
           

AGENDA
CITY OF SHERIDAN

JUNE 12, 2023
STUDY SESSION COUNCIL MEETING START 5:30 P.M.

           

1. Discussion of the Transfer of Location and Ownership of Retail Liquor License #7 to Penalty Box, LLC 
- City Clerk Cecilia Good

 

2. Discussion of Resolution #27-23 Establishing Criteria for the Advertisement and Award of Bar and Grill
Licenses - City Clerk Cecilia Good 

 

3. Discussion of Purchase and Procurement Policy - City Attorney Brendon Kerns
 

4. Discussion of Resolution 28-22 Establishing Sewer Rates and Fees - Utilities Director Dan Roberts
 

5. Discussion of PL-22-16, Resolution 24-23, Adkins Valley II Minor Subdivision - Public Works Director
Hanns Mercer

 

6. Discussion of PL-22-45, Resolution 30-23, Vacate 5,502 sq ft of the East-West Alley Between 321 and
333 N. Main St. - City Engineer Thomas Morneau

 

7. Discussion of PL-23-18, Resolution 31-23, Approval for an Electronic Message Center Sign - Public
Works Director Hanns Mercer

 

8. Discussion of a Pre-Annexation Agreement with Lindsay Tope for Water Services at 4526 Coffeen
Avenue - Utilities Director Dan Roberts

 

9. Discussion of Contract with Sheridan County for Impact 307 - City Attorney Brendon Kerns
 

10. Budget Questions - City Administrator Stuart McRae   

 



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:

Discussion of the Transfer of Location and Ownership of Retail Liquor License #7 to Penalty Box,
LLC  - City Clerk Cecilia Good

From: Cecilia Good, City Clerk
To: Mayor and Council
CC: City Administrator Stuart McRae
Date: 06/12/2023

Discussion:
See the attached application for the transfer of Retail Liquor License #7 (Currently Beaver Creek Saloon) to
Penalty Box LLC at 412 Whitney Lane.

Attachments
Penalty Box LLC - Transfer of Retail Liquor License 7 











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:

Discussion of Resolution #27-23 Establishing Criteria for the Advertisement and Award of Bar and
Grill Licenses - City Clerk Cecilia Good 

From: Cecilia Good, City Clerk
To: Mayor and Council
CC: City Administrator Stuart McRae
Date: 06/12/2023

Background:
The Alcohol Committee, established by the Governing Body, began deliberating on how to move forward with
available Bar & Grill Liquor Licenses in March of 2023. The committee was tasked with recommending an award
process for the six available liquor licenses, four of which will be available on July 1, 2023. 

Discussion:
The Alcohol Committee drafted the attached Resolution addressing the criteria for the award of the six available
Bar and Grill Liquor Licenses. Two are available immediately on a first come, first serve basis. At this time, no
applications have been submitted for the two available licenses. After July 1st, the criteria outlined in Resolution
27-23 will apply to all six available licenses. 

As presented in the attached Resolution, the committee identified five criteria that all members of the Governing
Body will evaluate applications on. Additionally, the Resolution outlines a scale on which to grade each criterion.
Once the evaluations have been completed, the average score will be calculated to rank each application received.
Each of the six available Bar and Grill licenses will be graded on this scale, even if the City does not receive more
than six applicants. 

Attachments
Resolution 27-23 Establishing Criteria for Available Bar & Grill Liquor Licenses 



 

 

CITY OF SHERIDAN 

RESOLUTION 27-23 

 

 

A RESOLUTION ESTABLISHING CRITERIA FOR THE ADVERTISEMENT AND AWARD OF BAR 

AND GRILL LICENSES.  

 

WHEREAS the City of Sheridan will be awarded four new Bar and Grill licenses due to new legislation 

passed during the 2023 legislative session effective July 1, 2023; and 

WHEREAS the City of Sheridan wishes to set criteria for the issuance of the Bar and Grill licenses prior to 

awarding a license. 

 

BE IT RESOLVED BY THE CITY OF SHERIDAN GOVERNING BODY: 

1. The City Clerk shall publish a notice that the City has Bar and Grill licenses available upon 

passage of Resolution 27-23. The notice to the public shall be published in the Sheridan 

Press and on the website for a period of not less than two weeks. The notice shall direct 

applicants to the City Clerk’s Office for questions and application materials. 

2. Applications shall include all information required by Title 12 of Wyoming Statute, Chapter 

4-14, and supporting information that addresses the criteria listed in paragraph 3 below. 

 

3. All applications will be reviewed and rated on a scale of 1-5 by each member of the City 

Governing Body on each category below: 

a. Staffing: Projected number of employees and position titles; 

b. Location and Improvements: The area saturation of liquor licenses and the planned 

improvements to the location; 

c. Business Plan: Estimated revenue generation, experience in the industry, marketing 

plan, recruitment strategy, and other applicant-provided materials; 

d. Entertainment: The type of entertainment and the planned percentage of food and 

entertainment to make up the 60% sales requirement to offset alcohol sales (60% 

minimum food/entertainment sales and no greater than 40% alcohol sales); 

e. Timeline to Open to the Public: Construction plans if new or renovating - the 

business must be open within one year of the license award. 

 

4. Categories will be rated on the following scale: 

1 – Doesn’t Meet 

2 – Deficient 

3 – Adequate 

4 – Exceeds 

5 – Superior 

 

5. All available Bar and Grill liquor licenses as of July 1st will be subject to the conditions 

outlined in this Resolution.  

 

PASSED, APPROVED AND ADOPTED THIS 19TH DAY OF JUNE, 2023. 

 

CITY OF SHERIDAN: 

 

 

         

____________________________ 

          Richard Bridger, Mayor 

ATTEST: 

 

 

 

__________________________   

Cecilia Good, City Clerk  



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

Attorney   

MEMORANDUM
   
Project Name: Discussion of Purchase and Procurement Policy - City Attorney Brendon Kerns
From: Brendon Kerns, City Attorney 
To: Mayor and Council
CC: City Administrator Stuart McRae
Date: 06/12/2023

Attachments
Draft Policy and Procedures 
Purchase and Procurement Policy 
Purchase and Procurement Memo 
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City Administrator - Purchasing and Procurement Rules and Procedures 

 

 Charter Ordinance 2202 authorized the City Administrator to “issue administrative 

regulations and outline general administrative procedures applicable to all areas and departments”.  

See Charter Ordinance Article 2(d). The City Administrator may adopt and amend, in their 

discretion, all of the procedures that follow without prior notice to or approval of the City 

Governing Body. 

 

Section Title  Page 

1 ORIGINAL CONTRACT DOCUMENTS AND MAINTENANCE 

AGREEMENTS 

1 

2 VEHICLE AND EQUIPMENT REGISTRATION AND/OR INSURANCE 2 

3 ASSET ADDITION OR DELETION 2 

4 ELECTRONIC REQUISITION (eReq)  2 

5 PETTY CASH 2 

6 EMPLOYEE REIMBURSEMENTS  3 

7 MICRO-PURCHASE 3 

8 SMALL PURCHASE 3 

9 BID SPECIFICATIONS 4-7 

10 RECEIVING OF SUPPLIES AND EQUIPMENT 7 

11 PURCHASING CARD 8-9 

 

 

1. ORIGINAL CONTRACT DOCUMENTS AND MAINTENANCE AGREEMENTS  

 

1.1. All original contracts, excepting original maintenance agreements, will be kept with 

the City Clerk’s office. Copies may be kept by the appropriate departments.   

 

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

department.   

 

1.3. Copies of all procurement contracts and maintenance agreements must be given to 

the Treasurer's office.  
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2. VEHICLE AND EQUIPMENT REGISTRATION AND/OR INSURANCE  

2.1. The Fleet Manager 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. Provided, Certificates of Origin and Title may not be 

available until payment is tendered and Bills of Sale may not be received until equipment 

is delivered.   

 

2.2. The use of vehicles or equipment is prohibited until proof of insurance has been 

obtained by the Fleet Manager.   

 

 

3. ASSET ADDITION OR DELETION  

3.1. Any assets purchased with a value over $5,000, or have been identified as small, 

attractive and pilferable, must be reported to the Treasurer’s office on a New Asset Form 

(Form FA-1).  

 

3.2. Any asset that is sold, traded, scrapped, or donated must be reported to the 

Treasurer’s office on an Asset Deletion Form (Form FA-2).  

 

4. ELECTRONIC REQUISITION (eReq)  

4.1. An eReq shall be used for all purchases. 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 possible, the eReq number should be given to vendors to include on packing 

slips and receipts/invoices.   

