only to its 
successor record owners of any and all lots conveyed after the date hereof and not to System Lands, LLC. 

6. This AGREEMENT shall be governed by the laws of the State of Wyoming.  The District Court 
of the Fourth Judicial District in Sheridan County, Wyoming, shall have venue and jurisdiction exclusively for any 
action in law or equity which may be instituted to enforce the terms of this AGREEMENT. 

7. If any legal action is instituted to resolve a dispute over any of the terms of this AGREEMENT, 
the unsuccessful party shall pay the successful party's reasonable attorneys' fees and all costs of the action 
including court costs, expert witness fees and all other actual expenses incurred in the prosecution of the action.  

8. If any section, clause, or portion of this AGREEMENT is for any reason held invalid or 
unconstitutional by any Court or other authority of competent jurisdiction, such portion shall be deemed a separate, 
distinct and independent provision and shall not affect the validity of any remaining portions hereof that remin 
lawful. 
 
DATED this    day of April, 2019. 
 
CITY OF SHERIDAN:    LANDOWNER: 
 
             
Roger Miller, Mayor     System Lands, LLC 
        
ATTEST:       
        
      
Cecilia Good, City Clerk 
      
 
STATE OF WYOMING ) 

 )ss. 

COUNTY OF SHERIDAN ) 

 

On April  , 2019, personally appeared before me Don Roberts as member of System Lands, LLC. 

 

     ________________________________ 

     Notary Public 

My Commission Expires: 

 

STATE OF WYOMING ) 

 )ss. 

COUNTY OF SHERIDAN ) 
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On April   , 2019, personally appeared before me Roger Miller, Mayor of the City of Sheridan, 

Wyoming. 

 

     ________________________________ 

     Notary Public 

My Commission Expires: 



CITY OF SHERIDAN, WYOMING
55 Grinnell Street, P.O. Box 848, Sheridan Wyoming 82801
Ph (307) 674-6483 Fax (307) 674-2195

Treasurer  

MEMORANDUM
   
Project
Name:

Consideration of Resolution #16-19 Approving the Purchasing and Procurement Policy - City
Treasurer Karen Burtis

From: Karen Burtis, City Treasurer
To: Mayor and Council
CC:
Date: 03/18/2019

Recommendation:
Staff recommends that the Mayor and Council approve Resolution #16-19 Approving the Purchasing and
Procurement Policy.

Background:
Currently, the City of Sheridan has only one Resolution regarding purchasing and procurement, and that is the "Buy
Local" Resolution.  Many different versions of a purchasing and procurement policy have been undertaken over the
years, but none have been adopted by the City.

Attachments
Purchasing and Procurement Policy 
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Purchasing and Procurement Policy 
 

The purpose of this policy is to establish procedures for an efficient, fiscally responsible purchasing               
system capable of providing daily service and support to all City departments and to assure the citizens                 
that the City is receiving maximum value for each dollar spent. This Policy provides City of Sheridan                 
employees a guideline to assure continuity and uniformity in purchasing practices to define the              
responsibilities of each employee. This Policy also provides guidelines for public works projects and              
items let by bid. While being fiscally responsible, employees are encouraged to purchase from local               
Sheridan businesses, per City of Sheridan Resolution 29-11, which is included as ​Attachment A​. 
 
This Policy is not intended to address every issue, exception, or contingency that may arise in the course                  
of purchasing activities. Employees should always exercise good sound judgment, seek the best value              
when using City resources and keep within the budget authorized by the Governing Body. Each               
purchase shall encourage open competition between suppliers and contractors, while seeking the best             
value for the City. 
 
This Policy is not all-inclusive. If a question should arise that is not addressed in this Policy, contact the                   
City Treasurer. 
 
1. PURPOSE 

1.1. Purchasing objectives serve as a set of guidelines to be used by Administration, City              
personnel and the Purchasing Agent in achieving responsible and intelligent decisions           
when purchasing and procuring services, supplies and equipment. 

1.2. The objectives of this Policy are as follows: 
● Assure responsible and accountable procurement of commodities, contractual        

services, equipment, and capital outlay items. 
● Assist management at all levels in reaching responsible, cost-effective decisions in           

the purchasing of quality supplies and services for City use. 
● Formulate policies and procedures which maximize the efficiency of the City's           

purchasing process. 
● Promote goodwill and clear communication in City/vendor relations relative to          

purchasing. 
● Promote equal-opportunity policies through professional relations with vendors. 
● Ensure compliance with Federal requirements for Federally funded purchases. 

 
2. DEFINITIONS 

● “Architectural and/or Engineering Services” means professional services of an         
architectural or engineering nature, as defined by state law, if applicable, that are required              
to be performed or approved by a person licensed, registered, or certified to provide the               
services described in this paragraph; 

● professional services of an architectural or engineering nature performed by          
contract that are associated with research, planning, development, design,         
construction, alteration, or repair of real property; and 

● other professional services of an architectural or engineering nature, or incidental           
services, which members of the architectural and engineering professions (and          
individuals in their employ) may logically or justifiably perform, including studies,           
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investigations, surveying and mapping, tests, evaluations, consultations,       
comprehensive planning, program management, conceptual designs, plans and        
specifications, value engineering, construction phase services, soils engineering,        
drawing reviews, preparation of operating and maintenance manuals, and other          
related services. 
 

● “Bid” means the offer made by a contractor or vendor resulting from an advertisement for               
bid pursuant to Wyoming State Statute. 

 
● “Chief Procurement Officer” means the City Treasurer. 

 
● “Consultant” means engineering firms, architectural firms, surveying firms, and other          

firms or individuals engaged in providing consulting or other professional services. 
 

● "Contractor," means any person who is a party to a contract with a public entity to                
construct, renovate or perform major maintenance of any highway, public building, public            
work or public improvement, structure or system.W.S. ​§​ 16-6-701(a)(ii),  

 
● “Department Head” means the person designated as the administrative official who           

oversees a department. The Departments within the City of Sheridan are Police, Fire,             
Treasurer, Clerk, Public Works, Utilities, Travel and Tourism, and Human Resources. 

 
● “Division Head” means a supervisory position who reports to the Department Head. 

 
● “Electronic Requisition” hereinafter referred to as an ‘eReq’, is the official document that             

records information regarding  the purchase and encumbers the funds in the budget.  
 

● "Resident," means a natural person, association or business entity authorized to be formed             
under Wyoming Statute Title 17, or the laws of another state which are the functional               
equivalent, and that is certified as a resident by the Department of Workforce Services              
following receipt of an affidavit executed and sworn to by a chief executive officer of the                
entity setting forth information required by the department to determine compliance with            
this act and prior to bidding upon the contract or responding to a request for proposal.                
W.S. ​§​ 16-6-101(a)(i) 

 
● “Maintenance” means any repair which does not constitute “Major Maintenance.”  

 
● “Major Maintenance" means the repair or replacement of complete or major portions of             

building and facility systems at irregular intervals which is required to continue the use of               
the building or facility at its original capacity for its original intended use and is typically                
accomplished by contractors due to the personnel demand to accomplish the work in a              
timely manner, the level of sophistication of the work or the need for warranted work.               
W.S. § 16-1-101(a)(v). 

 
● “New Vehicle” means any motor vehicle that has had no previous owner and is still               

covered by the manufacturer’s warranty. 
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● “Project Manager” means the assigned Department Head or his/her designee responsible           
to oversee specified projects and tasks.  

 
● “Public Improvement" means an improvement made within any City for which general            

bonded obligation may be incurred.W.S. ​§ ​15-1-101(a)(xi) 
 

● "Procurement" means buying, purchasing, renting, leasing or otherwise acquiring any          
supplies or services.W.S. § 9-2-1016(a)(i) 

 
● “Sealed Bid” means a bid which is not revealed or evaluated until the date of public                

opening, per W.S. § 15-1-113. 
 

● "Services" means the furnishing of labor, time or effort by a contractor to an agency. The                
term does not include employment agreements.W.S. § 9-2-1016(a)(ii) 

 
● "Supplies" means all property, including but not limited to, furniture, fixtures, stationery,            

printing, paper, fuel and equipment of every kind required for use in the offices, service               
and functions performed by agencies, and for repairing, heating and lighting the state             
buildings; and insurance and bonds from licensed Wyoming agents as required. W.S. §             
9-2-1016(a)(iii) 

 
3. TAX EXEMPT STATUS 

3.1. The City of Sheridan is exempt from most city, state sales taxes and some excise taxes.                
The City may also be exempt from other State’s sales taxes if that State participates in                
the Streamlined Sales & Use Tax Agreement with the State of Wyoming. The City of               
Sheridan’s Federal Tax Identification number is ​83-6000090 and the State Tax Exempt            
number is ​69-0830210​. These numbers must only be used for City of Sheridan purposes.              
It is the expectation that all employees who make purchases on behalf of the City ensure                
that the vendor is informed of the City’s tax exempt status. If proof of exemption is                
required by the vendor, proper documentation may be obtained from the Treasurer’s            
office. 

