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May 18, 2021 

 
MET IN REGULAR SESSION 
The Board of Supervisors met in regular session at 10:00 A.M. All members present with 
Supervisor Wichman attending via telephone. Chairman Belt presiding.        
 
PLEDGE OF ALLEGIANCE 
 
1. CONSENT AGENDA 
 
After discussion was held by the Board, a Motion was made by Grobe, and second by Shea, to 
approve: 
 
 

A. May 11, 2021, Minutes as read. 
 

 

UNANIMOUS VOTE. Motion Carried. 
 
 
2. SCHEDULED SESSIONS 
 
Motion made by Schultz, second by Shea, to approve and award Bid for Sheriff’s Office 
Expansion Project to DR Anderson Constructing. UNANIMOUS VOTE. Motion Carried. 
 
Motion made by Schultz, second by Wichman, to approve payment of $198,237.58 to the City of 
Council Bluffs for costs related to the Southwest Iowa 100-Yard Shooting Range Addition to be 
taken from the Gaming fund. UNANIMOUS VOTE. Motion Carried. 
 
Motion made by Shea, second by Schultz, to approve and authorize Chairman to sign services 
agreement with Field Day Development. UNANIMOUS VOTE. Motion Carried. 
 
Motion made by Wichman, second by Shea, to approve purchase of vehicle to replace inspector’s 
vehicle in Planning Department. UNANIMOUS VOTE. Motion Carried. 
 
Motion made by Schultz, second by Shea, to approve and authorize Board to sign Resolution 
No. 37-2021 to revise the County Five Year Program. 
 

Resolution No 37-2021 
 

2021 County Five Year Program Resolution 
 

WHEREAS, Unforeseen circumstances have arisen since adoption of the approved Secondary Road Five Year 
Program and previous revisions, requiring changes to the sequence, funding, and timing of the proposed work 
plan; and 
 
WHEREAS, The Board of Supervisors of Pottawattamie County, Iowa, in accordance with Iowa Code section 309.22, 
initiates and recommends modification of the following project(s) in the accomplishment year (State Fiscal Year 
2021), for approval by the Iowa Department of Transportation (Iowa DOT), per Iowa Code 309.23 and Iowa DOT 
Instructional Memorandum 2.050; 
 
NOW THEREFORE BE IT RESOLVED: 
 
The following projects shall be ADDED to the Program's Accomplishment year: 
 

Project Number Name 
Project ID 

Project Location Description of Work AADT Length 
Bridge ID 

Type of Work Fund Total 

LFM-C078(1)--7X-78 
Emergency Watershed 
Repairs 
48407 

On Various Locations Countywide 
This is a multiple project contract for NRCS Emergency 
Watershed Repair projects stemming from the 2019 
flood event. The projects are bank stabilization projects 
at bridge locations. NRCS Projects 1, 8, 10, and 13. 

15 
0.000 miles 

389 
Miscellaneous 
Local 

$500,000 

LFM-C078(3)--7X-78 
Emergency Watershed 
Repairs 
48408 

On Various Locations Countywide 
This is a multiple project contract for NRCS Emergency 
Watershed Repair projects stemming from the 2019 
flood event. The projects are bank stabilization projects 
at bridge locations. NRCS Projects 3,4,7, and 11. 

10 
0.000 miles 

389 
Miscellaneous 
Local 

$300,000 

L-C078(4)--73-78 Emergency 
Watershed Repairs 
48409 

On Various Locations Countywide 
This is a multiple project contract for NRCS Emergency 
Watershed Repair projects stemming from the 2019 

10 
0.000 miles 

389 
Miscellaneous 
Local 

$400,000 
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flood event. The projects are bank stabilization projects 
at bridge locations. NRCS project numbers 5 and 17. 

LFM-C078(2)--7X-78 
Emergency Watershed 
Repairs 
48410 

On Various Locations Countywide 
This is a multiple project contract for NRCS Emergency 
Watershed Repair projects stemming from the 2019 
flood event. The projects are bank stabilization projects 
at bridge locations. NRCS Projects 2,9,15, and 16. 

40 
0.000 miles 

389 
Miscellaneous 
Local 

$500,000 

 
The following projects shall be MODIFIED as follows: 
 

Project Number Name 
Project ID 

Project Location 
Description of Work 

AADT Length 
Bridge ID 

Type of Work 
Fund 

Modifications Total 

L-(BE02)--73-78 Belknap 
2 Bridge Replacement 
36157 

On IDLEWOOD RD, Over 
SLOCUM CREEK, S3 T75 
R40 
SD, 100' 

10 
0.000 miles 
285680 

320 Bridges 
Local 

added 200,000 Local dollars to 2021 
removed 200,000 Local dollars from 2024 

$200,000 

L-YO-1--73-78 
York 1 Bridge 
Replacement 5353 

On ROSEWOOD RD, Over 
MIDDLE SILVER CREEK, S1 
T76 R41 Replace steel 
truss 

25 
0.000 miles 
288230 

320 Bridges 
Local 

added 145,000 Local dollars to 2021 
removed 145,000 Local dollars from 2025 

$145,000 

STBG-SWAP-C078()--FG-
78 
L66 HMA Resurfacing 
36205 

On L66, from the Highway 
6 Intersection North 6.5 
Miles to the South 
Intersection of G30 
Project letting delayed 
from FY21 into FY22. 

260 
6.493 miles 

366 HMA 
Paving SWAP 

Project Location updated 
removed 4,800,000 FM dollars from 2021 
added 4,800,000 FM dollars to 2022 
removed 1,200,000 SWAP dollars from 2021 
added 1,250,000 SWAP dollars to 2022 

$6,050,000 

 
Fund Accomplishment Year 

Previous Amount New Amount Net Change 
Local $1,230,000 $3,275,000 $2,045,000 
Farm-to-Market $4,800,000 $0 $-4,800,000 
Special $0 $0 $0 
SWAP $1,700,000 $500,000 $-1,200,000 
Federal Aid $0 $0 $0 
Totals $7,730,000 $3,775,000 $-3,955,000 

          
Dated this 18th day of May, 2020. 

         R O L L    C A L L   V O T E  
 

                  AYE        NAY ABSTAIN ABSENT 
 
______________________________       
Scott A. Belt, Chairman 
 
______________________________       
Tim Wichman  
 
______________________________       
Lynn Grobe 

 

 

______________________________       
Justin Schultz 
 
______________________________       
Brian Shea 
 
 
ATTEST: _________________________________________________ 
      Melvyn Houser, County Auditor 
 
RECCOMMENDED: _________________________________________ 
      John Rasmussen, County Engineer 

 
 
 
ROLL CALL VOTE: AYES: Belt, Wichman, Grobe, Schultz, Shea. Motion Carried 
 
Motion made by Schultz, second by Grobe, to approve and authorize Chairman to sign Iowa DOT 
budget revision. UNANIMOUS VOTE. Motion Carried. 
 
Motion made by Shea, second by Schultz, to rescind Resolution No. 96-2020 which was passed 
and approved November 5th 2020.  
ROLL CALL VOTE: AYES: Belt, Wichman, Grobe, Schultz, Shea. Motion Carried 
 
 
3. OTHER BUSINESS 
 
Discussion was held with Human Resources Director Jana Lemrick about holding a Department 
Head/Elected Official retreat. Discussion only. No action taken. 
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Motion made by Wichman, second by Schultz, to approve and authorize Chairman to sign 
Engagement Letter with Ahlers & Cooney, P.C. UNANIMOUS VOTE. Motion Carried. 
 