 

4.2. EReqs will be converted to a purchase order by the Treasurer’s office.  

 

4.3. Exceptions  

● Payments required for payroll  

● Utility payments 

 

5. PETTY CASH  

5.1  . The Treasurer’s Office shall have a petty cash fund not to exceed $1,000.00. The 

petty cash funds shall be reconciled at least monthly.  

 

5.2. Excluding funds used for licensing/registrations at the County Clerk’s office, use of 

petty cash is limited to expenditures not to exceed $50.  
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5.3. A Petty Cash Voucher (Form PC-1) must be signed by the receiving individual and a 

receipt must accompany all payments out of petty cash. The management and procedures 

of the purchase shall be in accordance with procedures established by the City 

Administrator. 

 

6. EMPLOYEE REIMBURSEMENTS  

6.1. Requirements  

● Any purchases made by City employees where reimbursement will be requested 

are subject to employee handbook and the Purchase and Procurement Policy. 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 circumstances shall a City employee pay a contractor or consultant 

directly.  

 

6.2. Reimbursement Request  

● The purchase shall be described on an eReq with a certification of payment 

statement signed by the employee requesting the reimbursement.  

● The requesting employee’s Department Supervisor shall sign the eReq 

authorizing the reimbursement.  

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

 

7.  MICRO-PURCHASE 

7.1 Procurement by micro-purchase is the acquisition of supplies or services in which the 

aggregate dollar amount does not exceed $10,000. 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 Department Supervisor 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 Department Supervisor. 

 

8. SMALL PURCHASE 

8.1. 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 

$75,000.  
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● Small purchases greater than $10,000 but not exceeding $35,000 require three 

(3) verbal quotes and approval by the Department Supervisor and Department 

Head.  

● Small purchases greater than $10,000 but not exceeding $75,000 require three 

(3) written quotes and approval by the Department Supervisor, Department Head 

and Chief Procurement Officer. 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. 

 

9. BID SPECIFICATIONS  

9.1 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 (Form SBP-1).   

 

9.2 Bid Restrictions. 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  

 

9.3 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  

○ General Instructions  
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○ 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. 

 

9.3. 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 shall be posted on the City’s website.  

 

9.4. Request for Proposals/Qualifications  

● The proposal, as submitted by the consultant or vendor, shall include 

information on the company’s ability to meet the requirements of the RFP/RFQ. 

Information  provided should include a description of their ability to perform the 

work or provide the leased equipment, a demonstration of understanding of the 

project, and references.  

  

9.4. Selection Committee  

● A selection committee may be formed by the Department Head. The selection  

committee consists of at least three (3) members, but generally not more than five  

(5). Each member shall ensure that he or she has no possible conflict of interest  

that may influence the selection process.  

 

9.5. Evaluation Factors  

● The selection committee shall select consultants or vendors on, but not limited 

to,  the following criteria:  
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○ 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.  

 

9.6. 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 and 

have recent experience in the area for which the company is being 

considered.  

 

● 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 
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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.  

● The City may interview, via phone, the top three (3) consultants or vendors. H. 

Negotiations  

● Negotiations may begin with the top-ranked vendor. At this time, final scope 

and  cost will be discussed. The cost may be determined by 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  

○ Or any other reasonable method of calculation  

● If this is an architectural or engineering contract, please review the American 

Society of Civil Engineers (ASCE) Manual No# 45.   

● If the contract cannot be successfully negotiated with the top-ranked vendor, 

negotiations should be terminated and the City should begin discussion with the 

next ranked vendor until a contract is negotiated. Staff shall only negotiate with 

one vendor at a time.  

 

9.7. 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.   

 

10. RECEIVING OF SUPPLIES AND EQUIPMENT  

10.1. Items purchased using a purchasing card may be picked up by the cardholder or 

delivered.  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 

this is a purchasing card purchase.  
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10.2. 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.  

 

10.3. Upon receipt of supplies or equipment, the receiving department shall inspect the 

supplies or equipment for damage or defects.   

 

10.4. 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.”   

 

10.5. 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.   

 

10.6. 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.   

 

11. PURCHASING CARD  

11.1  General Instructions  

● The purpose of the purchasing card is to streamline and simplify the purchasing  

and payment process.  

● 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 Governing Body Purchase and 

Procurement Policy.  

● Purchases made with the purchasing card are for supplies and equipment, and  

travel related expenses only. Under no circumstances 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.   
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● 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.   

● 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.   

 

11.2. 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 (CCA-1)  

 

11.3. Limitations and Restrictions  

● Restrictions may be placed on each individual card, as determined necessary by  

the employee’s Department Head and the Treasurer. Restriction may include but  

are not limited to:  

○ Monthly, daily and per transaction credit limits  

○ Limits on number of transactions  

○ Merchant category blocking  

 

11.4. 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  
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○ Purchases exceeding the appropriated budget amount for the GL code 

being charged without prior authorization from the appropriate Department Head  

 

11.5. 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. 

 

Adopted this ____ day of ___________, 2023. 

 

 

      

  

 _________________________________ 

      Stuart McRae, City Administrator 
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Purchasing and Procurement Policy  

The purpose of this policy is to establish a standard for City of Sheridan employees to assure continuity 
and uniformity in purchasing practices.  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.  

The City of Sheridan will adhere to W.S. § 15-1-113 when purchasing new vehicles and contracts for 
public improvements.  Specifically, any new automobile or truck shall be bid regardless of cost.  
Contracts for public improvement, excluding contracts for professional services or where the primary 
purpose is emergency work or maintenance, shall be advertised for bid or for response if a request for 
proposal or qualification for construction manager agent, construction manager at risk or design-builder 
is used, if the estimated cost, including all related costs, exceeds a bid threshold of seventy-five 
thousand dollars ($75,000.00). 

The City of Sheridan will refer to 2 CFR 200 when purchasing or procuring with Federal funds.  In 
accordance with 2 CFR 200.320 (a)(2)(ii), the simplified acquisition threshold is set at $75,000.   

The City of Sheridan belongs to various cooperative purchasing consortiums and staff are encouraged 
to purchase under those awards whenever practical.  

Employees will be encouraged to purchase from local Sheridan County businesses or Wyoming 
businesses if there are no local businesses.  To maintain fiscal responsibility, purchases from these 
businesses will be given preference as long as their quote or bid is no more than 5% higher than the 
lowest quote or bid. 

Charter Ordinance 2202 assigns the duties and responsibilities for the purchase and procurement of 
good, services, and materials as follows:  

Article 3(c) states “The City Administrator shall be the purchasing agent for the City subject to 
the requirements of statutes, ordinances, and rules and regulations now or promulgated by the 
Governing Body, and shall purchase materials and authorize expenditures of funds on behalf 
of the City.” 

Article 2(d) states: “The City Administrator shall… supervise the administrative functions of 
all departments of the City; issue administrative regulations and outline general administrative 
procedures applicable to all areas and departments.” 

In the following policy, an assignment to the City Administrator to establish guidelines and procedures 
is intended to designate such matter as a general administrative procedure.  Any of the identified 
general administrative procedures may be amended, altered, or changed at the discretion of the City 
Administrator without the Governing Body’s approval. 
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1. PURPOSE  
1.1.  Purchasing objectives serve as a set of guidelines to be used by the 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 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.  
- Ensure compliance with State requirements for State funded purchases.  

2. DEFINITIONS  
a.  “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 as 
follows:  

- 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, 
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.  

b.  “Bid” means the offer made by a contractor or vendor in response to an advertisement for 
bid pursuant to Wyoming State Statute.  

c.  “ Purchasing Agent” means the City Administrator or designee.  

d.  “Consultant” means engineering firms, architectural firms, surveying firms, and other firms 
or individuals engaged in providing consulting or other professional services.  

e.  “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).   

f.  “Department Head” means the person designated as the administrative official who 
oversees a department in accordance with Ordinance 2-10.   

g.  “Department Supervisor” means a supervisory position who reports to the Department 
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Head.  

h.  “Electronic Requisition” hereinafter referred to as an ‘eReq’, is the official document that 
records information regarding the purchase and obligates the funds in the budget.   

i.  “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)  

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

k.  “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).  

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

covered by the manufacturer’s warranty.  
- Automobile means a 4-wheeled vehicle that is propelled by fuel, or by alternative 
fuel, manufactured primarily for use on public streets, roads and highways and rated 
less than 10,000 pounds gross vehicle weight. 49 USC 32901(a)(3).  