  
4. USE OF MUNICIPALITY NAME 

4.1. The City of Sheridan’s name shall not be used for personal gain. This includes, but is not                 
limited to, the use of the name to receive or request discounts on supplies, equipment,               
services or any other function that could be construed or perceived as “for personal gain.” 
 

5. ORIGINAL CONTRACT DOCUMENTS AND MAINTENANCE AGREEMENTS 
5.1. All original contracts will be kept with the City Clerk’s office. Copies may be kept by the                 

appropriate departments.  
5.2. Original maintenance agreements will be kept on file in the office of the appropriate              

department.  
5.3. Copies of all procurement contracts and maintenance agreements must be given to the             

Treasurer's office. 
 

6. VEHICLE AND EQUIPMENT REGISTRATION AND/OR INSURANCE 
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6.1. The City Clerk must be notified and given proper paperwork at least two (2) weeks prior                
to delivery of vehicles or equipment. Proper paperwork for registration includes a            
Certificate of Origin for out of state vendors, a Sales Tax Certification form for local               
vendors, and a Bill of Sale.  

6.2. Failure to provide proper notice to the City Clerk within two (2) of delivery shall prohibit                
the use of vehicles or equipment until proof of insurance has been obtained by the City                
Clerk.  
 

7. ASSET ADDITION OR DELETION 
7.1. Any assets purchased with a value over $5,000 must be reported to the Treasurer’s office               

on a ​New Asset Form (Attachment C)​. 
7.2. Any asset that is sold, traded, scrapped, or donated must be reported to the Treasurer’s               

office on an ​Asset Deletion Form (Attachment D​). 
 

8. ELECTRONIC REQUISITION (eReq) 
8.1. An Electronic Requisition, here-after referred to as an ‘eReq’, is the official document that              

records information regarding  the purchase and encumbers the funds in the budget.  
8.2. An eReq shall be used for all purchases ​that are not procured by bid or RFP. eReqs shall                  

be completed either before the purchase is made (preferably) or as soon thereafter as              
possible, but prior to receipt of the supplies/equipment/services, if         
supplies/equipment/services are being delivered or shipped. 

● If possible, the eReq number should be given to vendors to include on packing              
slips and receipts/invoices.  

8.3. eReqs will be converted to a purchase order by the Treasurer’s office. 
8.4. Exceptions 

● Payments required for payroll 
● Utility payments 

 
9. COOPERATIVE PURCHASING 

9.1. When two or more entities join together to buy one or more items, the venture is called                 
cooperative or collective purchasing. The Treasurer shall approve the use of cooperative            
agreements bid by other governmental agencies, unless otherwise provided by this Policy.            
An example would be the City using a State of Wyoming bid for vehicles. 

 
10. PETTY CASH 

10.1. Various departments have a petty cash fund. Each department maintaining a petty cash             
account shall designate a custodian and a reconciler. Departments maintaining petty cash            
funds shall reconcile the cash on hand, receipts and submit a voucher for replenishment of               
the fund on at least a monthly basis. 

10.2. Excluding funds used for licensing/registrations at the County Clerk’s office, use of petty             
cash is limited to expenditures of $50. Petty cash reimbursements shall comply with             
sections 11, 12 and 13. 

10.3. A ​Petty Cash Voucher ​(Attachment E) must be signed by the receiving individual and a               
receipt must accompany all payments out of petty cash. 

 
 
11. EMPLOYEE REIMBURSEMENTS 
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11.1. Requirements 
● Any purchases made by City employees where reimbursement will be requested           

are subject to ​sections 12 and 13​. It is the employee’s responsibility to check the               
purchasing policy of the City before incurring any expense. 

● It is preferable that any purchases made for City purposes be paid by the City               
directly to the vendor. 

● Under no circumstance shall a City employee pay a contractor or consultant            
directly. 

11.2. Reimbursement Request 
● The purchase shall be described on an ​eReq with a perjury statement signed by the               

employee requesting the reimbursement. 
● The requesting employee’s supervisor shall sign the eReq authorizing the          

reimbursement. 
● The original vendor receipt must be attached to the voucher. 

 
12. PURCHASES FROM EMPLOYEES OR AGENTS OF THE CITY 

12.1. The Chief Procurement Officer must authorize all purchases of supplies and services from             
current employees or agents of the City. This authorization must be in writing, signed by               
the designated City official and placed in the individual’s personnel file. All such             
purchases shall comply with ​section 13 ​and the City of Sheridan Employee Handbook. 

 
13. TYPES OF PROCUREMENT 

13.1. General Information 
● Any procurement made with federal funds must follow the provisions of 2 CFR             

200, as per City of Sheridan Resolution 23-17 passed June 19, 2017, which is              
included as ​Attachment B​. 

● Purchases ​SHALL NOT ​be split into multiple transactions in order to stay within             
the purchase limit.  

● All procurements must be followed by a detailed receipt/invoice or progress           
billing, as appropriate.  

● A matrix of the types of procurement is attached as Appendix A. 
● Due to the uniqueness and complexity of purchasing art, the City of Sheridan             

Public Arts Committee purchases shall be exempt from the bidding process. 
13.2. Micro-purchase 

● Procurement by micro-purchase is the acquisition of supplies or services in which            
the aggregate dollar amount does not exceed $3,500. To the extent practicable, the             
City must distribute micro-purchases equitably among qualified suppliers.        
Micro-purchases may be awarded without soliciting competitive quotes if the City           
considers the price to be reasonable. 

● The micro-purchase limit is applied as follows: 
○ With federal funds, the purchase limit is for the life of the grant. 
○ With all other funds, the purchase limit is the fiscal year. 

● Micro-purchases require approval by the Division Head and review by the           
Treasurer. 

13.3. Small purchase 
● Small purchases are those relatively simple and informal procurement methods for           

securing services, supplies, or other property that do not cost more than $35,000. 
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● Small purchases greater than $3,500 but not exceeding $10,000 require three (3)            
verbal quotes and ​approval by the Division Head, Department Head, and review            
by the Treasurer. 

● Small purchases greater than $10,000 but not exceeding $35,000 require three (3)            
written quotes and ​approval by the Division Head, Department Head, with review            
by the Treasurer. In addition, any written contract with the chosen vendor shall be              
signed by the Chief Procurement Officer. 

● The purchase limit for small purchases applies to each purchase, regardless of            
funding. 

13.4. Sealed Bids 
A. Requirement 

● Sealed bids are required for any type of public improvement if the estimated cost              
exceeds $35,000, except for professional services, emergency work or         
maintenance; see W.S. ​§​ 15-1-113. 

● Sealed bids are required for the purchase or lease of a new automobile or truck               
regardless of cost; see W.S. ​§​ 15-1-113.  

● Additionally, sealed bids are required for all purchases of supplies or equipment if             
the estimated cost exceeds $35,000. 

● All bids shall meet the requirements of ​W.S. ​§ 15-1-113 and W.S. ​§ ​16-6-101              
through 16-6-118. 

B. Specifications 
● Detailed specifications shall be prepared by the Project Manager or Department           

Head and approved by the Department Head. These specifications shall become           
part of the Standard Bid Package ​(Attachment F).  

● Any restriction in the specifications that could be considered restrictive of           
competition is prohibited.  They include, but are not limited to: 
○ Placing unreasonable requirements on firms in order for them to qualify to do             

business 
○ Requiring unnecessary experience and excessive bonding 
○ Non-competitive pricing practices between firms or between affiliated        

companies 
○ Non-competitive contacts to consultants that are on retainer contracts 
○ Organizational conflicts of interest 
○ Specifying only a brand name product instead allowing equal products to be            

offered. If the use of brand names is used it should be limited to expressing a                
minimum acceptable specification, in which case “or equivalent” shall follow          
the name brand, or when procurement of a particular brand name can be             
otherwise justified. 

○ Any arbitrary action in the procurement process 
C. Standard Bid Package 

● The standard bid package can be accessed through the City’s website or from the              
appropriate department. 