Motion made by Schultz, second by Shea, to approve/disallow the following applications made 
to the Assessor’s Office: Homestead (113 recommended allowed, 0 recommended disallowed), 
Military (17 recommended allowed, 2 recommended disallowed), Disabled Veteran Homestead 
(6 recommended allowed, 0 recommended disallowed), Business Property Tax Credit (9 
recommended allowed, 1 recommended disallowed), Family Farm (8 recommended allowed, 0 
recommended disallowed). 
UNANIMOUS VOTE. Motion Carried. 
 
4. RECEIVED/FILED 
 

A. Salary Actions 
1) Conservation – Employment of Kaley Hubbard as NAM Seasonal. 
2) Veterans Affairs – Payroll Status Change for Jess Boese 
3) Sheriff – Payroll Status Change for Travis Kephart, Jeremy Warren 
4) Juvenile Detention – Payroll Status Change for Kasie Callinan 
5) IT – Payroll Status Change for Todd Butterbaugh 

 
 
5. ADJOURN 
 
Motion by Schultz, second by Shea, to adjourn meeting. 
UNANIMOUS VOTE. Motion Carried. 
 
THE BOARD ADJOURNED SUBJECT TO CALL AT 11:02 A.M. 
 
 
 
     _______________________________________________ 
     Scott A. Belt, Chairman  
    
 
 
ATTEST: _________________________________________ 
  Melvyn Houser, Pottawattamie County Auditor 

  
 
APPROVED:   May 25, 2021 
PUBLISH:  X 
 









 

 

Scheduled 

Sessions 



 
Matt Wilber/County Attorney 

 
 

1. Public Hearing on disposal of county-owned 
property under Iowa Code Section 331.361, 
legally described as:  Lot 7 in Block 5 of 
Babbitt Place in Council Bluffs, Pottawattamie 
County, Iowa. 
 

2. Discussion and decision to approve and 
authorize Board to sign Resolution No. 36-
2021, for disposal of said real property. 
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www.pottco.org/x/mapclick/parcel=754330151037&width=600&height=600&ftwidth=600&ftheight=600&map=On&asof=?442,108 1/2

Find Property     Res Sales     Comm/Ind Sales    

7543 30 106 023 
--- Permanent Property Address ---      ------- Mailing Address ------- 
POTTAWATTAMIE COUNTY                    POTTAWATTAMIE COUNTY 
                                           
                                         
================================================================================================== 
District: 000 CO BLUFFS CITY/CO BLUFFS 
============================ REAL ESTATE TAXES ON TREASURER'S WEBPAGE ============================ 
 Go to: https://www.municipalonlinepayments.com/pottawattamiecoia/tax/search/detail/754330106023
======================================== TAX DESCRIPTION* ======================================== 
                                  * Not to be used on legal documents 
BABBITT PLACE LT 7 BLK 5 
========================================= ASSESSED VALUE ========================================= 
                                               * Class is for Assessment purposes only — Not Zoning 
         land       dwelling          land       building          total   ag acres   year  class* 
 ------------------------------------------------------------------------------------------------ 
           $0             $0                           $0             $0              2020    R    
           $0             $0                           $0             $0              2021    R    
======================================= EXEMPTIONS/PROGRAMS ====================================== 
                                               * Credit information is no longer available online 
2020 CGOV                      $165.00  COUNTY GOVERNMENT 
2021 CGOV                      $800.00  COUNTY GOVERNMENT 
============================================= OWNERS ============================================= 
                                               * Book/Page LINKS TO RECORDER'S WEBPAGE 
 1  D  POTTAWATTAMIE COUNTY           book/page: 94/31190 D 

========================================== SALES HISTORY ========================================= 
Sale Date         Amount    Code    Book/Page 
03/07/1994           102    D006    0094/31190 

========================================= ASSESSMENT DATA ======================================== 
PDF: 28   MAP: 6 

Date Reviewed: 10/26/20 KK 

LAND.........7405 sqFt     .17 acres 

http://www.pottco.org/indexN.html
http://www.pottco.org/cgi/theme/rsales.html
http://www.pottco.org/cgi/sales/find/com
https://www.municipalonlinepayments.com/pottawattamiecoia/tax/search/detail/754330106023
http://www.pottco.org/x/salecode?D006&754330106023&03/07/1994
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www.pottco.org/x/mapclick/parcel=754330151037&width=600&height=600&ftwidth=600&ftheight=600&map=On&asof=?442,108 2/2

Zoom Out       Zoom In  

 
600ft x 600ft  

Click any parcel to go to its web page  
See more maps at the County GIS Department.

As of: On Web  Get Card  
Find Property     Res Sales     Comm/Ind Sales    

http://www.pottco.org/x/map_page?map=On&parcel=754330106023&width=600&height=600&ftwidth=1200&ftheight=1200&asof=
http://www.pottco.org/x/map_page?parcel=754330106023&width=600&height=600&ftwidth=300&ftheight=300&map=On&asof=
http://www.pottco.org/x/mapclick/parcel=754330106023&width=600&height=600&ftwidth=600&ftheight=600&map=On&asof=
http://gis.pottcounty.com/Html5?&run=LocatePIN&PIN=754330106023
http://www.pottcounty.com/departments/gis/overview/
http://www.pottco.org/indexN.html
http://www.pottco.org/cgi/theme/rsales.html
http://www.pottco.org/cgi/sales/find/com


RESOLUTION NO.   36-2021 
 

A RESOLUTION AUTHORIZING DISPOSAL OF AN INTEREST IN 
COUNTY-OWNED PROPERTY AS PROVIDED UNDER IOWA CODE 

SECTION 331.361 
 

WHEREAS, the Board of Supervisors has provided legal notice of and set a public hearing for 
the disposal of an interest in county-owned property described below; and 
 
WHEREAS, the Board of Supervisors believes it to be in the best interests of Pottawattamie 
County to dispose of certain county-owned property and to allow the property to be transferred; 
and 
 
WHEREAS, on March 7, 1994, Pottawattamie County, Iowa acquired the property on tax sale; 
and 
 
WHEREAS, John Liston has expressed interest in obtaining title and ownership of said property 
from Pottawattamie County, Iowa, for expansion of his personal residential property; and 
 
WHEREAS, the assessed value of said property in 2020 was found to be $165 and John Liston 
is willing to purchase said property for that sum. 
 
NOW THEREFORE BE IT RESOLVED, by the Board of Supervisors of Pottawattamie 
County, Iowa, that the Board of Supervisors does hereby authorize the disposal of Pottawattamie 
County, Iowa’s interest in the property legally described as follows: 
 
Lot 7 in Block 5 of Babbitt Place in Council Bluffs, Pottawattamie County, Iowa. 
 
BE IT FURTHER RESOLVED that the County Auditor be and is hereby authorized, 
empowered and directed to cause a Quit Claim Deed to be prepared, duly executed, and recorded 
along with this Resolution and the Proof of Publication of the “Notice of Public Hearing”. 
 
Dated this 25th day of May, 2021. 