 
- Truck is defined as a motor vehicle designed, used or maintained for the 
transportation of property, including pickup trucks but excluding multipurpose 
vehicles and cars.  

m.  “Project Manager” means the assigned Department Head or his/her designee responsible to 
oversee specified projects and tasks.   

n.  “Public Improvement” means an improvement made within any City for which general 
bonded obligation may be incurred. W.S. § 15-1-101(a)(xi)  

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

p.  “Sealed Bid” means a bid which is not revealed or evaluated until the date of public 
opening, per W.S. § 15-1-113.  

q.  “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)  

r.  “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 buildings; and 
insurance and bonds from licensed Wyoming agents as required. W.S. § 9-2-1016(a)(iii) 
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3. TAX EXEMPT STATUS  

3.1.  The City of Sheridan is exempt from most 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 may only be used for City of Sheridan purposes. All employees who make 
purchases on behalf of the City shall 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. COOPERATIVE PURCHASING  
5.1.  When two (2) or more entities join to buy one (1) 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.  

6. PURCHASES FROM EMPLOYEES OF THE CITY  
6.1.  The Purchasing Agent must authorize all purchases of supplies and services from current 

employees or their business interests. 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 the City of Sheridan Employee Handbook and this Policy.  

 
7. EMPLOYEE REIMBURSEMENTS  

7.1   Any purchases made by City employees in accordance with their scope of duties, may be 
reimbursed in accordance with procedures established by the City Administrator. 

8. PETTY CASH  
8.1   The Treasurer’s Office shall have a petty cash fund not to exceed $1,000.00. The 

management and procedures of the purchase shall be in accordance with procedures 
established by the City Administrator. 

 

9. TYPES OF PROCUREMENT  

9.1. General Information  
a.  Any procurement made with federal funds must, unless otherwise specified by Wyoming 

Statute, Federal Law or Federal rule, 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.  

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

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

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

Committee purchases shall be exempt from the bidding and procurement process unless 
otherwise required by Wyoming Statute or City Ordinance.  

f. Joint Powers Boards in which the City is a member or provides bookkeeping services for, 
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are exempt from this policy. 
g. Assets purchased with a value of over $5,000 or assets which are sold, traded or scrapped 

shall be reported to the Treasurer's office in accordance with the procedure established by 
the City Administrator. 

h. The following types of procurements or award of funds to another party shall be approved 
by the Governing Body: 

1. Contract for services which exceed $75,000; 
2. Memorandum of Understandings with governmental entities or non-

profits unless otherwise provided by City ordinance, statute, or Federal 
law; 

3. One Cent (GPET) awards 
 

9.2. Micro-purchase  
a.  Procurement by micro-purchase is the acquisition of supplies or services in which the 

aggregate dollar amount does not exceed $10,000. The management and procedures of 
the funds shall be in accordance with procedures established by the City Administrator. 
The micro-purchase limit is applied as follows:  

i. With federal funds, the purchase limit is for the life of the grant.  

ii. With all other funds, the purchase limit is the fiscal year.  

 

 

9.3. Small purchase  

a.  Small purchases are those relatively simple and informal procurement methods for 

securing services, supplies, or other property that do not cost more than $75,000.  
b.  Small purchases greater than $10,000 but not exceeding $75,000 require three (3) 

written quotes and approval by the Department Supervisor and Department Head.  
c.  Written offers may include advertised price comparisons between the same item or good 

provided that the item or good compared are identically specced.  
e.  The purchase limit for small purchases applies to each purchase, regardless of funding.  
f.  All other rules governing the management and procedures of the purchase shall be in 

accordance with procedures established by the City Administrator. 
 

9.4. Sealed Bids  

9.4.1 Requirements 
i.  Sealed bids are required for any type of public improvement if the estimated cost 
exceeds $75,000, except for professional services, emergency work or maintenance; see 
W.S. § 15-1-113.   
ii.  Sealed bids are required for the purchase or lease of a new automobile or truck 
regardless of cost; see W.S. § 15-1-113.   
iii.  Additionally, sealed bids are required for all purchases of supplies, equipment or 
vehicles if the estimated cost exceeds $75,000, unless otherwise excluded per this 
policy.  
iv.  All bids shall meet the requirements of W.S. § 15-1-113 and W.S. § 16-6-101 
through W.S. § 16-6-118.  

 

9.4.2. Specifications:  Sealed Bid Specifications shall be set by the City Administrator or 

designee.  

 

9.4.3. Standard Bid Package  
i.   The standard bid package shall be developed by the City Administrator.  
ii. For non-federally funded public work projects, the 5% Wyoming bidder preference 
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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.  

iii.  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 to prevent them from 
qualifying.  

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

iv.  The City Administrator may approve bid packages which vary from 
standard if necessary to meet the purpose of this Policy. Provided, 
nothing herein shall prevent the City Administrator from establishing 
the standard language, forms and requirements necessary to ensure 
compliance with this Policy, Wyoming Statute and City Ordinance.   
 

9.4.4. Advertisement and Invitation to Bid; see W.S. § 15-1-113(b)  
i.  The Department Head must sign all advertisements and invitations to 

bid.  
ii.  All legal ads shall be placed by the City Clerk.  
iii. 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 if a new automobile or truck is to 
be purchased  
- 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.  
 

iv.  The City shall make an effort to notify known local vendors of upcoming 
bids.  

 
 9.4.5. Awarding the Bid/Notice of Award  

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

ii.  Prior to awarding, the City Attorney shall review all contracts.  
iii.  A public works 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.  

iii. The Project Manager or Department Head shall issue an award letter of 
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recognition which shall be presented to the Governing Body for approval.  
iv. The Governing Body shall award the bid at a scheduled Council meeting.  
v.  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 Department Head, if applicable.  

vi. The Project Manager or Department Head shall issue the Notice of Award to the 
successful bidder. 

vi. The successful bidder shall furnish the performance guarantee within 30 
days. 

 
 9.4.6. Advertisement for Final Payment  

i.   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 final settlement and that the City will pay to the contractor the full  
amount due under the contract; see W.S. § 16-6-116.   

 
ii.   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.  

 
 

9.5. Competitive Proposals (RFP or RFQ)  

9.5.1. Requirement  
i.  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 $75,000; see W.S. § 15-1-113.  

ii.  Request for proposals/qualifications are required for all other services, including 
maintenance, if the estimated cost exceeds $75,000.  

iii.  Additionally, requests for proposals/qualifications are required for all leases of 
equipment if the estimated cost exceeds $75,000.  

iv.  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.  

 

9.5.2. Procedures  
i. The City Administrator shall set procedures for the use of an RFP or RFQ.  The 

City Administrator approved procedures shall comply with all applicable federal 
and state statutes. 
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9.6. Non-Competitive Proposals  

9.6.1. Limitation.  Non-Competitive proposals may be used only when one or more of 
the following circumstances apply:  

 

i.  Single Source Requirements: 
A.  Single source procurement is when there is only one vendor who can 

provide the goods or services.   
 
B.  Procurement without competition is authorized under limited conditions 

and subject to written justification documenting the conditions which 
preclude the use of a competitive process.   

 
C. A requirement for a particular proprietary item (i.e., a brand name 

specification) does not justify single source procurement if there is more 
than one potential vendor for that good or service. Price is not a 
consideration to justify sole source procurement. In cases of reasonable 
doubt, competition should be solicited. The Department Head shall 
determine if the price is fair and reasonable.   

 
D. The Department Head 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 Head shall take 
action, whenever possible, to avoid the need to continue to procure the 
same supplies and/or services without competition.  

 
E.  The requesting department shall submit a memo to the Purchasing Agent 

of source justification along with any other pertinent information 
regarding the single source procurement; i.e. vendor quote, literature, etc.  

 
F. The Purchasing Agent must approve all single source procurements unless 

such selection is required to be approved by the City Governing Body or 
otherwise allowed by this Policy.  

 
ii.  Expressly authorized by Federal Agency or Pass-Through  
 
iii.  Inadequate Competition Requirements: 

A.  Inadequate Competition procurement is when only one vendor has the 
expertise or specific product and the other competitors products and 
services cannot meet the needs of the City. 

 
B.  Procurement without competition is authorized under limited conditions 

and subject to written justification documenting the conditions which 
preclude the use of a competitive process.   

 
C. A requirement for a particular proprietary item (i.e., a brand name 

specification) does not justify single source procurement if there is more 
than one potential vendor for that good or service. Price is not a 
consideration to justify sole source procurement. In cases of reasonable 
doubt, competition should be solicited. The Department Head shall 
determine if the price is fair and reasonable.   