● The standard bid package includes the following forms or documents: 
○ Advertisement and Invitation to Bid 
○ Instructions to Bidder 
○ Bid Form/Contract 
○ Specifications 
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○ General Instructions 
○ Bid Bond 
○ Performance Bond 
○ Notice of Award 

● The standard bid package may include the following optional forms or documents: 
○ Special Requirements 
○ Trade-Ins 
○ For non-federally funded public work projects, the 5% Wyoming bidder          

preference clauses; see W.S. ​§ ​16-6-102, ​W.S. ​§ ​16-6-104, ​W.S. ​§ ​16-6-105,            
W.S. ​§ ​16-6-106 and ​W.S. ​§ ​16-6-107. 

○ For federally funded projects, the suspension and debarment statement. 
D. Advertisement and Invitation to Bid; see W.S. ​§ ​15-1-113(b) 

● The Department Head must sign all advertisements and invitations to bid. 
● All legal ads shall be placed by the City Clerk. 
● The advertisement and invitation to bid shall be published on two (2) different             

occasions, at least seven (7) days apart in the local newspaper, or according to the               
funding agency’s requirements.  The published notice shall state: 

○ the place, date and time of any pre-bid meetings 
○ the place, date and time when the bids will be received 
○ the place, date and time when the bids will be publicly opened  
○ the place where interested persons may obtain the bid package 
○ the bond requirement 
○ any automobiles or trucks for trade-in  
○ except for federally funded projects, a statement that “preference is hereby           

given to materials, supplies, agricultural products, equipment, machinery        
and provisions produced, manufactured or grown in Wyoming, or supplied          
by a resident of the state, quality being equal to articles offered by the              
competitors outside of the state;” see W.S. ​§ ​16-6-106 

● The City shall make an effort to notify known local vendors of upcoming bids. 
E. Awarding the Bid/Notice of Award 

● The Project Manager or Department Head will review the bids and put together a              
bid tabulation of all bidders and submitted bids. 

● Prior to awarding, the City Attorney shall review all contracts. 
● The contract shall be awarded to the responsible certified resident making the            

lowest bid if the certified resident’s bid is not more than five percent (5%) higher               
than that of the lowest responsible non-resident bidder; see W.S. ​§ ​16-6-102.  

● Upon said determination, the Project Manager or Department Head will write an            
award letter of recommendation to the Department Head and Chief Procurement           
Officer to take to Governing Body for approval. 

● The Governing Body will award the bid at a regularly scheduled Council meeting. 
● The contract shall be executed by the Mayor and attested by the Clerk, or his/her               

designee.  
● The Project Manager or Department Head shall issue the Notice of Award to the              

successful bidder. 
● The successful bidder shall finish the performance guarantee within 30 days. 

 
F. Advertisement for Final Payment 
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● Before the City is to make the final payment on any contract for which a bond or                 
other financial guarantee is required, the City shall publish once a week for three              
(3) consecutive weeks and also post in three (3) conspicuous places at the place of               
work, forty (40) days before the final payment, a notice that the contractor is              
entitled to to final settlement and that City will pay to the contractor the full               
amount due under the contract; see W.S. ​§ ​16-6-116.  

● No final payments shall be made to a contractor without a sworn statement from              
the contractor setting forth that all claims for material and labor performed under             
the contract have been paid and are paid for the entire period of time for which the                 
final payment is to be made. If any claim for material and labor is disputed, the                
sworn statement shall so state and the amount claimed to be due the laborer shall               
be deducted from the final payment and retained by the City until the             
determination of the dispute, either by judicial action or consent of the parties, and              
then paid by the City to the persons found entitled thereto; see W.S. ​§ ​16-6-117. 

13.5. Competitive Proposals (RFP or RFQ) 
A. Requirement 

● Request for proposals/qualifications are required for professional services for         
construction manager agents, construction manager-at-risk or design-builder if the         
estimated cost exceeds $35,000; see W.S. ​§​ 15-1-113. 

● Request for proposals/qualifications are required for all other services, including          
maintenance, if the estimated cost exceeds $35,000 

● Additionally, request for proposals/qualifications are required for all leases of          
equipment if the estimated cost exceeds $35,000. 

● If the project or procurement is receiving funding from an outside funding agency,             
City staff must receive written approval from the funding agency to utilize the             
RFP/RFQ process. 

B. Scope of Work 
● City staff shall prepare a description of the general project, the scope of work or               

specifications of equipment, set a timetable for completion and estimate the fees            
for the proposed services or lease noting any extraordinary evaluation factors to be             
used in the selection process. 

C. Advertising 
● The Department Head must sign all advertisements and requests for          

proposals/qualifications. 
● All legal ads shall be placed by the City Clerk. 
● The advertisement and request for proposal/qualification shall be published on two           

(2) different occasions, at least seven (7) days apart in the local newspaper, or              
according to the funding agency’s requirements.  

● The City shall make an effort to notify known local consultants and vendors of              
upcoming RFP/RFQs. 

● RFP/RFQs can be found on the City’s website. 
 

D. Request for Proposals/Qualifications 
● The proposal, as submitted by the consultant or vendor, shall include profiles on             

the company’s ability to perform the work or provide the leased equipment,            
demonstration of understanding of the project, as well as references.  

E. Selection Committee 

8 



● The selection committee consists of at least three members, but generally not more             
than five. Each member shall ensure that he or she has no possible conflict of               
interest that may influence the selection process. 

F. Evaluation Factors 
● The selection committee shall consider the selection in light of the preliminary            

scope of work and fee estimate previously established. Factors used to select            
consultants or vendors may include the following: 

○ Experience and expertise of the company in the work needed 
○ Qualifications of the company's personnel 
○ Previous performance by the company 
○ Knowledge about the project or equipment 
○ Special product delivery requirements 
○ Workload with other clients (if known) 
○ Location (In-state or out-of-state consultant location cannot be a factor, but           

proximity to the project is an allowable factor) 
○ Financial stability 
○ Reputation 
○ References 
○ Cost 

● At the selection committee’s option, additional factors may also be used. 
G. Selection by Scoring and Ranking 

● To determine the final selection, the committee ranks the consultants or vendors            
being considered. This process involves prioritizing each factor and developing an           
overall score. If it becomes apparent that a particular consultant or vendor is not              
qualified, the committee may eliminate the consultant or vendor from further           
consideration. The following items should be considered to determine if a           
consultant or vendor is minimally qualified: 

○ The consultant or vendor shall have an exemplary ethical and professional           
reputation. 

○ Individuals the consultant or vendor employs shall possess the levels of           
education, training and experience necessary to perform the required         
services satisfactorily. 

○ If the consultant will be engaged to perform engineering, surveying, or           
architectural services for the City of Sheridan, the employee overseeing the           
work shall be licensed by the Wyoming Board of Registration for           
Professional Engineers and Professional Land Surveyors or the Wyoming         
State Board of Architects and Landscape Architects. 

○ The consultant or vendor shall be established in the area of expertise for             
which the company is being considered, with recent experience in a           
responsible role. 

● For architectural or engineering related projects, the selection must be          
qualification-based. Therefore, the City shall not solicit fee proposals before the           
consultant selection. Within the RFQ process, fee proposals may be requested in            
separate sealed envelopes, and only the selected firm’s fee proposal will be opened             
after the selection is complete. 

● For leases or projects that are not architectural or engineering related, fee proposals             
can be considered a part of the selection criteria. 
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● The City may interview, via phone, the top three (3) consultants or vendors. 
H. Negotiations 

● Negotiations shall begin with the top-ranked consultant or vendor. At this time,            
final scope and cost will be discussed. The cost may be determined by on of the                
following: 

○ Salary cost times a multiplier plus direct non-salary costs 
○ Cost plus a fixed fee 
○ Lump sum 
○ Unit of work payment 
○ Hourly rate with maximum fee 

● These methods are described fully in the American Society of Civil Engineers            
(ASCE) Manual No# 45. If the contract cannot be negotiated with the top-ranked             
consultant, negotiations should be terminated and the City should begin discussion           
with the next ranked consultant until a contract is negotiated. Under no            
circumstances shall staff negotiate with more than one consultant at a time.  

I. Awarding the Proposal 
● Prior to awarding, the City Attorney shall review all contracts. 
● The Governing Body will award the proposal at a regularly scheduled Council            

meeting. 
● The contract shall be executed by the Mayor and attested by the Clerk, or his/her               

designee, and copies must be given to the City Clerk , the Treasurer, the consultant               
or vendor and the Project Manager, if applicable.  