 
 

R O L L    C A L L   V O T E  
 

 AYE NAY ABSTAIN ABSENT 
 
______________________________       
Scott A. Belt, Chairman 
 
______________________________       
Tim Wichman 
 
______________________________       
Lynn Grobe 

 

 
    

______________________________       
Justin Schultz 
 
______________________________       
Brian Shea 
 
 
ATTEST: _____________________________________ 
      Melvyn J. Houser, County Auditor 



 
Jason Slack/Director, Buildings and Grounds 

 
 
 

Discussion and/or decision: 

 to approve Change Order #1 – 7 Day Time 
Extension Due to Delay in Contract Signing. 





 
Matt Wyant, Planning Director and/or Tracy 

Nosekabel, Environmental Health Coordinator 
 

 
 

Discussion and/or decision: 

 to increase the Percolation Test Fee from $325 to 
$450 and to sign Resolution No. 38-2021 to amend 

County Code Chapter 1.5, Schedule of Fees. 
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RECORDER’S COVER SHEET 
 

Prepared by: 
 Pottawattamie County Office of Planning and Development 
 223 South 6th Street, Suite 4 
 Council Bluffs, IA  51501-4245 
 (712) 328-5792 
 
Return Document to: 
 Pottawattamie County Office of Planning and Development 
 223 South 6th Street, Suite 4 
 Council Bluffs, IA  51501-4245 
 (712) 328-5792 
 
Document Title: 
 Pottawattamie County 
 Schedule Of Fees 
 Resolution No.38-2021 
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CHAPTER 1.50 
SCHEDULE OF FEES 

 
1.50.010 PURPOSE: The purpose of this chapter is to set forth those fees and charges 

authorized to be charged by the County pursuant to specific authorization of the 
Board of Supervisors, as evidenced herein, or as authorized in other chapters of this 
Code.  The provisions of this Chapter shall constitute authorization for the County 
Official designated by the respective Titles and/or Chapters within the Titles, to 
charge and collect the fees and charges set forth herein.  If a fee or charge is 
authorized to be made or charged, such fee or charge is nonetheless authorized to 
be made or charged, the same as if it were set forth herein.  (Ordinance #2008-
02/February 1, 2008) 

 
1.50.020 FEES SET BY RESOLUTION: Any fees not specifically set forth in this Chapter 

shall be set and amended by resolution by the Board of Supervisors.  The schedule 
of fees shall be maintained and shall be available for inspection in the Office of 
Planning and Development.  (Ordinance #2008-02/February 1, 2008) 

 
1.50.030 INVESTIGATION FOR WORK WITHOUT A PERMIT: Whenever any work for which 

a permit is required by the Pottawattamie County, Iowa, Code, has commenced 
without first obtaining said permit, a special investigation shall be made before a 
permit may be issued for such work.  (Ordinance #2008-02/February 1, 2008) 

 
1.50.040 INVESTIGATION FEE FOR WORK WITHOUT A PERMIT: An investigation fee, in 

addition to the permit fee, shall be collected whether or not a permit is then or 
subsequently issued.  The investigation fee shall be double the amount of the permit 
fee required by the Pottawattamie County, Iowa, Code or as set by resolution by the 
Board of Supervisors.  In the event more than one permit is required prior to 
commencing said work, the investigation fee shall double the amount of all permit 
fees required.  The payment of such investigation fee shall not exempt any person 
from compliance with all other provisions of the Pottawattamie County, Iowa, Code, 
nor from any penalty prescribed by law.  (Ordinance #2008-02/February 1, 2008) 

 
1.50.050 SITE EVALUATION FEE: In the event a site evaluation is required by the 

Pottawattamie County, Iowa, Code, in various chapters, a site evaluation fee shall 
be charged.  The site evaluation fee shall be seventy-five (75) percent of the permit 
requiring the site evaluation.  In the event a site evaluation involves multiple permits, 
the site evaluation fee shall be fifty (50) percent of the accumulatively total of all 
permits required.  (Ordinance #2008-02/February 1, 2008) 

 
1.50.060 FEE REFUND: Fees shall not be entitled to be refunded. (Ordinance #2009-05/June 

5, 2009) 
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RESOLUTION NO. 38-2021 
A RESOLUTION TO ESTABLISH A SCHEDULE OF FEES. 

 
WHEREAS, Pottawattamie County, Iowa, has established the need for fees to cover the cost of administering 
various provisions of the Pottawattamie County, Iowa, Code; and 
 
NOW, THEREFORE, BE IT RESOLVED BY THE BOARD OF SUPERVISORS OF POTTAWATTAMIE COUNTY, 
IOWA, that the Board of Supervisors of Pottawattamie County, Iowa, that the following Schedule of Fees be and 
the same is hereby amended and said amendments adopted. 
 
County Code Chapter 3.50-Animal Control Description of License, Fee or Permit Charges 
Any animal $    8.00 
Unspayed female or unnuetered male $  22.00 

 
County Code Chapter 3.55-Sexually Oriented Businesses Description of License, Fee or Permit Charges 
Sexually Oriented Business License-Initial License $ 100.00 
Sexually Oriented Business License-Annual Renewal $   50.00 
Sexually Oriented Business Employees License-Initial License $   50.00 
Sexually Oriented Business Employees License-Annual Renewal $   25.00 
County Code Chapter 5.50-Onsite Wastewater Treatment and Disposal Systems Description of 
License, Fee or Permit 

Charges 

Percolation Test $450.00 
Septic Permit & 1st Septic Inspection Fee $ 120.00 
Septic Permit Tank Only Permit and Inspection Fee $   60.00 
Septic Inspection Fee 2nd & subsequent (Per Visit) $   60.00 
Septic Variance $ 120.00 
Septic Installer’s Commercial License $   60.00 
Septic Pre-Installation Site Inspection $   60.00 
Late Inspection Fee Per Hour (Inspections after 4:30 P.M. time calculated at job site plus drive time 
from job site to Courthouse) 

$   75.00  

Site Evaluation Fee (% of Permit Fee) 
*50% of septic permit fee if multiple permits applied for at the same time 

75%* 

Time of Transfer Waiver Agreement $150.00 
County Code Chapter 5.60-Private Water Well Description of License, Fee or Permit Charges 
Well Permit $  120.00 
Well Pre-Installation Site Inspection $   60.00 
Well Variance $ 120.00 
Site Evaluation Fee (% of Permit Fee) 
*50% of the well permit fee if multiple permits are applied for at the same time 

75%* 

Late Inspection Fee Per Hour (Inspections after 4:30 P.M. time calculated at job site plus drive time 
from job site to Courthouse) 

$   75.00  

County Code Chapter 5.05-Local Siting Description of License, Fee or Permit  Charges 
Local Siting approval for projects outlined in Chapter 5.05 $5000.00 
Amendment to Local Siting approval for projects in Chapter 5.05 $2500.00 
County Code Chapter 5.30-Floodplain Development Description of License, Fee or Permit  Charges 
Floodplain Development Permit $ 120.00 
Site Evaluation Fee (% of Permit Fee) 
*50% of Floodplain Development permit fee if multiple permits applied for at the same time 