 
D. The Department Head shall take reasonable steps to avoid using 
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Inadequate Competition procurement except in circumstances where it is 
both necessary and in the best interests of the City. The Department 
Head shall take action, whenever possible, to avoid the need to continue 
to procure the same supplies and/or services without competition.  

 
E.  The requesting department shall submit a memo to the Chief Procurement 

Officer Purchasing Agent of source justification along with any other 
pertinent information regarding the Inadequate Competition procurement; 
i.e. vendor quote, literature, etc. and an explanation why the vendor 
service or good cannot be found from other venders. 

 
F. The Chief Procurement Officer Purchasing Agent must approve all 

Inadequate Competition procurements unless such selection is required to 
be approved by the City Governing Body or otherwise allowed by this 
Policy.  

 

9.6.2.  Emergency purchase  
i.  An emergency purchase is a purchase that is essential to the life, health or 

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

ii.  When an emergency condition exists that prevents the use of a competitive 
procurement method, the City may conduct 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.  

 
iii.  Emergency purchases are authorized if expressly allowed by Federal Agency or 

Pass-Through.  
 

iv.  An Emergency purchase may be made when there is inadequate competition. 
 

9.6.2.1 Emergency procurements do not include:  
A. Procurements that need to be rushed because of a failure to plan 

ahead  
B. End of the fiscal year procurements  

C. End of a grant/contract procurement  
D. Emergency Proclamation has been issued by the Mayor or City 

Governing Body in accordance with Ordinance 2-68 through 2-71 

 

 

9.6.2.2  Authority to make Emergency Procurements  
A. Approval by the Purchasing Agent, or his/her designee, shall be 

obtained prior to the procurement. In the event an emergency arises 
after normal working hours, the requesting department shall notify 
the Purchasing Agent as soon as reasonably possible.  

B. 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.  

 

9.6.2.3  Documentation  
A.  As soon as practicable, the Department Head shall prepare a written 
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justification, to be approved by the,Purchasing Agent, 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  

 

    9.6.2.3 Emergency Proclamation Purchases. 

A.  Purchases made in accordance with an Emergency Proclamation 

issued by the Mayor or City Governing Body in accordance with 

Ordinance 2-68 through 2-61 shall be governed by the 

Proclamation.  Provided, no purchase may be made which would 

violate federal or state law.  All purchases, unless otherwise 

directed by the Emergency Proclamation, shall be approved by the 

City Administrator. 

 
 

10.  ORIGINAL CONTRACT DOCUMENTS AND MAINTENANCE AGREEMENTS  

 

All original documents and agreements, bid packages, bids, actions by the Governing Body shall be 

maintained by City Clerk in accordance with the City’s adopted document retention schedule, state 

statute and as directed by the City Administrator. 

 

11. RECEIVING OF SUPPLIES AND EQUIPMENT 

 
The procedure for the receiving and acceptance of supplies and equipment shall be set by the City 
Administrator. 

 
12.  METHOD OF PAYMENT 

 
Unless otherwise required by this policy, the method and means of payment for purchases shall be in 
accordance with the procedures established by the City Administrator. 

 

13. GOVERNING BODY PROCEDURES:  

13.1 Changes, Alterations and Waivers  
a.  By majority vote of the Governing Body, any requirement or provisions of this Policy, 

except for requirements set forth by Wyoming State Statute or Federal Law, may be 
changed, altered or waived. Any waiver of any requirement or provision for any specific 
purchase shall not waive the Policy requirement or provision for future purchases unless 
specifically stated by the Governing Body.  

 
b.  This Policy shall be updated as is needed by the City Administrator to reflect and ensure 

compliance with state and federal law or City ordinance or resolution. Any update 
required by federal or state law shall not require the Governing Body’s approval to be 
effective. Any other update or amendment which is recommended by the City 
Administrator must be approved by a majority vote of the Governing Body.  
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13.2 Enforceability  
a.  This Policy does not create any property right, due process right or reasonable expectation 

for any vendor or contractor regarding the method of contract awards or selection for 
services. The terms and requirements of this Policy are solely for the purposes of 
providing guidance for City Employees regarding purchases and procurements. 

 
 
PASSED, APPROVED and ADOPTED this ___________________ day of ________________, 2023. 
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Appendix A  

Types of Procurement 
 

 Micro- 

Purchase 

Small Purchase Non-Competitive 

Proposals 

Competitive Bids Competitive 

Proposals 

Limit <= $10,000 >$10,000 - 

$75,000 

No limit No limit > $75,000 

Purchase Type ● Supplies 
● Equipment 
● Services 

● Supplies 
● Equipment 
● Services 

● Under Micro 

Purchase 

Threshold 
● Single Source 

(i.e. 

Proprietary) 
● Emergency 
● Authorized by 

Federal Agency 
● If, after 

attempting 

bids/RPFs, 

competition is 

inadequate 

● Purchase or 

lease of new 

automobiles 

and trucks 

● Public 

Improvement 

Contracts 
● Construction 

Manager 

● CMR 
● Design/Builder  
● Contracts for 

professional 

services  
● Maintenance 
● Supplies 
● Equipment 

Competition None At least 3 quotes None Sealed bids RFP/RFQ/Bid 

Legal 

Reference 

2 CFR 200.320 2 CFR 200.320 2 CFR 200.320 W.S. § 15-1-113 W.S. § 15-1-113 

2 CFR 200.320 

      

Requisition 1st 

Approval 

Department 

Supervisor 

Department 

Supervisor 

Department 

Supervisor 

 Selection 

Committee 

Department 

Selection 

Committee 

Requisition 2nd 

Approval 

None Department 

Head 

Department 

Head 

None None 

      

Authorized/ 

Awarded By 

N/A CA* when less 

than 2 quotes 

None 

CA CA then 

Governing Body 

CA then 

Governing Body 
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Attachment A  

RESOLUTION 29 -11  

A RESOLUTION to approve a “buy local” policy statement for the City of Sheridan. 

WHEREAS, to ensure the City expends taxpayers funds in accordance with state statutes, 

and  

WHEREAS, the City Council and staff are desirous of supporting the local economy wherever 
possible,  and  

WHEREAS, the City shall provide ample opportunity for local businesses to meet the supplies’  
requirements of the City, and  

WHEREAS, City staff is reviewing and modifying the new purchasing policy for the City that  
emphasizes buying from local vendors whenever possible and centralizing the City’s procedures while  
maximizing internal control.  

THEREFORE, BE IT RESOLVED BY THE GOVERNING BODY OF THE CITY OF  
SHERIDAN, WYOMING: City employees are expected to consider not only price but also service,  
delivery, and other factors that may weigh in favor of a local vendor over internet or out-of-town  
vendors. While the lowest price is sometimes the best bargain but the local service component should  
also be weighed in the purchase decision. The City shall endeavor to give sufficient notice to all firms  
when there are significant purchases of goods, services or opportunities to respond to a request for  
proposal or supply contract. City Employees making purchases should develop a list of local vendors  
supplying the type of good along with contact information to more readily provide notice by email of  
either significant purchase or of the opportunity to bid on small purchases on an annual supply contract  
basis.  

PASSED, APPROVED AND ADOPTED this 17th day of October, 2011.  

   

CITY OF SHERIDAN 
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Attachment B  

CITY OF SHERIDAN  

Resolution 23-17  

A RESOLUTION ADOPTING THE CITY OF SHERIDAN PROCUREMENT WITH 
FEDERAL  FUNDS POLICIES  

WITNESSETH  

WHEREAS, the City of Sheridan currently utilizes Federal monies to construct and acquire 
properties  and improvements, and  

WHEREAS, the City of Sheridan is required to have a Single Audit conducted annually on the 
Federal  monies it receives, and  

WHEREAS, the City of Sheridan must be in compliance with Federal Procurement Standards  

NOW, THEREFORE, BE IT RESOLVED BY THE GOVERNING BODY OF THE CITY 
OF  SHERIDAN, WYOMING,  

That the Procurement with Federal Funds document attached hereto and made a part hereof is adopted 
as  an integral part of the City of Sheridan's Procurement Policies.  

PASSED, APPROVED AND ADOPTED THIS 19th day of June, 2017.  