● The consultant must be notified to proceed by the Project Manager. The Project             
Manager must provide all pertinent information to the consultant, monitor their           
work, render decisions on behalf of the City and authorize payment to the             
consultant.  

13.6. Non-Competitive Proposals 
A. Non-Competitive proposals ​may be used only when one or more of the following             

circumstances apply: 
● Single source 

○ A single source procurement is when there is only one good or service that              
can reasonably meet the need and there is only one vendor who can provide              
the good or service.  

○ Procurement without competition is authorized under limited conditions        
and subject to written justification documenting the conditions which         
preclude the use of a competitive process.  

○ A requirement for a particular proprietary item (i.e., a brand name           
specification) does not justify a single source procurement ​if there is more            
than one potential vendor for that good or service. Price is not a             
consideration to justify a sole s​ource procurement. In cases of reasonable           
doubt, competition should be solicited. The Department shall determine         
the price is fair and reasonable.  

○ The Department shall take reasonable steps to avoid using single source           
procurement except in circumstances where it is both necessary and in the            
best interests of the City. The Department shall take action, whenever           
possible, to avoid the need to continue to procure the same supplies and/or             
services without competition. 
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○ The requesting department shall submit a memo to the Treasurer of source            
justification along with any other pertinent information regarding the single          
source procurement; e.g. vendor quote, literature, etc. 

○ The Chief Procurement Officer is the final authority for approval of single            
source procurements. 

● Emergency purchase 
○ An emergency purchase is a purchase that is essential to the life, health or              

convenience to the citizens of Sheridan. Such emergencies may be a           
breakdown of the electrical system, water supply or critical vehicles. 

○ When an emergency condition exists that prevents the use of a competitive            
procurement method, the City may conduct a procurement on an          
emergency basis. Emergency procurements may be negotiated on a single          
source or limited competition basis as dictated by the circumstances          
surrounding the emergency. 

○ Emergency procurements ​do not ​include: 
● Procurements that need to be rushed because of a failure to plan ahead 
● End of the fiscal year procurements 
● End of a grant/contract procurement 

○ Authority to make Emergency Procurements 
● Approval by the Chief Procurement Officer, or his/her designee, shall          

be obtained prior to the procurement. In the event an emergency arises            
after normal working hours, the City department shall notify the Chief           
Procurement Officer. 

● The emergency procurement shall be limited to the procurement ​of          
only the types of items and quantities or time period sufficient to meet             
the immediate threat and shall not be used to meet long-term           
requirements. 

○ Documentation 
● As soon as practicable, the City department shall prepare a written           

justification, to be approved by the Chief Procurement Officer, that          
sets forth the justification for the emergency procurement. The         
justification​ ​shall include the following: 
○ the basis for the emergency procurement including the date the          

emergency first became known 
○ a listing of the supplies and/or services procured 
○ a description of the efforts made to ensure that proposals or offers            

were received from as many potential vendors as possible under          
the circumstances 

○ the basis for the selection of the selected vendor 
● Expressly authorized by Federal Agency or Pass-Through 
● Inadequate competition 

 
14. RECEIVING OF SUPPLIES AND EQUIPMENT 

14.1. Items purchased using a purchasing card may be picked up by the cardholder or delivered.               
Either way, the vendor should include a packing slip, receipt or invoice. The items              
received should be verified against these documents and then ​compared against the            
purchase order for accuracy and completeness. The receipt or invoice must indicate that             
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this is a purchasing card purchase.  
14.2. A packing slip will generally come inside the box or attached to the outside of the package                 

being delivered. Personnel shall verify that what is on the packing slip is truly what is                
received and then ​compare it against the purchase order for accuracy and completeness. 

14.3. Upon receipt of supplies or equipment, the receiving department shall inspect the supplies             
or equipment for damage or defects.  

14.4. Items delivered by freight truck shall be inspected prior to signing the bill of lading. Any                
damage to the package should be pointed out to the driver and noted on the bill of lading.                  
If extensive damage is observed, the shipment should be refused. If no damage is visible,               
a note must be made on the bill of lading that the “shipment is accepted subject to                 
inspection.”  

14.5. If damage or defects are discovered, the magnitude of the damage or defects shall be               
considered, and the vendor shall be contacted. Arrangements shall be made for the return              
and/or replacement of the supplies or equipment. Any credit memos received for the             
returned supplies or equipment shall be submitted to the Treasurer’s office.  

14.6. If, upon inspection, it is determined that duplicate items or the wrong items were received,               
arrangements shall be made for the return and/or replacement of the supplies or             
equipment. Any credit memos received for the returned supplies or equipment shall be             
submitted to the Treasurer’s office.  

 
15. PURCHASING CARD 

15.1. General Instructions 
● The purpose of the purchasing card is to streamline and simplify the purchasing             

and payment process. 
● All other aspects of this Purchasing Policy must be followed, specifically: 

○ Section 3 - Tax Exemption 
○ Section 8​ ​- Electronic Requisition (eReq) 
○ Section ​12 ​- Purchases from Employees or Agents of the City 
○ Section ​13​.1 - General Information 
○ Section ​13​.2 - Micro-Purchases 
○ Section ​13​.6 - Emergency Purchases 
○ Section ​14 ​- Receiving of Supplies and Equipment 

● Purchasing cards may not be used to avoid or bypass appropriate purchasing            
policies and procedures. 

● Individual purchases may not exceed the micro-purchase threshold, unless for an           
emergency purchase, as defined in ​Section 13.6​. 

● Purchases made with the purchasing card are for supplies and equipment, and            
travel related expenses only. ​Under no circumstance shall a City employee pay a             
contractor or consultant  with a purchasing card. 

○ Use of purchasing cards for meals is limited to travel outside of the City              
where at least one overnight stay will occur or when the meal is beneficial              
to the needs of the City.  

● All mailed or delivered orders shall have the cardholder’s name and department on             
the package. 

● Any incentive program benefits derived by the use of purchasing cards shall be             
the property of the City. The Treasurer will determine the use of such incentive              
program benefits.  
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● The cardholder is the only person entitled to use the card and the card is not to be                  
transferred to or allowed to be used by anyone other than the cardholder. The              
cardholder may make procurement transactions on behalf of others in their           
department however the cardholder is responsible for the validity of purchases           
made with their card and for obtaining the required receipts. 

● Violations of this ​policy may result in loss of purchase card privileges and             
discipline up to and including termination.  

15.2. Cardholder Eligibility 
● In order to receive a purchasing card a cardholder must: 

○ Be a current full time or regular part time City of Sheridan employee 
○ Receive the approval of their Department Head and the Treasurer  
○ Attend a training session before receiving their purchasing card 
○ Sign a ​Cardholder Agreement (Attachment G) 

15.3. Limitations and Restrictions  
● The following restrictions, including but not limited to, may be placed on each             

individual card, as determined necessary by the employee’s Department Head          
and the Treasurer: 

○ Monthly, daily and per transaction credit limits 
○ Limits on number of transactions 
○ Merchant category blocking 

15.4. Unauthorized Purchases  
● The following is a list of unauthorized purchasing card purchases:  

○ Alcohol or tobacco products 
○ Entertainment related expenses 
○ Prescription and non-prescription drugs 
○ Weapons and ammunition (except for Police personnel) 
○ Cash advances 
○ Items for personal use 
○ Any transaction which exceeds the limits set on the cards 
○ Fuel for personal vehicles 
○ Purchases or travel outside of the United States unless authorized by the            

Chief Procurement Officer 
○ Purchases exceeding the appropriated budget amount for the GL code          

being charged without prior authorization from the appropriate        
Department Head 

15.5. Lost or Stolen Cards  
● If the purchasing card is lost or stolen, the cardholder must immediately notify the              

card issuer and the Treasurer’s Office. The Treasurer’s Office will follow up with             
the card issuer to take the appropriate action to have the card canceled and a new                
card issued. 