75%* 

Floodplain Development Variance $ 120.00 
County Code Chapter 7.30-Rural Addressing Description of License, Fee or Permit Charges 
Cost to change the name of a roadway Actual Cost 
County Code Title 8-Zoning Ordinance Description of License, Fee or Permit Charges 
Zoning Text Amendment $ 450.00 
Zoning Map Amendment – Any District** $ 400.00 
Development Plan Review Class R-5, R-6 and I-3 Districts/Per Plan Submittal $ 300.00 
Conditional Use Permit** $ 260.00 
Zoning Variance-Appeal of Administrative Decision** $ 140.00 
Zoning Permit for signs, home occupations and other issues not required to secure building 
permits 

$   70.00 

Site Evaluation Fee (% of Permit Fee) 
*50% of the zoning permit fee if multiple permits are applied for at the same time 

75%* 

Late Inspection Fee Per Hour (Inspections after 4:30 P.M. time calculated at job site plus drive $   75.00  
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time from job site to Courthouse) 
County Code Title 9-Subdivision Ordinance Description of License, Fee or Permit Charges 
Preliminary Plat-Minor Subdivision  $ 165.00 
Preliminary Plat Major Subdivision  $ 275.00 

+ $5/lot  
Final Plat - Minor Subdivision $ 165.00 
Final Plat - Major Subdivision $ 275.00 

+ $5/lot 
Subdivision Variance or Appeal/Per Issue $ 120.00 
Final Construction Plan Review $ 200.00 
Stop sign per public road intersection $ 100.00 
Intersection sign per public road intersection $ 210.00 
Sketch Plat Application per parcel ($150 minimum) $   75.00  
Sketch Plat Application for a minor or major subdivision $ 200.00  

 1st  4 lots +  
$5.00/lot >4 

 
 
 

County Code Title 10-Building Codes 
 

BUILDING PERMIT FEE 
(Table 3-A of the 1997 UBC Administrative) 

TOTAL VALUATION FEE 
$1 to $500 $ 23.50 
$501 to 2,000 $ 23.50 for the first $ 500.00 plus $ 3.05 for each additional $ 100.00, or fraction 

thereof, to and including $ 2,000.00 
$2,001 to $25,000 $ 69.25 for the first $ 2,000.00 plus $ 14.00 for each additional $ 1,000.00, or 

fraction thereof, to and including $ 25,000.00 
$25,001 to $50,000 $ 391.75 for the first $ 25,000.00 plus $ 10.10 for each additional $ 1,000.00, or 

fraction thereof, to and including $ 50,000.00 
$50,001 to $100,000 $ 643.75 for the first $ 50,000.00 plus $ 7.00 for each additional $ 1,000.00, or 

fraction thereof, to and including $ 100,000.00 
$100,001 to $500,000 $ 993.75 for the first $ 100,000.00 plus $ 5.60 for each additional $ 1,000.00, or 

fraction thereof, to and including $ 500,000.00 
$500,001 to $1,000,000 $ 3,233.75 for the first $ 500,000.00 plus $ 4.75 for each additional $ 1,000.00, or 

fraction thereof, to and including $ 1,000,000.00 
$1,000,001 and up $ 5,608.75 for the first $ 1,000,000.00 plus $ 3.15 for each additional $ 1,000.00, or 

fraction thereof 
Other Inspections and Fees: 
1. Inspections outside of normal business hours (minimum charge-two hours) $75.00 per  hr*  
2. Reinspection fees assessed under provisions of Building Official     $75.00 per  hr*  
3. Inspections for which no fee is specifically indicated (minimum charge-1/2 hour) $75.00 per  hr*  
4. Additional plan review required by changes, additions or revisions to plans. (Minimum charge is ½  hour) $75.00 

per  hr*  
5. For use of outside consultants for plan checking and inspections, or both…Actual costs** 

*Or the total hourly cost to the jurisdiction, whichever is the greatest.  This cost shall include supervision, overhead, 
equipment, hourly wages and fringe benefits of the employees involved. 
**Actual costs include administrative and overhead costs. 
 
Construction valuations shall include total value of work including materials and labor for which the permit is being 
issued such as electrical, gas, mechanical, plumbing equipment and permanent systems.  The determination of 
value or valuation for new construction per square foot under any of the provisions of the adopted Codes shall be 
as currently published in the International Code Council “Building Safety” Journal.  For residential one and two 
family, the square foot construction cost shall be 76% of the table valuation, effective September 1, 2007.  
Annually, in June, the Board of Supervisors may review the this percentage to determine if the fees collected are 
adequate to cover expenses incurred in the operation of the Building and Safety Division.  If, in the opinion of the 
Building Official, the valuation is underestimated on the application for remodeling, the Building Official shall require 
the applicant can show detailed estimates to meet the approval of the Building Official. Final building permit 
valuation shall be set by the Building Official. 
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BUILDING VALUATION OF: PER 

SQUARE 
FOOT 

Dwelling – Habitable Living Area  $  71.50 
Dwelling – Remodel/Finish Existing Area into Habitable Living Area $  36.50 
Dwelling – Pre-Manufactured Home – Habitable Living Area $  35.75 
Basement – Finished Habitable Living Area $  36.50 
Basement – Unfinished Non-Habitable Area $  18.25 
Basement – Finish Existing Unfinished Area into Habitable Living Area $  28.50 
Garage – Attached or Detached Area $  28.00 
Storage Shed/Pole Barn Area (Post & Truss Design) $  10.75 
Carport – Attached or Detached Area $  12.50 
Porch – Enclosed Habitable Area $  29.50 
Porch – With Roof Area $  14.75 
Porch – Deck Only Area $    8.25 

 
BUILDING VALUATION OF: PER SQUARE 

FOOT 
Block or CMU fence over six (6) feet in height  $    8.25 
Retaining walls over four (4) feet in height $    8.25 
TYPES OF PERMITS:  FLAT FEE 
Reshingle-Existing Structure $100.00 
  
Windows and Door Replacement* $100.00 
Combination of 2: Reshingle or Windows & Doors* $  75.00 
Demolition of Principal Structure, per structure (Issued in conjunction with other permit on 
the same property there is No Charge) 

$  75.00 

Demolition of Accessory Structure, per structure (Issued in conjunction with other permit on 
the same property there is No Charge) 

$75.00 

Interior Commercial Alteration before Remodeling $150.00 
Residential Tornado Shelter $  56.25 
• Window replacement: size for size or smaller installation of new windows in an existing structure for every 

permitted project. 
 

 
 

 
 

ELECTRICAL PERMIT FEES 
(Table 3-B of the 1997 UBC Administrative) 

 
Permit Issuance 

1. For the issuance of each electrical permit  $23.50 
2. For the issuing of each supplemental permit for which the original permit has not expired, 

been canceled, or finale 
 $7.25 

 
System Fee Schedule (Note: The following do not include permit-issuing fee.) 

1. New Residential Buildings 
The following fees shall include all wiring and electrical equipment in or on each building, 
or other electrical equipment on the same premises constructed at the same time. 