City of Sheridan  

 
   

 



 
TARVER, KERNS & BUNTING, LLP 
200 WEST LOUCKS STREET 

SHERIDAN, WY  82801 

 

TIMOTHY S. TARVER, LLC 
P.O. Box 6284 

Sheridan, WY 82801 

(307) 672-8905 | (307) 674-5000 fax 
 

KERNS & BUNTING, LLC 
Brendon E. Kerns* 

Sheryl S. Bunting 

P.O. Box 6669 

Sheridan, WY 82801 

(307) 655-8600 | (307) 674-5000 fax 
*LICENSED IN WY & MT 

 

MEMORANDUM 

 

 

Date:    June 12, 2023 

To:    Mayor and Council 

RE:    Purchase and Procurement Policy 

 

 

Mayor and Council, 

 

 As was discussed in March, the City Administrator is the purchasing agent for the City 

subject to the Governing Body’s promulgated rules and regulations.  Further, the City 

Administrator is to set general policies affecting all departments.  The Governing Body approved 

a Purchase and Procurement Policy on June 19, 2017.  At that time, the Governing Body did not 

establish what policies and procedures were considered general.   

 

 Since 2017, there have been two significant changes which affect how the City acquires 

goods and services.  The first change becomes effective July 1, 2023.  The legislature has increased 

the threshold for when bids are required from $35,000 to $75,000.  The second change occurred 

when the City purchased new fiscal management software which alters the method of making 

purchases.  Consequently, it is required that the current Purchase and Procurement Policy be 

amended. 

 

 In your packet are two separate documents.  The first is the newly proposed purchase and 

procurement policy.  Please note that within the documents there are highlighted sections.  These 

sections are being deemed as general procedures and the contents will established by the City 

Administrator.  The second is a draft of what the City Administrator would adopt as a general 

policy and procedure. 

 

 Ultimately, the Governing Body has the sole discretion to determine what constitutes a 

general policy and procedure.  If you have any questions about why certain areas have been 

removed or altered, please let me know at the upcoming work study or at your convenience.  

 

TARVER, KERNS & BUNTING, LLP 

 

 
 

Brendon E. Kerns 



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: Discussion of Resolution 28-22 Establishing Sewer Rates and Fees - Utilities Director Dan Roberts
From: Dan Roberts, Utilities Director
To: Mayor and Council
CC: City Administrator Stuart McCrae 
Date: 06/12/2023

Recommendation:
Staff recommends that the Mayor and City Council approve Resolution 28-23, establishing utility rates for sewer
service and fees as defined and authorized by Sections 28-1, 4.6, and 43 of the Sheridan City Code. This Resolution
supersedes the previous Resolution 24-22 and amends the Master Fee Schedule establishing the same.  

Background:
In June 2022, the City Council approved Resolution 24-22 establishing a 5-year sewer utility rate plan for the City
of Sheridan. The current adopted 5-year rate schedule is as follows:

5-Year Sewer Utility Rate Schedule (annual increase)

July 1, 2022 July 1, 2023 July 1, 2024 July 1, 2025 July 1, 2026
0% 2.75% 2.75% 2.75% 2.75%

City Ordinance requires the Utilities Director to review and confirm utility rates with City Council on an annual
basis during the City’s annual budgeting process. Upon review of the Sewer Fund’s finances and the needed
revenue requirements to meet future expenses, it was recommended that the annual rate increase of 2.75% currently
authorized to occur in fiscal years 2023 thru 2026, be increased ever so slightly to 2.95% annually. 
This proposed amendment is reflected in resolution 28-23 as follows:

5-Year Sewer Utility Rate Schedule (annual increase)

July 1, 2022 July 1, 2023 July 1, 2024 July 1, 2025 July 1, 2026
0% 2.95% 2.95% 2.95% 2.95%

The prior resolution, Resolution 24-22 would have resulted in a sewer rate increase of approximately $.59 on the
average monthly sewer bill starting July 1, 2023. The newly proposed increase of 2.95% would result in an overall
increase of approximately $.63 per monthly bill starting on July 1, 2023. 

Attachments
Resolution 28-23 





CITY OF SHERIDAN
RESOLUTION 28-23

UTILITY RATES FOR SEWER SERVICE

A Resolution establishing and directing the levy, charge and collection of connection charges,
plant investment fees, and utility rates for sewer service as defined and authorized by Sections
28-1, 4.6, and 43 of the Sheridan City Code. This Resolution supersedes Resolution 14-20, 19-21,
24-22 and amends the Master Fee Schedule when in conflict.

WHEREAS, Resolution 24-22 established the City of Sheridan’s connection charges, plant
investment fees and utility rates for City sewer service; and

WHEREAS, Resolution 28-23 shall supersede Resolution 24-22 and establish the City of
Sheridan’s connection charges, plant investment fees, and utility rates for sewer service; and

WHEREAS, The City Council desires to approve a 5-year rate plan to be reviewed annually by
the Utilities Director and confirmed with City Council during the City’s annual budgeting
process; and

WHEREAS, the sewer utility rates will automatically adjust in accordance with the approved
5-year rate plan, unless otherwise amended through resolution, to be effective July 1st of each
corresponding year.

BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF SHERIDAN HEREBY
ESTABLISH:

Sewer utility fees and charges in Section 1 will remain as represented until changed through
resolution.

Unless otherwise amended by resolution, sewer utility rates, fees and charges in Section 2 will be
increased annually based on percentages approved as follows and effective on the dates shown:

July 1, 2022 July 1, 2023 July 1, 2024 July 1, 2025 July 1, 2026

0% 2.95% 2.95% 2.95% 2.95%

Section 1.

Plant Investment Fee for Connection to the Municipal Sewer System

All persons hereinafter applying for permission to connect to the municipal sewer system or to
increase the size or number of connections thereto, shall first pay to the City a sewer plant
investment fee for each premises to be served, based upon the size and number of water meters
installed, to be installed or which would be required upon the premises to be served, in
accordance with the amount(s) set forth in the following schedule:

Water Meter
Size Customer Class

AWWA M22 3/4" Sewer Plant Investment Fee
Max Flow
Rates (gpm)

equivalency
ratio Inside City Outside City

¾” Small Commercial 30 0.41 $1,020 $2,040
¾” Small Multi-Family 30 0.66 $1,650 $3,300

¾” Single-Family Residential
& All Other 30 1.00 $2,500 $5,000

1” All 50 1.67 $4,180 $8,360
1½” All 100 3.33 $8,320 $16,640
2” All 160 5.33 $13,320 $26,640
3” All 350 11.67 $29,180 $58,360
4” All 630 21.00 $52,500 $105,000
6” All 1,300 43.33 $108,320 $216,640
8” All 2,400 80.00 $200,000 $400,000

All consumer connections to the sanitary sewer mains shall be made by and at the expense of the consumer
under the supervision of a licensed master plumber, upon payment of an inspection fee of $50.00.

Provided where the “small multi-family” customer class is defined as duplexes, mixed use
developments (like commercial businesses that possess residential apartments), mobile home
parks, trailer courts, motels, hotels and all other multi-family apartment units that share a single
tap and service line from the City’s sewer main.

Utility Rates for Sewer Service
Resolution 28-23
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Provided where the “small commercial” customer class is defined as office buildings that are
served by a single tap and service line.

Where the size or number of meters upon any premises is to be increased, the plant investment
fee shall be an amount equal to the difference between the scheduled amount for the existing
meter(s) and the scheduled amount for the meter(s) to be installed.

Where the premises to be served do not have municipal water service, and where water from
private sources is to be discharged to the municipal sewer, the plant investment fee for sewer
service shall be computed on the basis of the size or number of meters which would have been
required to service the premises with municipal water.

Section 2.

The following rates are established, and shall be charged and paid on a monthly basis for all
sanitary sewer service from the municipal sanitary sewer system. Rates and fees established in
this section reflect the increase to be applied and effective July 1, 2023.

SEWER UTILITY RATES
Monthly Base Charges

Water Meter Size
(inches)

Base Allowance
(Gallons)

Monthly Base Fee

Inside City Outside City
¾ 1,500 $14.62 $29.23
1 3,000 $22.27 $44.58
1½ 6,000 $34.63 $69.25
2 9,000 $46.90 $93.78
3 22,000 $98.96 $197.17
4 37,000 $160.22 $320.42
6 75,000 $316.34 $632.71
8 150,000 $632.71 $1265.43

Sewer usage above the base allowance will be charged the following rate, per 1,000 gallons:

Inside City $2.94
Outside City $5.90

(a) The charges for private sewer discharge at the city wastewater treatment plant, as well as
other various sewer fees are as follows:

Service Fee

Septage Disposal, per 1,000 gallons $75

Grease Disposal, per 1,000 gallons $275

Disposal of septage in excess of 225 mg/l, 5-day biochemical oxygen demand (BOD) and 225
mg/l suspended solids will be assessed a surcharge based upon the following formula:

S = Vs x (Z (BOD5 - 225) + Y (SS - 225))

Where:
S = Surcharge in dollars.
Vs = Sewage volume in 1000 gallons.
Z = Unit charge for BOD (Z = 0.0007273).
BOD5 = Five-day biochemical strength index in milligrams per

liter (mg/l) by weight.
255 = Allowed BOD5 strength in mg/l by weight.
Y = Unit charge for suspended solids (Y = 0.001818).
SS = Suspended solids strength index in mg/l by weight.
225 = Allowed SS strength in mg/l by weight.