 
 

Appendix A 
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Types Of Procurement 
 

 Micro- 
Purchase 

Small 
Purchase 1 

Small 
Purchase 2 

Sealed Bids Competitive 
Proposals 

Non-Competitive 
Proposals 

Limit < $3,500 $3,500 - 
$10,000 

$10,000 - 
$35,000 

> $35,000 > $35,000 No limit 

Purchase Type supplies 
services 

supplies 
equipment 
services 

supplies 
equipment 
services 

construction 
vehicles 

equipment 

professional 
services 

maintenance 
leases 

construction 
professional 

services 
equipment 

leases 

Competition none 3 verbal 
quotes 

3 written 
quotes 

sealed bids RFP/RFQ none 

1​st​ Approval Division 
Head 

Division 
Head 

Division 
Head 

Division 
Head 

Selection 
Committee 

Chief Procurement 
Officer 

2​nd​ Approval none Department 
Head 

Department 
Head 

Department 
Head 

none  

Final Approval    Governing 
Body 

Governing 
Body 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Attachments  

● Attachment A - City of Sheridan Resolution 29-11 
● Attachment B - City of Sheridan Resolution 23-17 
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● Attachment C - New Asset Form 
● Attachment D - Asset Deletion Form 
● Attachment E - Petty Cash Voucher 
● Attachment F - Standard Bid Package 
● Attachment G - ​Cardholder Agreement 
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CITY OF SHERIDAN, WYOMING
55 Grinnell Street, P.O. Box 848, Sheridan Wyoming 82801
Ph (307) 674-6483 Fax (307) 674-2195

Public Works  

MEMORANDUM
   
Project
Name:

Consideration of Amendments to the City of Sheridan Tree Ordinance - Public Works Director Lane
Thompson - 5 Minutes

From: Lane Thompson, Public Works Director
To: Mayor and Council
CC: Mark Collins, City Administrator
Date: 03/22/2019

Recommendation:
Staff recommends that Mayor and Council approve the adoption of the proposed changes to the current Tree
Ordinance documents.

Background:
The City Arborist and the Sheridan Tree Board have been working together over the past six (6) months to update
and make changes to Chapter 26 of the Sheridan Municipal Code. In 2008, the City was awarded a Tree City USA
designation.  This designation requires maintaining a Tree Board and a Tree Care Ordinance for the community.
The current Tree Ordinance was created for this reason. With the addition of a City Arborist, the Code needs to be
updated.  Many of  the proposed changes focus on defining the City Arborist's roles and responsibilities within the
context of the ordinance. The other major changes to the document focus on requiring any person or business
performing tree maintenance activities on public trees to follow the best management practices and safety
requirements laid out by the American National Standards Institute (ANSI). Both the American National Standards
Institute, Inc., ANSI A300 (Part 1) -2017 and the ANSI Z133.1 -2017. Safety Requirements are documents that are
recognized nationally as the standard for arboricultural practices. These documents have been adopted by many
municipalities around the state of Wyoming and the United States. Other changes in the ordinance include a change
to the required clearance height of trees over roadways (from 20 ft to 14 ft), a change in the definition of Tree
Board and it's bylaws, and a change in the amount of insurance required for contractors to obtain a license to work
on public trees in the City of Sheridan. A majority of the requirements laid out in the current ordinance will remain
intact.

Attachments
Redlined Ordinance 



 Ordinance _______________ 

AN ORDINANCE AMENDING CHAPTERS 26 OF THE CITY OF SHERIDAN MUNICIPAL 

ORDINANCES CONCERNING TREES, PLANTS AND SHRUBS, SPECIFICALLY; 

WHEREAS, the City of Sheridan Ordinances contain certain provisions concerning the 

maintenance and removal of trees, plants and shrubs; 

WHEREAS, the City of Sheridan desires to amend the City Ordinances to better improve the 

City of Sheridan Community Forest. 

NOW THEREFORE, BE IT ORDAINED BY THE GOVERNING BODY OF THE CITY OF 

SHERIDAN, WYOMING: 

 The following Sections of Chapter 26 are hereby amended: 

 

26-1 Purpose. 

    This Chapter provides for the care of trees, plants, and shrubs on City property and aids in the 

creation of a Community Forestry Program. The mission of this Program is to effectively 
promote the wellbeing and saftry of the City of Sheridan Community Forest.  (Ord. No. 2043, § 

2, 2-19-08; Ord. No. 2079 § 2, 1-18-10.) 

  

26-2 Definitions. 

(a) City Arborist is herein defined as the individual who plans, develops, implements and 

manages the City’s Community Forestry Program. This individual organizes the planting 
and maintenance of all City trees in parks, open space, landscaping and City right-of ways 

and property. 

 
(b) Street trees are herein defined as trees, plants, shrubs, bushes and all other woody 

vegetation lying in the city right-of-way. 

 
(c) Rights-of-way are herein defined as a strip of land occupied or intended to be occupied by 

a street, sidewalk, crosswalk, alley, boulevard (the strip of land between a sidewalk and 

street) shade tree or for another special use or otherwise reserved by easement. 

 

(d) Public sidewalks are herein defined as sidewalks located within the City right-of-way. 

 

(e) Park trees are herein defined as trees, plants, shrubs, bushes and all other woody 

vegetation in parks having individual scientific names, and all areas owned by the City, or 

to which the public has free access as a park. 
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(f) Public trees are herein defined collectively as all street trees, park trees and any other trees 

located on public property. 

(g) Tree Day. The Mayor of the City shall annually, in the spring, issue his or her 

proclamation designating a day to be observed by the citizens of the City, calling upon 

them to devote the day to tree planting and toward the cultivation of trees and shrubbery. 

 

(h) Tree Pruner. A person or company who has been issued a license to provide a commercial 

service to prune or remove trees as specified by this Chapter. 

26-3 Tree Board 

(a) The City Tree Board shall consists of up to 7 member members who are residents of the 

City or own a business in Sheridan.  One member of the Board shall include the Public 

Works Director or his designee.  One member of the Board shall be the City Arborist.  
Tree Board members shall be appointed by the Mayor with the approval of the City 

Council.  

 
(b) It shall be the responsibility of the City Arborist and/or City Tree Board to study, 

investigate, counsel, and develop written standards, rules and regulations for the care, 

preservation, pruning, planting, replanting, removal or disposition of trees and shrubs in 
public ways, streets and alleys. Such standards will be presented to the City Council and 

upon their acceptance and approval, shall constitute the official City tree rules and 

regulations, and shall constitute the official comprehensive city tree plan for the City of 

Sheridan, Wyoming. 

 

(c) The City Tree Board, when requested by the City Council, shall consider, investigate, 

make findings, report, and recommend upon any special matter or question. 

 

(d) The City Tree Board shall choose its own officers, make its own rules and regulations 
consistent with the provisions of this chapter, and keep a journal of its proceedings. A 

majority of the members shall be quorum for the transaction of business. (Ord. No. 2043, § 

2, 2-19-08; Ord. No. 2079 § 2, 1-18-10.) 

  

26-4 Tree size and species. 

    The following tree size classification shall apply in subsequent sections: 

  

Small tree Up to twenty-five feet (25’) projected height at maturity. 

Medium tree Twenty-five (25’) to forty feet (40’) projected height at maturity. 

Large trees Over forty feet (40’) projected height at maturity. 

  

    Specific tree choices and prohibited tree species shall be adopted by the City Tree Board 

through its regulations. (Ord. No. 2043, § 2, 2-19-08; Ord. No. 2079, § 2, 1-18-10.) 
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26-5 Distance from street corners and fire hydrants. 

    No street trees shall be planted closer than thirty feet (30’) from any street corner, measured 
from the point of the nearest intersecting curbs or curb lines. No street tree shall be planted closer 

than ten feet (10’) from any fire hydrant. (Ord. No. 2043, § 2, 2-19-08; Ord. No. 2079, § 2, 1-18-

10.) 

  

26-6 Distance from curbs and public sidewalks. 

    The distance trees may be planted from curbs or curb lines and public sidewalks will be in 
accordance with the tree species size classes as adopted in the regulations of the City Tree Board, 

and no trees may be planted closer to any curb or public sidewalk than the following: small 

trees—two feet (2’), medium trees—three feet (3’), and large trees—four feet (4’). (Ord. No. 

2043, § 2, 2-19-08; Ord. No. 2079, § 2, 1-18-10.) 

  

26-7 Utilities. 

    No street trees other than those permitted by the City Tree Board in its regulations, may be 
planted under or within ten lateral feet (10’) of any overhead utility wire, or over or within five 

lateral feet (5’) of any underground water line (with the exception of underground irrigation 

systems), sewer line, transmission line or other utility. (Ord. No. 2043, § 2, 2-19-08; Ord. No. 

2079, § 2, 1-18-10.) 

  

26-8 Public tree care. 

    The City shall have the right to plant, prune, preserve, and remove trees, plants, and shrubs 

within the rights-of-way of all streets, alleys, avenues, lanes, squares and public grounds, as may 

be necessary to insure safety when servicing City utilities or to preserve the symmetry and 
beauty of such public grounds. The City may, at its option, remove or cause to be removed any 

public tree or part thereof which presents an unsafe condition or which by reason of its nature is 

injurious to sewers, electric power lines, gas lines, water lines, or other public improvements. 