 

 Multifamily: 
For new multifamily buildings (apartments and condominiums) having three or more 
dwelling units constructed at the same time, not including the area of garages, 
carports and accessory buildings, per square foot (0.09 m²)       

 $0.050 

 Single and Two family:  For new single- and two-family residential buildings 
constructed at the same time and not including the area of garages, carports and 
accessory buildings, per square foot (0.09 m²) 

 $0.056 

2. Private Swimming Pools 
For new private, in ground swimming pools for single-family and multifamily occupancies, 
including a complete system of necessary branch circuit wiring, bonding, grounding, 
underwater lighting, water pumping and other similar electrical equipment directly related 
to the operation of a swimming pool, each pool 

 $49.50 

3. Carnivals and Circuses  
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Carnivals, circuses, or other traveling shows or exhibitions utilizing transportable-type 
rides, booths, displays and attractions. 

 For electrical generators and electrically driven rides, each  $23.50 
 For mechanically driven rides and walk-through attractions or displays having electric 

lighting, each 
 $7.25 

 For a system of area and booth lighting, each  $7.25 
 For permanently installed rides, booths, displays and attractions, use the Unit Fee 

Schedule. 
 

4. Temporary Power Service  
 For a temporary service pole or pedestal, including all pole or pedestal-mounted 

receptacle outlets and appurtenances each 
 $23.50 

 For a temporary distribution system and temporary lighting and receptacle outlets for 
construction sites, decorative lights, Christmas tree sale lots, fireworks stand, etc. 
each 

 $12.30 

 
Unit Fee Schedule (Note: The following do not include permit-issuing fee.) 

1. Receptacle, Switch and Light Outlets 
For receptacle, switch, light or other outlets at which current is used or controlled, except 
services, feeders and meters:  

 

 First 20 fixtures, each  $1.10 
 Additional fixtures, each 

(Note:   For multi-outlet assemblies, each 5 feet (1524 mm) or fraction thereof may be 
considered as one outlet.) 

 $0.73 

2. Lighting Fixtures 
For lighting fixtures, sockets or other lamp-holding devices: 

 

 First 20 fixtures, each  $1.10 
 Additional fixtures, each  $0.73 
 For pole or platform-mounted lighting fixtures, each  $1.10 
 For theatrical-type lighting fixtures or assemblies, each    $1.10 

3. Residential Appliances  
For fixed residential appliances or receptacle outlets for same, including wall-mounted 
electric ovens; counter-mounted cooking tops; electric ranges; self-contained room; 
console or through-wall air conditioners; space heaters; food waste grinders; dishwaters; 
washing machine; water heaters; clothes dryers; or other motor-operated appliances not 
exceeding 1 horsepower (HP) (746 W) in rating, each 
(Note:  For other types of air conditioners and other motor-driven appliances having larger 
electrical ratings, see Power apparatus.) 

 $4.75 

4. Nonresidential Appliances 
For nonresidential appliances and self-contained factory-wired, nonresidential appliances 
not exceeding 1 horsepower (HP), kilowatt (kW) or kilovolt-ampere (kVA), in rating, 
including medical and dental devices; food, beverage and ice cream cabinets; illuminated 
show cases; drinking fountains; vending machines; laundry machines; or other  similar 
types of equipment, each 
(Note:  For other types of air conditioners and other motor-driven appliances having larger 
electrical ratings, see Power apparatus.) 

 $4.75 

5. Power Apparatus 
For motors, generators, transformers, rectifiers, synchronous converters, capacitors, 
industrial heating, air conditioners and heat pumps, cooking or baking equipment and 
other apparatus, as follows: 

 

 Rating in horsepower (HP), kilowatts (kW), kilovolt-amperes (kVA) or kilovolt-amperes-
reactive (kVAR): 

 

 Up to and including 1, each  $4.75 
 Over 1 and not over 10, each  $12.30 
 Over 10 and not over 50, each  $24.60 
 Over 50 and not over 100, each  $49.50 
 Over 100, each  $74.50 
 Notes:  

1. For equipment or appliances having more than one motor, transformer, 
heater, etc. the sum of the combined ratings may be used. 

2. These fees include all switches, circuit breakers, contractors, thermostats, relays and 
other directly related control equipment. 

 

6. Busways 
For trolley and plug-in-type busways, each 100 feet (30 480 mm) or fraction thereof (Note: 

 $7.25 



1.50.7 

An additional fee is required for lighting fixtures, motors and other appliances that are 
connected to trolley and plug-in-type busyways.  A fee is not required for portable tools.) 

7. Signs, Outline Lighting and Marquees 
For signs, outline lighting systems or marquees supplied from one branch 
circuit, each 

 $24.60 

 For additional branch circuits within the same sign, outline lighting system or  
marquee, each 

 $4.75  

8. Services 
For services of 600 volts or less and not over 200 amperes in rating, each 

 $30.50 

 For services of 600 volts or less and over 200 amperes to 1,000 amperes, each  $62.15 
 For services over 600 volts or over 1,000 amperes in rating, each  $124.30 

9. Miscellaneous Apparatus, Conduits and Conductors 
For electrical apparatus, conduits and conductors for which a permit is required but for 
which no fee  is herein set forth 
(Note:  This fee is not applicable when a fee is paid for one or more services, outlets, 
fixtures, appliances, power apparatus, busways, signs or other equipment.) 

 $18.20 

 
Other Inspections and Fees 

1. Inspections outside of normal business hours, per hour (minimum charge-two hours)  $75.00* 
2. Reinspection fees assessed under provisions of Section 10.01.700.08 per inspection  $75.00* 
3. Inspections for which no fee is specifically indicated, per hour (minimum charge-one 

half hour) 
 $75.00* 

4. Additional plan review required by changes, additions or revisions to plans or to plans for 
which an initial review has been completed (minimum charge-one half hour) 

 $75.00* 

*Or the total hourly cost to the jurisdiction, whichever is the greatest.  This cost shall include supervision, overhead, 
equipment, hourly wages and fringe benefits of the employees involved. 

 
 
 
 

 
 

MECHANICAL PERMT FEES 
(Table 3-C of the 1997 UBC Administrative) 

 
Permit Issuance and Heaters 

1. For the issuance of each mechanical permit   $23.50 
2. For issuing each supplemental permit for which the original permit has not expired, been 

canceled or finale 
 $7.25 

 
Unit Fee Schedule (Note:  The following do not include permit-issuing fee.) 

1. For the installation or relocation of each forced-air or gravity-type furnace or burner, 
including ducts and vents attached to such appliances, up to and including 100,000 Btu/h 
(29.3)  

 $14.80 

 For the installation or relocation of each forced-air or gravity-type furnace or burner, 
including ducts and vents attached to such appliance over 100,000 Btu/h (29.3) 

 $18.20 

 For the installation or relocation of each floor furnace, including vent  $14.80 
 For the installation or relocation of each suspended heater, recessed wall heater or floor-

mounted unit heater 
 $14.80 

2. Appliance Vents  
 For the installation, relocation or replacement of each appliance vent installed and not 

included in an appliance permit  
 $7.25 

3. Repairs or Additions  
 For the repair of, alteration of, or addition to each heating appliance, refrigeration unit, 

cooling unit, absorption unit or each heating, cooling, absorption or evaporative cooling 
system, including installation of controls regulated by the Mechanical Code 

 $13.70 

4. Boilers, Compressors and Absorption Systems  
 For the installation or relocation of each boiler or compressor to and including 3 horsepower 

(10.6 kW), or each absorption system to and including 100,000 Btu/h (29.3 kW) 
 $14.70 

 For the installation or relocation of each boiler or compressor over 3 horsepower (10.6 kW) 
to and including 15 horsepower (52.7 kW),  or each absorption system over 100,000 Btu/h 
(29.3 kW) to and including 500,000 Btu/h (146.6 kW) 

 $27.15 

 For the installation or relocation of each boiler or compressor over 15 horsepower (52.7 kW) 
to and including 30 horsepower (105.5 kW), or each absorption system over 500,000 Btu/h 

 $37.25 
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(146.6 kW) to and including 1,000,000 Btu/h (293.1 kW). 
 For the installation or relocation of each boiler or compressor over 30 horsepower (105.5 

kW) to and including 50 horsepower (176 kW), or each absorption system over 1,000,000 
Btu/h (293.1 kW) to and including 1,750,000 Btu/h (512.9 kW).  