Portable Toilets, per 100 gallons $5

Utility Rates for Sewer Service
Resolution 28-23
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Septage Tank Waste, per 1,000 gallons $75

Vet Clinics $200

Restaurant Waste Grease, per gallon $275

Sump Waste, per day, per facility $80

(b) The customer's monthly sewage contribution for residential and multi-unit customers is to be
based upon the customer's water usage during four billing periods (December - March) and
redetermined annually on or about April 1st.

(c) Sewer service charges for other than residential and multi-unit customers are to be based
upon the indicated water usage plus any water contributed from private wells. In the event
that any customer can show (by meter) that a portion of the metered water does not enter the
sanitary sewer system, the customer(s) are to be charged for only that volume entering the
sanitary sewers. The customer may be required to install a meter in their system to record the
difference between sewage and non-sewage flows.

(d) A statement for charges for sewer service shall be dated and sent out to users at regular
intervals. Such statements shall be added to and made a part of the city water bill or by
separate billing if water service is from other than the city. Provisions of this code relative to
the payment of delinquent water bills shall also apply to delinquent sewer bills in all aspects,
including the discontinuance of water service for nonpayment of sewer charges. Any payment
received for combined water and sewer bills which are for less than the sum of the water and
sewer bills shall be first applied to the sewer charge, and any remainder to the water charge.

For customers not receiving city water service, these same provisions shall apply, except
that instead of discontinuance of water, a one-dollar ($1.00) late charge shall be added to
the next bill to cover additional accounting costs. If a sewer charge is not paid in nine
months a lien shall be filed on the property for the balance then due, plus filing fees. If
the lien is not paid in fifteen months, the service line shall be disconnected from the
city's main and plugged. Service shall not be restored until the account is paid in full
plus the actual cost of disconnecting the service line. Reconnection shall be the
responsibility of the owner. If such disconnection is required, the city shall notify the
agency furnishing water to the premises of the action to be taken.

(e) Owners or agents in charge of business blocks or other buildings occupied by more than one
tenant using water through a single meter and discharging sewage through the same sewer
service shall be required to pay one corresponding water and sewer charge for the whole of
such building, unless a separate water meter is installed for each tenant to where they may
assume responsibility to pay individual water and sewer charges.

(f) These rates and charges are established so that each user class pays its proportionate share of
the costs of wastewater collection and treatment services. The city Utilities Director is
directed to annually review the charge structure to ensure that proportionality between user
classes is maintained and to recommend modifications as appropriate. Each user shall be
notified annually by the city of its user charges.

PASSED, APPROVED AND ADOPTED this 19th day of June, 2023.

CITY OF SHERIDAN, WYOMING

_____________________________
Richard Bridger, Mayor

ATTEST:

_____________________________
Cecilia Good, City Clerk

Utility Rates for Sewer Service
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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:

Discussion of PL-22-16, Resolution 24-23, Adkins Valley II Minor Subdivision - Public Works
Director Hanns Mercer

From: Hanns Mercer, Public Works Director
To: Mayor and Council
CC:
Date: 05/24/2023

Recommendation:
Staff recommends approval of PL-22-16, Resolution 24-23, Adkins Valley II Minor Subdivision.  The applicants,
Steve and Tracy Bush, are requesting to subdivide 2.71 acres from 1 tract into 4 tracts.  Zoned R-1 Residence
District.  Located at 7 Woodland Park Rd. (PIN 55841130700125).

Background:
The applicants, Steve and Tracy Bush, are requesting to subdivide 2.71 acres from 1 Tract into 4 Tracts.  R-1
Residence District. Located at 7 Woodland Park Rd. (PIN 55841130700125).  The property is listed as Tract 1 of
the Replat of Tracts 5-8, Adkins Valley Subdivision, zoned R-1 Residence District.  Access to the properties will be
from a 30’ access and utility easement with a 26’ wide paved surface via Woodland Park Road.

Discussion:
Prior to approving the final plat, the City Council will need to make the following findings per Sheridan City Code
Appendix B §202, staff offers the following comments on the required findings:
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. 
This property falls completely within the city limits, so this condition does not apply.
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. 
Again, not applicable in this case, the property is within the city limits.
Every plat shall conform to the Zoning Ordinance currently adopted at the time of final plat approval. 
The proposed subdivision conforms to the Zoning Ordinance.
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. 
This proposed subdivision is outside the Airport influence area.
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.
Future water and sewer will be connected to existing utilities in Woodland Park Road and will be available to all



the lots. 
Staff sent out 22 nearest neighbor notifications to property owners within 300 feet as part of this application. In
addition, notifications were advertised in the press.  Staff has not received any inquiries.
Staff has no further comments at this time.

Attachments
Final Plat 
Aerial 
Resolution 24-23 







CITY OF SHERIDAN 
RESOLUTION 24-23 

 
A RESOLUTION approving PL-22-16, the minor plat of the Adkins Valley II Subdivision, 
dividing + 2.71 acres from 1 tract into 4 lots.  Zoned R-1 Residence District, located at  
7 Woodland Park Road. 
    
WHEREAS, the minor plat of the Adkins Valley II 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). 
 
Be it resolved by the City Council of the City of Sheridan: 
 
That the minor plat of the Adkins Valley II Subdivision, dividing + 2.71 from 1 tract into 4 
lots.  The property is zoned R-1 Residence District, located at 7 Woodland Park Road. 
 
In approving the Adkins Valley II Subdivision, the City Council finds the following as 
required by Sheridan City Code Appendix B §202: 
 

A. The property is already within the corporate limits of the City and requires no 
further action as pertains to annexation. 

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

with the exception of the variances 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 19 day of June, 2023. 
 
 
 

_______________________________ 
Richard Bridger, Mayor 

 
 
 
ATTEST: 
 
 
 
____________________________ 
Cecilia Good, City Clerk 
 
 
 
 
 



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:

Discussion of PL-22-45, Resolution 30-23, Vacate 5,502 sq ft of the East-West Alley Between 321
and 333 N. Main St. - City Engineer Thomas Morneau

From: Hanns Mercer, Public Works Director
To: Mayor and Council
CC:
Date: 05/25/2023

Recommendation:
Staff recommends approval of PL-22-45, Resolution 30-23.  The applicant, Historic Cady/Campstool Properties, is
requesting to vacate 5,502 sq ft of the east-west alley in Block 3 of the corrected plat of Grinnell Addition.  Located
between 321 and 333 N. Main, from N. Main St. to N. Gould St.

Discussion:
Request to vacate 5,502 square feet of the east-west alley in Block 3 of the corrected plat of the Grinnell Addition
located between 321 and 333 N. Main Street, from Main Street to N. Gould Street.  The vacated alley will be
divided between Historic Cady LLC and Campstool Properties, LLC.  West 100 feet of vacated alley will have no
easement retained.  East 175.01 feet of vacated alley will be subject to a general utility easement. 

Dry utilities have been removed and relocated. No objection from utility companies about the vacation. 

The sanitary sewer main will no longer run from Main St. into the alley. The west 100 feet of vacated alley will
have no easement retained. Properties owned by Historic Cady LLC will have water and sewer services in this
area. East 175.01 feet of vacated alley will be subject to a general utility easement to allow the City to maintain the
sewer main in this area. 

The utility services that will serve the Cady development cross lot lines and will not be placed in any easement as
they are all owned by Historic Cady LLC.

Attachments
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Resolution 30-23 







 

 

CITY OF SHERIDAN 
RESOLUTION 30-23 

 
A RESOLUTION vacating 5,502 square feet of the east-west alley right-of-way in Block 3 of the 
corrected plat of the Grinnell Addition, located between 321 and 333 N. Main Street, from N. 
Main Street to N. Gould Street. 
 
Whereas, Historic Cady LLC and Campstool Properties, LLC, adjacent to the alley ROW have 
petitioned the City Council requesting that the alley right-of-way be vacated; and 
 
Whereas, this request for a right-of-way vacation meets the requirements of Sheridan City Code 
§205; 
 

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

That the east-west alley between 321 and 333 N. Main Street, located in Block 3 of the 
corrected plat of the Grinnell Addition to the City of Sheridan, is hereby vacated.  
 