(Ord. No. 2043, § 2, 2-19-08; Ord. No. 2079, § 2, 1-18-10.) 

  

26-8.01 Property owner responsibilities. 

    The owner of property abutting any public street, alley or sidewalk, rights-of-way, boulevards 

or other public place, shall properly maintain and care for all trees, shrubs, hedges or vines 

located upon or affecting these areas pursuant to the terms set forth in Sections 26-9 through 26-

14. (Ord. No. 2079, § 2, 1-18-10.) 

  

26-9 Height—Corner clearance. 

(a)  Street trees shall be maintained with the following clearance: eight feet (8’) above the 

pedestrian thoroughfare and eighteen feet (18’) above driving surface. 
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(b) In order to provide clear visibility at street intersections, a minimum of eight feet (8’) 

vertical clearance along the pedestrian thoroughfare must be maintained and eighteen feet 

(18’) above driving surface within the triangular area at any street intersection corner 
which is formed by the intersecting back of curb lines. A thirty-foot (30’) distant, as 

measured horizontally, must be maintained as measured along said back of curb lines, 

from their projected points of intersection. 
i. If owners do not correct such problems, the City shall notify property owners in 

writing. If owners are advised of the above-mentioned problems and they are not 

corrected within fifteen (15) days, the City may remove the problem trees or 
limbs and the cost thereof shall be assessed to the owner. Such trimming will be 

confined to the area immediately above the right-of-way. 

 

ii.  If such costs are not paid by the owner within thirty (30) days from the date the 

City notifies the owner of the costs incurred to abate the issue, the City may: (1) 

issue a citation for a misdemeanor punishable as set forth in Chapter 9 of the 

Sheridan City Code (section 9-1 et seq.); and may (2) file notice of the claim and 

lien against the property affected in the Sheridan City Clerk’s Office and the 

Sheridan County Clerk’s Office against the owners of the real property. 

 

iii. Provided, the owners, after submitting a formal request for financial assistance, 

may be eligible for reimbursement through the City’s abatement fund for no more 
than fifty percent (50%) of the costs. (Ord. No. 2043, § 2, 2-19-08; Ord. No. 

2079, § 2, 1-18-10.) 

  

26-10 Application/permit for trees located in the right-of-way. 

    No person or company shall plant, remove, cut above the ground, or disturb any tree on any 

street, park, or other public place without first filing an application and procuring a permit from 

the City. The person receiving the permit shall abide by the standards set forth in this Chapter.  
Permits are issued by the City and shall be approved by the City Arborist.  The City reserves the 

right to deny a permit for any reason with or without cuase. (Ord. No. 2043, § 2, 2-19-08; Ord. 

No. 2079, § 2, 1-18-10.) 

  

26-11 Performance Standards. 

(a) Any person and/or business performing tree maintenance on public trees shall be 
required to adhere to the requirements adopted in the American National Standards 

Institute, Inc., ANSI A300 (Part 1)-2017. American National Standard for Tree Care 

Operations - Tree, Shrub and Other Woody Plant Maintenance - Standard Practices 
(Pruning) practices outlined in the document: American National Standards Institute, 

Inc., ANSI A300 (Part 1)-2017. American National Standard for Tree Care Operations - 

Tree, Shrub and Other Woody Plant Maintenance - Standard Practices (Pruning). 
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(b) If a tree is to be removed from a public right of way, the stump of that tree must then be 
ground out at least six (6) inches below the surface grade of the area. Utilities must be 

located before any stump grinding or digging can occur. 

 

(c) Any person or company proposing to apply pesticides to shrubs, trees or plants located 
on public property must possess the proper pesticide qualifications and provide proof of 

their qualifications to the City. 

 

(d) No person shall willfully destroy, break, or mutilate any growing trees in the City. It is 

unlawful for anyone to top any street tree, park tree, or other tree on public property. 

Topping, is the severe cutting back of limbs to stubs larger than three inches in diameter 
within the tree’s crown to such a degree so as to remove the normal canopy and disfigure 

the tree. Trees severely damaged by storms or other causes, or certain trees under utility 

wires or other obstructions where other pruning practices are impractical, may be 

exempted from this chapter at the determination of the City Arborist. 

  

26-12 Dead or diseased tree removal on private property. 

(a) Should trees located on private property constitute a hazard to life or property, or harbor 
insects or disease which constitutes a potential threat to other trees within the City.  

Owners shall be advised of the above-mentioned issue.  The owner shall take action to 
correct the problem within fifteen (15) days from the date of the issuance of the notice.  
Should the owner fail to correct the problem, the tree may be removed or caused to be 

removed by the City and the cost thereof shall be paid by the owner. 
 

(b) If such costs are not so paid the owner within thirty (30) days from the date the City 

notifies the owner of the costs actually incurred to correct the problem, the City may: (1) 

issue a citation for a misdemeanor punishable as set forth in Chapter 9 of the Sheridan 
City Code (Section 9-1 et seq.); and may (2) file notice of the claim and lien against the 

property affected in the Sheridan City Clerk’s Office and the Sheridan County Clerk’s 

Office, which if filed. 

 

(c) Provided, the owners, after submitting a formal request for financial assistance, may be 

eligible for reimbursement through the City’s abatement fund for no more than fifty 
percent (50%) of the costs. 

 

(d) Should the property owner contest the fact that the tree is diseased, they may request a 

hearing in front of the City Council of the City of Sheridan. Said hearing shall be 
conducted pursuant to the Wyoming Administrative Procedures Act. If a hearing shall be 

requested, the City shall not cause the removal of the dead or diseased tree until the 

completion of the hearing. The provisions of this paragraph shall not apply in case of an 
emergency. Cases of emergency are defined as conditions, which pose an immediate 

safety or health hazard to the public.     (Ord. No. 2043, § 2, 2-19-08; Ord. No. 2079, § 2, 

1-18-10.) 
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26-13 Trees already in place. 

    Trees already in place and growing at the date of the ordinance codified in this Chapter shall 
be exempt from sections 26-5, 26-6, and 26-7. However, any new or replacement trees shall 

subject to the exempt sections. (Ord. No. 2043, § 2, 2-19-08; Ord. No. 2079, § 2, 1-18-10.) 

  

26-14 Improper planting on private property. 

(a)  Whenever a tree or shrub is planted in conflict with the provisions of this Chapter, the City 

shall notify the landowner in writing. If the landowner has not corrected the problem within 
fifteen (15) days, the same may be removed or caused to be removed by the City and the 

cost thereof shall be assessed to the owner. 

 
(b)  If such costs are not so paid by the owner within thirty (30) days from the date the City 

notifies the owner of the costs actually incurred to correct the problem, the City may: (1) 

issue a citation for a misdemeanor punishable as set forth in Chapter 9 of Sheridan City 
Code (section 9-1 et seq.); and may (2) file notice of the claim and lien against the property 

affected in the Sheridan City Clerk’s Office and the Sheridan County Clerk’s Office. 

 
(c) Provided, the owner, after submitting a formal request for financial assistance, may be 

eligible for reimbursement through the City’s abatement fund for no more than fifty percent 

(50%) of the costs. (Ord. No. 2043, § 2, 2-19-08; Ord. No. 2079, § 2, 1-18-10.) 

  

26-15 License and bond. 

(a) It is unlawful for any person or firm to engage in the business or occupation of pruning, 
treating, or removing public trees, or trees on public property within the City without first 

applying for and procuring a license from City. Applicants shall pass a written 

examination to insure they are qualified and knowledgeable in tree pruning standards and 
provide a list of at least three references from past clients or certified arborists attesting to 

applicant’s skill, ability and professionalism. Arborists certified by the International 

Society of Arboriculture (ISA) will be exempt from the examination. License fee and 
licenses will not be required for any public service employee or City employee doing 

such work in the pursuit of their public service endeavors.     

 
(b) A tree pruners’ license fee shall be set by City Council.  Before issuance of the license, 

the licensee shall execute and deposit in the office of the City Clerk a surety bond to the 

City, in form approved by the City Council, in the sum of five thousand dollars 
($5,000.00).   In addition to such bond, each applicant shall, for the protection of the 

public, place on file in the office of the City Clerk, a policy of public liability insurance, 

in force and effect during the license period, issued by an insurance company authorized 
to do business in the state, in the following minimum amounts: Personal and bodily 
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injury liability with limits of one million dollars ($1,000,000.00) per occurrence and one 
million dollars ($1,000,000.00) for property damage per occurrence. 