 $55.45 

 For the installation or relocation of each boiler or compressor over 50 horsepower (176 kW), 
or each absorption system over 1,750,000 Btu/h (512.9 kW) 

 $92.65 

5. Air Handlers  
 For each air-handling unit to and including 10,000 cubic feet per minute (cfm) (4719 L/s), 

including ducts attached thereto 
(Note:  This fee does not apply to an air-handling unit which is a portion of a factory-
assembled appliance, cooling unit, evaporative cooler or absorption unit for which a permit 
is required elsewhere in the Mechanical Code.) 

 $10.65 

 For each air-handling unit over 10,000 cfm (4719 L/s)  $18.10 
6. Evaporative Coolers  
 For each evaporative cooler other than portable type  $10.65 

7. Ventilation and Exhaust   
 For each ventilation fan connected to a single duct   $7.25 
 For each ventilation system which is not a portion of any heating or air-conditioning system 

authorized by a permit 
 $10.65 

 For the installation of each hood which is served by mechanical exhaust, including the ducts 
for such hood 

 $10.65 

8. Incinerators 
 

 

 For the installation or relocation of each domestic-type incinerator  $18.20 
 For the installation or relocation of each commercial or industrial-type incinerator    $14.50 

9. Miscellaneous  
 For each appliance or piece of equipment regulated by the Mechanical Code but not 

classed in other appliance categories, or for which their fee is listed in the table 
 $10.65 

 
Other Inspections and Fees 

1. Inspections outside of normal business hours, per hour (minimum charge-two hours)  $75.00* 
2. Reinspection fees assessed under provisions of Section 10.01.700.08 per inspection  $75.00* 
3. Inspections for which no fee is specifically indicated, per hour (minimum charge-one 

half hour) 
 $75.00* 

4. Additional plan review required by changes, additions or revisions to plans or to plans for 
which an initial review has been completed (minimum charge-one half hour) 

 $75.00* 

*Or the total hourly cost to the jurisdiction, whichever is the greatest.  This cost shall include supervision, overhead, 
equipment, hourly wages and fringe benefits of the employees involved. 

 
 
 
 

PLUMBING PERMIT FEES 
(Table 3-D of the 1997 UBC Administrative) 

 
Permit Issuance 

1. For the issuance of each plumbing permit  $23.50 
2. For issuing each supplemental permit for which the original permit has not expired, been 

canceled or finale 
 $7.25 

 
Unit Fee Schedule (Note:  The following do not include permit-issuing fee.) 

1. Fixtures and Vents  
 For each plumbing fixture or trap or set of fixtures on one trap (including water, drainage 

piping and backflow protection thereof) 
 $9.80 

 For repair of alteration of drainage or vent piping, each fixture  $4.75 
2. Sewers, Disposal Systems and Interceptors  
 For each building sewer and each trailer park sewer  $24.65 
 For each private sewage disposal system (See Title 5 fees above)  
 For each industrial waste pretreatment interceptor, including its trap and vent, excepting 

kitchen-type grease interceptors functioning as fixture traps  
 $19.90 

 Rainwater Systems-per drain (inside building)  $9.80 
3. Wells  
 For each private water well (See Title 5 fees above)  
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4. Water Piping and Water Heaters  
 For installation, alteration, or repair of water piping or water-treating equipment, or both, 

each 
 $4.75 

 For each water heater including vent  $12.30 
 For vents only, see Table 3-C  

5. Gas Piping Systems  
 For each gas piping system of one to five outlets  $6.15 
 For each additional outlet over five, each  $1.10 

6. Lawn Sprinklers, Vacuum Breakers and Backflow Protection Devices  
 For each lawn sprinkler system on any one meter, including backflow protection devices 

thereof 
 $14.80 

 For atmospheric-type vacuum breakers or backflow protection devices not included in Item 
1: 

 

 1 to 5 devices  $12.30 
 Over 5 devices, each  $2.25 
 For each backflow-protection device other than atmospheric-type vacuum breakers:  
 2 inches (50.8 mm) and smaller     $12.30 
 Over 2 inches (50.8 mm)  $24.65 

7. Swimming Pools 
For each swimming pool or spa: 

 

 Public pool  $91.25 
 Public spa  $60.75 
 Private pool, over 5,000 gallons in ground or above ground.  1 square foot = 7.48 gallons  $60.75 
 Private spa  $30.25 

8. Miscellaneous  
 For each appliance or piece of equipment regulated by the Plumbing Code but not 

classed in other appliance categories, or for which no other fee is listed in this code 
 $9.80 

 
Other Inspections and Fees 

1. Inspections outside of normal business hours, per hour (minimum charge-two hours)  $75.00* 
2. Reinspection fees assessed under provisions of Section 10.01.700.08 per inspection  $75.00* 
3. Inspections for which no fee is specifically indicated, per hour (minimum charge-one  

half hour) 
 $75.00* 

4. Additional plan review required by changes, additions or revisions to plans or to  
plans for which an initial review has been completed (minimum charge-one half  
hour) 

 $75.00* 

*Or the total hourly cost to the jurisdiction, whichever is the greatest.  This cost shall include supervision, overhead, 
equipment, hourly wages and fringe benefits of the employees involved. 

 
PROPERTY MAINTENANCE CODE 

1. Inspections of property to determine abatement work to be completed and post abatement ins  
of cleanup work, per hour (minimum charge-two hours) 

 $75.00* 

 
GRADING PERMIT FEES 

Permit Issuance 
1. For the issuance of each grading permit     $23.50 

 
Unit Fee Schedule (Note:  The following do not include permit-issuing fee.) 

  PER CUBIC 
YARD: 

1. Excavation and Fill-all Relocated On-site .02 
2. Fill Brought in from Off-site .06 
3. Excavation Removed from On-site .06 

 
ALL-TERRAIN AND OFF-ROAD VEHICLE LICENSES 

County Code Chapter 12-All-Terrain and Off-Road Vehicle Licensing Charges 
For each All-Terrain and/or Off-Road Vehicle License $    50.00 

 
PASSED AND APPROVED May 25, 2021. 
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 R O L L    C A L L   V O T E  
 AYE NAY ABSTAIN ABSENT 

           
Scott Belt, Chairman 
 
 
           
Justin Schultz 
 
 
           
Tim Wichman 
 
 
           
Lynn Grobe  
 
 
           
Brian Shea 
 
 
Attest: ___________________________________ 
 Melvyn Houser, County Auditor 
 Pottawattamie County, Iowa 
 
 
 
 
 
 



 
Don Gross and/or Ryan Ossell, MAPA 

 
 

Discussion and/or decision: 

 approve and authorize Board to sign Resolution No. 39-
2021 approving the selection of a firm for asbestos 
survey and abatement removal inspection services. 





































































RESOLUTION NO.   39-2021 
 

ASBESTOS SURVEY AND MONITORING OF ABATEMENT 
2019 FLOOD 

 
WHEREAS, as a result of the flooding of 2019, Pottawattamie County has applied to FEMA 
under its §403 Essential Assistance Program for funding of demolition work.  Funding is 
anticipated from FEMA, the State of Iowa and the County.  
 