Passed, approved and adopted this _______day of _____________, 2023. 

 
 
 

_______________________________ 
Richard Bridger, Mayor 

 
 
Attest:  
 
 
 
________________________________ 
Cecilia Good, City Clerk 
 
State of Wyoming    ) 
           )SS 
County of Sheridan  ) 
 
Subscribed and sworn to (or affirmed) before me this ________day of  
 
_________________, 2023 by ___________________________. 
 
                                   
                             _____________________________ 
    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

Public Works  

MEMORANDUM
   
Project
Name:

Discussion of PL-23-18, Resolution 31-23, Approval for an Electronic Message Center Sign - Public
Works Director Hanns Mercer

From: Hanns Mercer, Public Works Director
To: Mayor and Council
CC:
Date: 05/25/2023

Recommendation:
Staff recommends approval of PL-23-18, Resolution 31-23.  The applicant, Citco Federal Credit Union, requests
approval for an Electronic Message Center sign within 300 feet of a single family residence.  Zoned B-1 Business
District.  Located at 502 N. Main St. (PIN 56842713800425).

Background:
The applicant, Citco Federal Credit Union, requests approval for an Electronic Message Center (EMC) sign within
300 feet of a single family residence.  The property is located on N. Main Street at the northwest intersection of N.
Main Street and W. 1st Street.  The property is listed as Lots 8, 9, 10 and part lot 11 of the Sheridan Land
Company’s Addition.  The property is zoned B-2 and is located in the downtown development district.  The
property is accessed by either N. Main Street from the east or from W. 1st Street from the south.
Adjacent to the property to the north, south, and east are commercial businesses zoned B-2.  There are properties to
the west that are single-family homes zoned B-2.  The proposed EMC sign will be within 300 feet from
single-family homes.  Existing on the property is a freestanding sign which the EMC sign will be attached to.
 Staff sent out 22 nearest neighbor notifications to property owners within 300 feet as part of this application.  In
addition, notifications were advertised in the press.  Staff has not received any inquiries.
 

Discussion:
Per Chapter 3-11.A of the Sheridan Municipal Code Electronic Message Center (EMC) Signs are regulated by the
following requirements.  Specifically, Chapter 3-11.A(5) of the Sheridan Municipal Code, states: No electronic
message center shall be erected within three hundred feet of a single-family residence.
   
For the reference of the City Council and Planning Commission, the following regulations apply to EMC signs: 
   
(2)  The process for EMC approval by the city council and planning commission shall be as follows:
    (A)  In addition to the information required by Sheridan City Code section 3-10(c)(1)(C), an applicant for an
electronic message center shall submit the following to the city planning division:
    (i)   A completed application in a form provided by the planning division.
    (ii)  Schematic drawings identifying the size of any signage to be installed, along with color and materials of the
EMC, framing and decorative elements.
    (iii) Building elevations or photographs with the proposed location of any signage shown.
    (iv) Technical specifications of the EMC with sufficient information to establish compliance with the provisions



of this section.
    (v)  A list of record properties’ owners within three hundred feet of the lot or legal parcel for which the EMC is
proposed.
    (vi) Any other item determined by planning division staff to be necessary to evaluate the application.
    (B)  Once a submittal has been deemed complete by planning division staff, the application and supporting
materials will be scheduled for consideration at the next regularly scheduled planning commission meeting for
which public notice can be given.
    (C)  Prior to consideration by the planning commission, notice of public hearing shall be given no later than
seven days prior to the planning commission meeting. Notice shall be given by publication in a newspaper in
general circulation in the community, and direct mailing to property owners within three hundred feet of the lot or
legal parcel for which the EMC is proposed.
    (D)  The planning commission may recommend approval, approval with conditions, or denial to the city council.
A recommendation of approval of issuance of a permit may only be made upon finding that the proposed EMC
meets the following criteria:
    (i)   An EMC, or sign incorporating an EMC, installed on a building or structure shall have framing and
decorative elements that are complimentary to the facade of the building on which it is to be installed. An EMC, or
sign incorporating an EMC, installed as a freestanding sign shall have a decorative base of masonry or stone.
    (ii)  Any information displayed on the EMC shall be static, and messages displayed shall not change more
frequently than once per hour.
    (iii) Messages displayed must be monochromatic (a single color, value, and hue) and the background of the EMC
must likewise be of a single color, value or hue.
    (iv) The maximum pixel spacing (pixel pitch) shall not exceed 10 mm for a EMC-RGB or 20 mm EMC-Mono.
    (v)  The minimum legal lot or parcel size for which an EMC, or sign incorporating an EMC, can be installed in a
R-O Rural Residence, R-1 Residence, R-2 Residence, R-3 Residence, R-4 Residence district, or residential use area
of a planned unit development, is one acre.
    (vi) The EMC will conform in all other ways with the provisions of this section and applicable city code.
    (E)  Following recommendation by the planning commission, the application and supporting materials will be
scheduled for consideration at the next city council meeting for which public notice can be given.
    (F)  Prior to consideration by the city council, notice of public hearing shall be given no later than seven days
prior to the city council meeting. Notice shall be given by publication in a newspaper in general circulation in the
community, and direct mailing to property owners within three hundred feet of the lot or legal parcel for which the
EMC is proposed.
    (G)  Once approved by the city council, the criteria found in subsection (a)(2)(D), along with any conditions of
approval by the city council, shall become the operating requirements of the EMC and shall be maintained in
perpetuity as long as the EMC is in operation. Any change to the EMC other than routine maintenance of existing
components, or complete removal, shall require approval by the city council.
    (b)  General requirements for electronic message centers in all zoning districts.
    (1)  The sign area of any EMC shall count towards the maximum allowed total sign area of wall, roof, projecting
or freestanding signage.
    (2)  Only one stand alone EMC, or a single sign incorporating one or more electronic message centers, shall be
allowed per lot or legal parcel, except as otherwise approved as part of the master plan for a Higher Education HE
or MA Medical Arts district.
    (3)  When used as part of a freestanding sign, electronic message centers must be integrated into the design of the
larger sign face and structure. They must not be a separate stand alone element of the sign. If located at the top of
the sign, they must include a frame or capping element of similar materials and colors as the rest of the sign face
and structure.
    (4)  Electronic message centers shall avoid concentration of illumination and not produce glare, constituting a
traffic hazard or nuisance or is otherwise detrimental to public health, safety or welfare.
    (5)  Unless approved through the process described in subsection (a), no electronic message center shall be
erected within three hundred feet of a single-family residence.
    (6)  Electronic message centers may not change their message or copy more than once per ten seconds.
Transitions between messages shall occur in two seconds or less.
    (7)  No animation, video, animation or non static display shall be allowed.
    (8)  Electronic message centers shall not utilize any audio components that produce sound.
    (9)  Electronic message centers shall comply with all provisions of any electrical or other technical code adopted



by the city.
    (10)   Electronic message centers must be equipped with a sensor or other device which detects ambient light
conditions and software which controls brightness for nighttime viewing and other lighting conditions. An EMC in
a R-O Rural Residence, R-1 Residence, R-2 Residence, R-3 Residence, R-4 Residence, NC-1 Neighborhood
Commercial district, or residential use area of a planned unit development or GD Gateway District, may not
actively display a message or be illuminated after 9:00 p.m.
    (11)   No electronic message center sign installed after (June 19, 2017), shall exceed 0.3 foot candles above
ambient light, as measured using a foot candle (Lux) meter at a preset distance depending on sign area. The
measurement distance shall be calculated with the following formula: The square root of the product of the sign area
and one hundred. Example using a twelve square foot sign: Measurement Distance = √(12 sq. ft. x 100) = 34.6 feet.
Conformity with these illumination levels may be established by submittal of a manufacturer’s certification that the
sign is incapable of exceeding the stated limits.
    (12)   Outside of the Downtown Business district, the maximum pixel spacing (pixel pitch) shall not exceed 16
mm for EMC-RGB or 20 mm an EMC-Mono. (Ord. No. 2177, § 1, 6-19-17.)

Attachments
Sign Size 
Sign 
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Site Plan 
Sign Brightness Letter 
Aerial 
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1015 Maple Street  •  Danville, Illinois 61832  •  217-442-0611   Fax: 217-442-0620  •  watchfiresigns.com 

Sales: 800-637-2645   Fax: 217-442-1020  •  Service: 866-637-2645   Fax: 217-477-7134 

 
Watchfire displays come equipped with photocell dimming technology that automatically 
adjusts the display’s brightness to .3 foot-candles over ambient light at the sign location.  The 
photocell automatically and immediately adjusts the signs’ light levels during the daytime.   
 