 

(c) All tree pruners’ licenses issued under this section shall expire one (1) year from date of 

issuance.  The City shall maintain a list of licensees. 

  

26-15.01 Duties of care toward public. 

(a) Any person or company performing any type of tree maintenance on public property will 

be required to adhere to the requirements adopted in the American National Standards 

Institute, Inc., ANSI A300 (Part 1)-2017. American National Standard for Tree Care 
Operations - Tree, Shrub and Other Woody Plant Maintenance - Standard Practices 

(Pruning) practices outlined in the document: American National Standards Institute, Inc., 

ANSI A300 (Part 1)-2017. American National Standard for Tree Care Operations - Tree, 
Shrub and Other Woody Plant Maintenance - Standard Practices (Pruning). 

 

(b) Tree pruners will safeguard all persons and property from injury during the operation of 
cutting down trees or by trimming off parts thereof, and will exercise every precaution in 

connection therewith by giving warning to all persons who might possibly be injured by 

falling trees and limbs and by erecting street and sidewalk barriers to avoid accidents of 
every nature. 

 

(c) Tree pruners shall clean up all branches, stumps, logs, chips, leaves and twigs scattered as a 
result of their work and will thoroughly and completely pick up and remove all of the same 

from streets, sidewalks and alleys. 

 
(d) Tree pruners shall transport logs, stumps, limbs, twigs, chips, leaves and tree trimmings of 

every nature over the streets and alleys of the City so that there shall be no scattering of 

such debris during the transportation thereof, to a dumping place approved and designated 
by the solid waste manager of the City. 

 

(e) Persons pruning trees on their own property are not required to comply with the terms of 
this article pertaining to licensing or posting of a bond and insurance, but are otherwise 

regulated by and subject to this section. 

 

(f) Upon more than one conviction of any person for the violation of this section, the license of 

such person to prune trees shall be revoked. (Ord. No. 2043, § 2, 2-19-08; Ord. No. 2079, § 

2, 1-18-10.) 

  

26-16 Interference with City Arborist/City Tree Board. 

(a) It is unlawful for any person to prevent, delay, or interfere with the City tree board, or any 
City employee, while engaging in and about the planting, cultivating, mulching, pruning, 

spraying or removing of any trees or shrubs authorized in this Chapter.  
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26-17 Review by the City Council. 

    The City Council of the City of Sheridan shall have the right to review the conduct, acts, and 
decisions of the City Arborist and/or City Tree Board. Any person may appeal from the ruling of 

order of the City Arborist and/or City Tree board to the city council that may hear the matter and 

make final decision. (Ord. No. 2043, § 2, 2-19-08; Ord. No. 2079, § 2, 1-18-10.) 

  

26-17 Penalty. 

    Any person violating any provision of this chapter shall be, upon conviction or a plea of 
guilty, punished as provided in the City Code, Section 9-1. Any tree, shrub or other plant found 

to be in violation of this section or found to be diseased, dangerous, improperly planted, or dead 

shall be deemed and declared a nuisance.  (Ord. No. 2043, § 2, 2-19-08; Ord. No. 2079, § 2, 1-

18-10.) 

  

  

 WHEREUPON, a motion was passed and the Ordinance declared adopted this ____ day of  
   , 2019. 

 
      CITY OF SHERIDAN, WYOMING 
 

 
      

Mayor 
        
ATTEST: 

 
 

      
City Clerk 
 

 
FIRST READING: 

 
SECOND READING: 
 

PUBLISHED: 
 

EFFECTIVE THE             DAY OF                                        , 2019.  
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CITY OF SHERIDAN, WYOMING
55 Grinnell Street, P.O. Box 848, Sheridan Wyoming 82801
Ph (307) 674-6483 Fax (307) 674-2195

Public Works  

MEMORANDUM
   
Project
Name:

Consideration of Approval of Amendment No. 1 for the City of Sheridan Hill Slide Stabilization
Project Phase I  - City Engineer Hanns Mercer

From: Hanns Mercer, City Engineer
To: Mayor and Council
CC: Mark Collins, City Administrator
Date: 03/22/2019

Recommendation:
Staff recommends that Mayor and City Council approve Amendment No. 1 to the original contract between the City
of Sheridan and Hayward Baker, Inc. of Commerce City, CO. in the amount of the Guaranteed Maximum Price
(GMP).

Background:
The City of Sheridan and Hayward Baker, Inc. entered into a contract on August 16, 2018 for the services of
Design-Build for Hill Slide Stabilization Project. The GMP cost proposal is broken into two sections; Construction
Services and Professional Services. The Construction Services section will include Hayward Baker's bid or the
lowest successful bid, to complete the construction of the project. The Professorial Services section of the GMP
includes the costs associated with Project Management, Inspection Services and Testing.  The Hillslide
Stabilization Project has followed all of the Wyoming State Statues for Capital Construction bidding requirements. 

Secured USDA Grant August 14, 2018
Contracted with Hayward Baker, Inc. on August 16, 2018
30% Design Submittal on October 19, 2018
60% Design submittal on December 3, 2018
90% Design Submittal on December 24, 2018
100% Design Submittal on February 15, 2019
Bid Advertisement: March 25, April 1 and April 11
Bid Opening on April 25, 2019
Award at City Council Meeting May 6, 2019
Construction from June 3, 2019 through October 3, 2019 

Funding:
The City of Sheridan Hill Slide Stabilization Project Phase I funding:

USDA Grant = $3,750,000
MRG = $350,000
SRF Loan = $1,630,000
SCSD2 = $1,600,000

Attachments



Original Contract with Hayward Baker 



























































































CITY OF SHERIDAN, WYOMING
55 Grinnell Street, P.O. Box 848, Sheridan Wyoming 82801
Ph (307) 674-6483 Fax (307) 674-2195

Planning   

MEMORANDUM
   
Project
Name:

Consideration of Building Services Intergovernmental Cooperative Agreement between the City of
Sheridan and Sheridan County - Community Development Director Brian Craig - 5 Minutes

From: Brian Craig, Community Development Director
To: Mayor and Council
CC: Mark Collins, City Administrator
Date: 03/15/2019

Recommendation:
Staff recommends the City Council approve the Building Services Intergovernmental Cooperative Agreement
between the City and Sheridan County.

Background:
In late 2018 the Sheridan County Public Works Department inquired with City staff whether a contract for plan
review and inspection services could be arranged. Due to the limited staffing available at the County and in an
interest of preserving reasonable response times for customers, the County is seeking to have the necessary
arrangment in place for as-needed assistance with serving their building permit customers in times of staff absences.
City Community Development and Legal staff met several times with County staff to prepare an agreeable
intercooperative agreement for services. The agreement outlines the basic steps involved in requesting City
services, anticipated response times, and the method for tracking and invoicing for the services. The agreement can
be terminated by either the County or City with 30 days notice. Both the County and City legal respresenatives
have reviewed the draft agreement and there are no outstanding concerns to address. 

Funding:
There will be off-setting revenue for any incurred travel and material expense from the hourly rate the City will bill
to the County for the plan review and inspection services. The rate, consistent with private industry practices and
temporary labor contracts, is set at $93.50 per hour, which is three times the hourly wage without benefits of our
staff performing the contracted services. It is difficult to determine the anticipated quantity of work and thus
revenue anticipated from this contract as it is intended as a contingency for the County in times of employee
absences. 

Attachments
Draft Intergovernmental Building Services Agreement 
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INTERGOVERNMENTAL COOPERATIVE AGREEMENT 

BETWEEN THE CITY OF SHERIDAN AND SHERIDAN COUNTY 

 
 This Agreement is entered into this ____ day of _______, 2019, by and between the City 

of Sheridan (City) and Sheridan County (County) pursuant to W.S. 16-1-101. 
 