WHEREAS, the County requires asbestos removal to be performed for the purpose of preparing 
structures for demolition in connection with the above identified project; and 
 
WHEREAS, the County requires an asbestos survey identifying asbestos containing material 
(ACM) and monitoring of asbestos removal; and 
 
WHEREAS, _______________________ (contractor) certifies to be an individual licensed by, or 
an entity permitted by Iowa Workforce Development to perform asbestos surveys, is an Iowa 
registered Contractor, is qualified and willing to perform the work required in accordance with 
standards and criteria hereinafter set forth, and pursuant to the terms provisions and conditions 
hereof, and 
 
WHEREAS, Request for Bids (RFB) Notice to Bidders was published in the The Nonpareil on 
April 28, 2021 and individual written RFB Notice to Bidders were mailed on April 28, 2021 to 
various asbestos survey and monitoring companies licensed by the State of Iowa from the region 
surrounding the County, and 
 
WHEREAS, said bids were required to be submitted to Pottawattamie County, Iowa, on or before 
May 19, 2021, and 
 
WHEREAS, Pottawattamie County received two (2) quotes, and have opened said quotes on May 
19, 2021, and 
 
WHEREAS, the County has determined that ___________________________________ has 
submitted the lowest and most responsive and responsible submittal and who has best met the 
submittal criteria as set out in the RFB, and  
 
WHEREAS, Pottawattamie County, Iowa, is interested in continuing forward and having the work 
described in said RFB completed. 
 
NOW, THEREFORE, BE IT RESOLVED BY THE BOARD OF SUPERVISORS OF 
POTTAWATTAMIE COUNTY, IOWA that the Board of Supervisors that the contract to 
perform the said Asbestos Surveying and Monitoring of Abatement work for Pottawattamie 
County, Iowa, as outlined in the said RFB is hereby awarded 
to_______________________________________ in the total amount of 
$__________________________, and that the Board is authorized to execute said Contract with 
this contractor and that the contractor is hereby given “Notice to Proceed”, after having submitted 
the Certificate of Insurance required by the RFB to the County through the Planning Director.   
 
 
 
Dated this 25th day of May, 2021. 

 

R O L L    C A L L   V O T E  
 

 AYE NAY ABSTAIN ABSENT 
 
______________________________       
Scott A. Belt, Chairman 
 
______________________________       
Tim Wichman 
 
______________________________       
Lynn Grobe 

 

 
    



______________________________       
Justin Schultz 
 
______________________________       
Brian Shea 
 
 
ATTEST: _____________________________________ 
      Melvyn J. Houser, County Auditor 



 
Matt Wyant/Planning Director, Pam Kalstrup/Acting 
Director, Nicholas Gaul, Regional Water Rural Water 

Association and/or Peter Baudhuin, DGR 

 
 
 
 

Discussion and/or decision: 

 on proposed waterline and loan agreement 
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Estimated
Unit Estimated Extended Estimated Extended

Description Price Units Cost Units Cost
10" Class 250 PVC Pipe 32.00$            -              -$                7,950         254,400$       
10" Class 200 PVC Pipe 28.00$            -              -$                11,130       311,640$       
8" Class 200 PVC Pipe 20.00$            28,090       561,800$       28,090       561,800$       
Valves, Crossings, and Misc. 45% 253,000$       508,000$       
Meter/Control Vault 100,000$        1                 100,000$       1                 100,000$       

Subtotal Construction Cost 915,000$       1,736,000$    

Construction Contingencies 15% 137,000$       260,000$       

Total Estimated Construction Cost 1,052,000$    1,996,000$    

Other Costs (Engineering, Admin, ROW, etc.) 25% 263,000$       499,000$       

Connection charge from Water Source 244,500$       489,000$       

Total Estimated Project Cost 1,560,000$    2,980,000$    

to Pioneer Trail to Greenview Road

Cost estimate is based on private financing.  The cost estimates do 
not include prevailing wage rates, American Iron & Steel 
requirements, or additional engineering, legal, or special 

Regional Water - Urban Bluffs East
Options to Serve Pottawattamie County Developments

Opinion of Probable Cost
May 25, 2021

Ohana Tank (GMU) Ohana Tank (GMU)
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ECONOMIC DEVELOPMENT LOAN AGREEMENT 

WHEREAS, Regional Water, an Iowa Nonprofit Corporation (“Regional Water”), is 
authorized and empowered by Iowa Code Chapter 504 (the “Act”) to issue notes or bonds for any 
corporate purpose; and  

WHEREAS, Regional Water has proposed to undertake certain improvements and 
extensions (the “Water Improvement Project”) to its water system (the “System”) in order to serve 
certain property (the “Development Property”) situated in Pottawattamie County, Iowa (the 
“County”); and 

WHEREAS, the Water Improvement Project is necessary to provide water service to the 
Development Property and to promote the development of residential housing thereon; and 

WHEREAS, Regional Water has requested that the County provide financial assistance in 
the form of an economic development low-interest loan (the “Loan”) and an economic 
development forgivable loan (the “Forgivable Loan”) in order to pay for a portion of the costs of 
the Water Improvement Project; and 

WHEREAS, Chapter 15A of the Code of Iowa authorizes counties to provide grants, loans, 
guarantees, tax incentives and other financial assistance to or for the benefit of private persons;  

WHEREAS, Regional Water has outstanding loans and other obligations (the “Outstanding 
Obligations”) payable from the System as set forth on Exhibit A hereto; and 

WHEREAS, pursuant and subject to the prior acts of the Board of Directors approving and 
authorizing the Outstanding Obligations, the Issuer reserved the right to enter into additional credit 
obligations secured by and payable from the revenues of the System; and 

NOW, THEREFORE, Regional Water and the County agrees as follows: 

A. Regional Water’s Covenants.  

1. Water Improvement Project. Regional Water agrees to cause the construction of 
the Water Improvement Project in accordance with the timeline and specifications set forth on 
Exhibit B hereto.  The construction of the Water Improvement Project shall minimally include the 
construction of certain water pipeline improvements with the capacity to serve five hundred (500) 
single-family homes in the County.  Regional Water agrees to complete construction of the Water 
Improvement Project by no later than September 1, 2022. 

Prior to constructing the Water Improvement Project, Regional Water will submit copies 
of all engineering documents related to the proposed Water Improvement Project to the County 
for review.  The County may request reasonable changes in such documents, to ensure compliance 
with the requirements of this Agreement.   

2. Forgivable Loan. Regional Water agrees that the County will advance the 
proceeds (the “Forgivable Loan Proceeds”) of the Forgivable Loan in the amount of $300,000 to 
Regional Water in accordance with Section B.1 of this Agreement.  Regional Water further agrees 
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that the County will not advance any Forgivable Loan Proceeds until this Agreement has been 
executed in-full and Regional Water has delivered the Promissory Note (as hereinafter defined) to 
the County.  