Watchfire displays also include a software back up which provides redundant protection should 
the photocell malfunction.  Appropriate brightness when on software back up is determined by 
sunrise/sunset tables for exact sign location.  The use of these brightness control systems 
protects Watchfire sign operators from having a sign that is too bright for safe viewing.   
 
Please let me know if you have additional questions. 
  
Thank you, 
 
Jason Wisniewski 
Sales Director – West Region 
Jason.Wisniewski@watchfire.com 
Phone: 303-242-9177  
watchfiresigns.com 
 
 
 
 
 
 
 





 

 

CITY OF SHERIDAN 
RESOLUTION 31-23 

 
A RESOLUTION approving PL-23-18, Citco Federal Credit Union Electronic Message 
Center (EMC) sign.  The property is Zoned B-2 Business District, located at 502 N Main 
St. 
    
WHEREAS, the EMC sign has been reviewed for consistency with Chapter 3-11.A of the 
Sheridan Municipal Code (EMC Regulations) and other applicable City code; and 
  
WHEREAS, the approval of this resolution constitutes the necessary authorization for 
the business at 502 N Main St to perform alterations to the sign. 
 
NOW THEREFORE, be it resolved by the City Governing Body of the City of Sheridan: 
 

1. All applicable requirements of the City Municipal Code have been satisfied. 
 

2. The Citco Federal Credit Union EMC sign, located at 502 N Main St is hereby 
approved by vote of the City of Sheridan’s Governing Body. 

 
 
PASSED, APPROVED, AND ADOPTED this 19th day of June, 2023. 
 
 
 

_______________________________ 
Richard Bridger, Mayor 

 
 
 
ATTEST: 
 
 
 
____________________________ 
Cecilia Good, City Clerk 
 
 
 
 
 



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:

Discussion of a Pre-Annexation Agreement with Lindsay Tope for Water Services at 4526 Coffeen
Avenue - Utilities Director Dan Roberts

From: Dan Roberts, Utilities Director
To: Mayor and Council
CC: City Administrator Stuart McCrae 
Date: 06/12/2023

Recommendation:
Staff recommends that City Council approve and authorize the Mayor to sign the attached Pre-Annexation
Agreement with Lindsay Tope, dated June 6, 2023, and the City of Sheridan, to serve as authorization for Lindsay
Tope to tie into the City of Sheridan’s water system at the location of 4526 Coffeen Avenue, which sits outside the
City limits. 

Background:
The proposed property is located South of the College on Coffeen Avenue. The property is contiguous to the City
on the South, East and West side. The landowner, Lindsay Tope, desires to be served from the City of Sheridan
through the public water system located along Coffeen Ave (see attached map).  The property is within the planned
Urban Services Area boundary which means it is intended to receive City services at some point in the future. As
such, this property should receive water service from the City of Sheridan. 
Resolution 73-07 establishes policy and requirements that must be met before the City Council can authorize the
extension of Sheridan’s water and/or sewer system to serve lands outside the city limits.  Staff has confirmed the
requirements are satisfied by this application which are listed as follows: 
   
1.    Land is within the Urban Services Area.
 
2.    The water and/or sewer service extensions appear to be economically feasible. 
 
3.    The property to be served can be made to conform to City ordinances related to subdivisions and construction
of Improvements.
 
4.    The property to be served can be reasonably expected to be annexed within the foreseeable future and provided
with other basic services available to City residents.
 
5.    The water and/or sewer service extensions will promote orderly growth and welfare to the City.
 
6.    The landowner will obtain the required permits from the City prior to proceeding with construction.
 
7.    The property to be served is not currently served by the City water system.

 
 In accordance with Resolution 73-07, City Council may authorize the extension of the City’s water or sewer



 In accordance with Resolution 73-07, City Council may authorize the extension of the City’s water or sewer
system to serve lands outside the city limits provided the landowner signs a Pre-Annexation Agreement and that
agreement is filed at the courthouse to run with the land.  The property at 4526 Coffeen Ave is outside the city
limits; therefore, a prepared Pre-Annexation Agreement is being presented for City Council consideration.

Attachments
4526 Coffeen Pre Annexation Docs 
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MEMORANDUM 

 

 

Date:    June 7, 2023 

To:    City of Sheridan Mayor and Council 

RE:    City/County Funding Agreement for Impact 307 

 

 

Included within your packed is a proposed funding agreement between the City of Sheridan and 

Sheridan County.  The funds are earmarked by the County for the funding of Impact 307. 

 

Impact Sheridan (f/k/a Sheridan Incubator) is part of the Impact 307 program which originated 

from the University of Wyoming.  Throughout the US, cities with universities have found that 

joint ventures between their universities and private businesses create synergy and cooperation to 

inspire economic growth.  Consequently, UW started Impact 307, whose goal was to create 

incubators in the larger cities. 

 

The funding of Impact Sheridan has changed over the years. Originally, the program was run 

through the University of Wyoming in conjunction with a local partner.  That partner has always 

been Sheridan County.  Today, the University is still involved but with more local control.  The 

County is responsible for overseeing Impact and has a funding agreement with the University.   

 

Historically, the City contributed $80,000.00 to the County to support Impact through its 1% 

application and funding process.  In 2021, the City Governing Body reduced the contribution to 

$60,000.00 per year.   

 

The new agreement will require the City to provide the County $20,000.00 on December 31, 2023 

and June 30, 2024.  This equates to $40,000.00 per fiscal year.  The funding of this allocation will 

occur through the general fund. 

 

If you have any questions, please contact me at your convenience. 

 

 

KERNS & BUNTING, LLC 

 

 
 

Brendon Kerns 
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Cooperative Funding Agreement  

Between Sheridan County and the City of Sheridan 

    For the Sheridan Incubator Facility-Impact 307 

 

This AGREEMENT between the County of Sheridan (County) and the City of Sheridan 

(City) is related to the County-owned Sheridan Incubator Facility and the funding commitments 

to be shared between the County and City.   

 

 WHEREAS, having identified the need to assist start-up business as a part of the 

County’s comprehensive economic development plan, the County in September 2010 approved 

resolution 10-05-005 and submitted a grant application the Wyoming Business Council (WBC) 

for the purchase of property for a business incubation facility; and 

 

 WHEREAS, in October 2010 the WBC approved the grant application and the County 

subsequently purchased commercial property in the Double Eagle Tech Park for the Sheridan 

Incubator Facility (SIF); and  

 

 WHEREAS, the County and the University of Wyoming entered into an operating, 

maintenance, and lease agreement for the SIF, dated February 1, 2015, (attached as Exhibit A); 

and 

 

 WHEREAS, the County and the University of Wyoming entered into a funding and 

cooperation agreement for the management of Impact 307, effective January 1, 2020, (attached 

as Exhibit B); and 

 

 WHEREAS, the County and City through a cooperative effort recognize the SIF has 

potential and recognize that operating costs will be required to sustain and grow the SIF; and 

 

 WHEREAS, the County and City recognize that Impact 307 has the expertise in 

operation of business incubators and both parties agree that Impact 307 should be funded for the 

operation of the SIF.  

 

NOW THEREFORE, the Parties to this AGREEMENT agree to the following: 

 

1. Upon the submission of an invoice to the County by the University of Wyoming on behalf of 

Impact 307, the County shall invoice the City and the City shall pay equal semi-annual 

payments to the County for a period of one (1) year, as follows: 

 

 

A. Forty thousand dollars ($40,000.00) and no cents due and payable before 

December 31, 2023 and June 30, 2024 

 

 

2. The County and City shall work collaboratively with the University of Wyoming and Impact 

307 to accomplish the objectives identified in Exhibit A attached hereto, the terms of which 
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are incorporated herein by reference.  

  

3. The County will ensure that the terms of the Agreement between the University of Wyoming 

and the County are fully complied with at all times during the term of this Agreement. 

 

4.  This Agreement shall expire on June 30, 2024, 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. 

 

SHERIDAN COUNTY, WYOMING   CITY OF SHERIDAN 

 

______________________________   ___________________________ 

Nick Siddle, Chairman     Rich Bridger, Mayor 

 

Dated__________________________   Dated_______________________ 

 

ATTEST:       ATTEST: 

 

______________________________   ___________________________ 

Eda Schunk Thompson, County Clerk   Cecilia Good, City Clerk 
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