 WHEREAS, the parties are political subdivisions duly authorized and existing under the 

laws of the State of Wyoming; and 
 

 WHEREAS, County lacks sufficient personnel to provide plan review and building 
inspection services at all times; and 
  

 WHEREAS, City has sufficient personnel to assist County in providing plan review and 
building inspection services from time to time;  

 
 NOW THEREFORE, it is mutually agreed by the parties hereto as follows: 
 

1. Responsibilities of City: 
 

 a) City inspectors shall provide, on behalf of County, plan review and building 
inspection services to applicants seeking those services from County upon request by County. 
 

 b) In performing plan reviews and building inspections on behalf of County, City 
inspectors shall apply only the building codes adopted by County. 

 
 c)  City inspectors shall schedule and perform County inspections after the relevant 
information, such as location and type of inspection, is received from County and as the 

inspections can be worked into the City inspector’s schedule. 
 

 d) City shall inform County when an inspection is scheduled.  If City is unable to 
perform an inspection within 3 days following receipt of the inspection request, City shall inform 
County of its inability perform the inspection. 

 
 e) City shall, upon completion of the inspection, provide plan review comments 

within 5 business days and inspection results within 2 business days to the County. 
 
 f) City will charge County for the time spent on plan reviews or building inspections 

at the rate of $93.50 per hour.  City will maintain records of time spent for invoice purposes.  
The City may request the rate to be negotiated on an annual basis with 30 days’ notice to the 

County prior to the anniversary of this agreement. 
 
 g) City will submit an invoice with attached detailed schedule of serviced performed 

to County monthly for services rendered. 
 

2. Responsibilities of County: 
  



 

City-County Agreement for Inspection Services  
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 a) County shall pay City invoices submitted to County within forty-five (45) days of 
receipt. 

 
 b) County shall request services under this Agreement from City only if County is 

unable to perform the services with its own personnel. 
 
3. Effective Date.  This Agreement shall be effective on May 1, 2019. 

 
4. Term.  This Agreement shall remain in full force and effect until either Party provides the 

other with a written 30-day Notice of Termination. 
 
5. Notices.  Notice to the Parties shall be given in writing to the following individuals on 

behalf of their respective entity: 
 

 City of Sheridan 
 Director of Community Development 
 55 E. Grinnell Plaza 

Sheridan, WY 82801 
 

 Sheridan County 
 County Planner 

224 S. Main Street 

Sheridan, Wyoming 82801 
 

6. General Provisions. 
 

a. AMENDMENTS.  Any changes, modifications, revisions or amendments to this 

Agreement which are mutually agreed upon by the parties to this Agreement shall be 
incorporated by written instrument, executed and signed by all parties to this Agreement.  

 
b. AMERICANS WITH DISABILITIES ACT (ADA).  The parties shall not 
discriminate against a qualified individual with a disability and shall comply with the 

Americans with Disabilities Act P.L. 101-336, 42 U.S.C. 12101, et seq., and/or any 
properly promulgated rules and regulations related thereto. 

 
c. APPLICABLE LAW/VENUE.  The construction, interpretation and enforcement 
of this Agreement shall be governed by the laws of the State of Wyoming.  The Courts of 

the State of Wyoming shall have jurisdiction over this Agreement and the parties, and the 
venue shall be the Fourth Judicial District, Sheridan County, Wyoming.   

 
d. ASSIGNMENT/AGREEMENT NOT USED AS COLLATERAL.  Neither party 
shall assign or otherwise transfer any of the rights or delegate any of the duties set forth 

in this Agreement without the prior written consent of the other party.  Neither party shall 
not use this Agreement, or any portion thereof, for collateral for any financial obligation, 

without the prior written permission of the other party. 
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e. NONWAIVER.  Any waiver by either party of any breach of any covenant herein 
to be kept and performed by the other party shall not be deemed as a continuing waiver 

and shall not operate to prevent the non-breaching party from declaring a forfeiture for 
any succeeding breach, either of the same or other covenant. 

 
f. ASSIGNMENT.  This Agreement is not assignable without the prior written 
consent of the parties.   

 
g. EFFECT OF TERMINATION.  All covenants of this Agreement that should, by 

their nature, survive the termination of this Agreement shall so survive. 
 
h. MONITOR ACTIVITIES.  County shall have the right to monitor all Agreement-

related activities of the City.  This shall include, but not be limited to, the right to make 
site inspections at any time, to bring experts and consultants on site to examine or 

evaluate completed work or work in progress, and to observe all City personnel in every 
phase of performance of Agreement related work. 
 

i. NOTICES.  All notices arising out of the provisions of this Agreement shall be in 
writing and given to the parties at the addresses provided in this Agreement, either by 

regular mail, or delivery in person. 
 
j. COMPLIANCE WITH LAWS.  City shall keep informed of and comply with all 

applicable municipal, state, and federal ordinances, laws, rules, and regulations as they 
are now or as they are enacted and shall not engage in any practice which may have the 

effect of discriminating against any entity based on disability, age, sex, race, creed, color, 
national origin, ancestry, or religion.   
 

k. ETHICS.  City shall keep informed and comply with all applicable federal, state, 
and local laws and regulations in the performance of this Agreement and all ethical 

standards governing City inspector’s profession. 
 
 

l. GOVERNMENTAL IMMUNITY.  Nothing in this Agreement shall in any way 
be deemed a waiver by County or City of any of the requirements or immunities provided 

by the Wyoming Governmental Claims Act. 
 
m. NO THIRD-PARTY BENEFICIARY INTENDED.  This Agreement is for the 

benefit of the parties hereto and is not intended for the benefit of any third party. 
 

n. INDEPENDENCE OF AGREEMENT.  City inspectors are employees of the City 
of Sheridan, and nothing herein is intended or should be construed as creating a an 
employment relationship between the County and City inspectors.  

 
o. PARAGRAPH HEADINGS.  The paragraph headings contained herein are for 

convenience in reference and are not intended to define or limit the scope of any 
provision of this Agreement.  



 

City-County Agreement for Inspection Services  
Page 4 of 5 

 

 
p. AVAILABILITY OF FUNDS.  The obligations of the parties are conditioned 

upon the availability of funds appropriated or allocated for use under this Agreement 
from any governmental source.  If funds are not allocated and available as needed for the 

parties to perform this Agreement, the Agreement may be terminated at the end of the 
period for which funds, if any, are available.  Each party shall notify the other party at the 
earliest possible time if the Agreement will or may be affected by a shortage of funds.  

No penalty shall accrue to either party in the event this provision is exercised, and neither 
party shall be obligated or liable for any future payments due or damages because of 

termination under this section.  This provision shall not be construed to permit either 
party to terminate this Agreement to engage in a similar agreement with another party.  
 

q. FORCE MAJEURE.  Neither party shall be liable for failure to perform under this 
Agreement if such failure to perform arises out of causes beyond the control and without 

the fault or negligence of the nonperforming party.  Such causes may include but are not 
limited to acts of the public enemy, fires, floods, epidemics, quarantine restrictions, 
freight embargoes, and unusually severe weather.  This provision shall become effective 

only if the party failing to perform immediately notifies the other party of the extent and 
nature of the problem, limits delay in performance to that required by the event and takes 

all reasonable steps to minimize delays.  
 
r. AGREEMENT CONSTRUCTION.  This Agreement has been negotiated 

between the parties and no preference shall be given to any party should the construction 
of any term of this Agreement be required by a Court.  

 
s. ATTORNEY’S FEES.  In the event this Agreement is placed in the hands of an 
attorney for collection or enforcement of this Agreement, the successful party shall be 

entitled to the recovery of all reasonable attorney’s fees and costs.  
 

t. SEVERABILITY.  If any provision of this Agreement is determined by a Court of 
competent jurisdiction to be unenforceable, that portion shall not affect the enforceability 
of the remaining provisions of this Agreement and the parties may renegotiate the terms 

affected by the severance. 
 

u. TAXES.  City shall pay all taxes and other such amounts required by federal, state 
and local law, including, but not limited to, federal and social security taxes, workers’ 
compensation, and unemployment insurance which its employees may be subject to. 

 
v. ENTIRE AGREEMENT.  This five-page document constitutes the entire 

agreement of the parties, superseding all previous agreement between the parties. 
 

 

7. SIGNATURES.  By signing below, the parties agree to the above-terms.  Additionally, 
any person signing certifies he or she has the authority to bind his or her respective party to this 

Agreement.  
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IN WITNESS WEREOF, the parties have caused this Agreement to be executed by their 

duly authorized officers on the date and year written above. 
 

     CITY OF SHERIDAN 
 
 

 
     _______________________________ 

     Roger Miller, Mayor 
 
ATTEST: 

 
 

_________________________ 
Cecilia Good, Clerk 
 

 
     SHERIDAN COUNTY 

     BOARD OF COUNTY COMMISSIONERS 
 
     ________________________________ 

     Mike Nickel, Chairman 
 

ATTEST: 
 
 

_________________________ 
Eda Schunk Thompson, Clerk 

 
 
_________________________   __________________________ 

Approved as to Form     Approved as to Form 
City Attorney      Deputy County Attorney 
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