Regional Water agrees to apply the Forgivable Loan Proceeds to the payment and/or 
reimbursement of the costs of the Water Improvement Project.   

Regional Water’s obligation to repay the Forgivable Loan shall be evidenced by a 
promissory note (the “Promissory Note”) to be executed by Regional Water and delivered to the 
County.  The Promissory Note shall be in substantially the form as set forth on Exhibit C hereto.   

Unless sooner forgiven in accordance with the terms of this Agreement or made subject to 
acceleration in accordance with Section A.8 of this Agreement, all principal advanced under the 
Forgivable Loan, and accrued interest thereon, shall be due and owing to the County at the office 
of the County Auditor by Noon on December 1, 2022.  The Forgivable Loan shall bear interest at 
the rate of 1.50% per annum calculated from the date of the Promissory Note.  Interest shall be 
calculated on the basis of the actual 365-day or 366-day calendar year, whichever is appropriate.   

Nothing herein shall prohibit Rural Water from forfeiting the right to loan forgiveness, as 
set forth in Section B.2 of this Agreement by prepaying on the Forgivable Loan at any time.  All 
prepayments shall be applied first to accrued interest and then to outstanding principal.  Prepaid 
principal shall cease to bear interest at the time of such prepayment.   

3. Loan Forgiveness Request. Upon completion of the construction of the Water 
Improvement Project, Regional Water agrees to submit a request (the “Loan Forgiveness 
Request”) to the County requesting that the Forgivable Loan be forgiven in accordance with 
Section B.2 of this Agreement.   

The Loan Forgiveness Request shall be accompanied by documentation (the “Costs 
Documentation”) detailing the total costs (the “Water Improvement Costs”) incurred in the 
completion thereof, including invoices and such other documentation as is reasonably requested 
by the County, confirming that such Water Improvement Costs detailed in such Costs 
Documentation were in fact incurred in the construction of the Water Improvement Project and 
that such Water Improvement Costs are of an amount reasonably to have been expected with 
respect to such construction.   

The Water Improvement Costs may include costs relating to land acquisition, planning, 
designing and constructing the Water Improvement Project; and other reasonably related costs of 
carrying out the Water Improvement Project.   

The Loan Forgiveness Request shall also be accompanied by a report from the engineers 
for the Water Improvement Project demonstrating that the Water Improvement Project has the 
capacity to provide service to at least five hundred (500) single-family homes in the County. 

4. Loan. Regional Water agrees that the County will advance the proceeds (the “Loan 
Proceeds”) of the Loan in the principal amount of $990,000 to Regional Water in accordance with 
Section B.1 of this Agreement.  Regional Water further agrees that the County will not advance 
any Loan Proceeds until (i) this Agreement has been executed in-full; (ii) Regional Water has 
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delivered the Water Revenue Note (as hereinafter defined) to the County; and (iii) Regional Water 
has delivered a UCC Financing Statement related to this Agreement and the security provisions 
set forth in Section A.6.   

Regional Water agrees to apply the Loan Proceeds to the payment and/or reimbursement 
of the costs of the Water Improvement Project.   

Regional Water’s obligation to repay the Loan shall be evidenced by a Water Revenue 
Note, Series 2021 (the “Water Revenue”) to be executed by Regional Water and delivered to the 
County.  The Water Revenue Note shall be in substantially the form as set forth on Exhibit D 
hereto.   

5. Loan Repayment. Regional Water agrees that the Water Revenue Note shall 
bear interest at the rate of 1.50% per annum.  Regional Water further agrees that both principal of 
and interest on the Water Revenue Note shall be payable in nine (9) equal annual installments in 
the amount of $108,804.08 (the “Installment Amount”) each, due on each June 1, commencing 
June 1, 2023, and continuing to and including June 1, 2031, with one final installment of all 
remaining principal and interest due thereon at final maturity on June 1, 2032.  Interest on the 
Water Revenue Note shall be calculated on the basis of an actual calendar year of 365 or 366 days, 
whichever is appropriate.  

Regional Water reserves the right to prepay principal of the Water Revenue Note, in whole 
or in part, at any time prior to and in inverse order of maturity without penalty on terms of par and 
accrued interest.  All principal so prepaid shall cease to bear interest on the date of prepayment. 

Regional Water shall return to the County as a mandatory prepayment on the Water 
Revenue Note all Loan Proceeds, including any interest earned on such Loan Proceeds, which 
have not been expended on the Water Improvement Project by Regional Water within sixty (60) 
days of the completion of construction of the Water Improvement Project, or such later date as the 
County in its discretion may approve in writing.  Any such mandatory prepayment shall be applied 
in inverse order of maturity of terms par, plus accrued interest.  

6. Security for Repayment of Water Revenue Note. Regional Water agrees that 
the Water Revenue Note, and the interest thereon, together with any additional obligations as may 
be hereafter issued and outstanding from time to time ranking on a parity therewith under the 
conditions set forth herein (which additional obligations are hereinafter sometimes referred to as 
“Parity Obligations”), shall be payable solely from the Net Revenues (as herein defined) of the 
System, which are hereby pledged to the payment of the Water Revenue Note.  Regional Water 
agrees that the Water Revenue Note shall be a valid claim of the owners thereof only against said 
Net Revenues (as herein defined), provided, however, that such claims shall be subject and 
subordinate to the application of the Net Revenues to the priority payment of principal of, and 
interest on, the Outstanding Obligations.  

“Net Revenues” shall mean Gross Revenues (as hereinafter defined) of the System after 
deduction of Operating Expenses of the System (as hereinafter defined). 

“Gross Revenues” shall mean all income and receipts derived from the operation of the 
System. 
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“Operating Expenses of the System” shall mean and include salaries, wages, cost of 
maintenance and operation, materials, supplies, insurance and all other items normally included 
under recognized accounting practices, but does not include allowance for depreciation in the value 
of physical property, amortization, other non-cash expenses or interest expenses. 

 

7. Issuance of Additional Obligations. Regional Water hereby reserves the right and 
privilege of issuing Parity Obligations.  Regional Water agrees that it shall not issue obligations 
payable from the Net Revenues ranking on a par with the Outstanding Obligations and superior to 
the Water Revenue Note and any Parity Obligations without the prior written consent of the County 
or the holders of any such Parity Obligations.   

8. Default Provisions.  

 A. Events of Default. The following shall be an “Event of Default” under 
this Agreement, and the term “Event of Default” shall mean, whenever it is used in this Agreement 
(unless otherwise provided), any one or more of the following events: 

I. Failure by Regional Water to complete construction of the Water 
Improvement Project pursuant to the terms and conditions of this 
Agreement.   

II. Failure by Regional Water to repay the Forgivable Loan pursuant to 
the terms and conditions of this Agreement.  

III. Failure by Regional Water to repay the Loan pursuant to the terms 
and conditions of this Agreement.  

IV. Failure by Regional Water to observe or perform any other material 
covenant on its part, to be observed or performed hereunder. 

 B. Notice and Remedies.  Whenever any Event of Default described in 
this Agreement occurs, the County shall provide written notice to Regional Water describing the 
cause of the default and the steps that must be taken by Regional Water in order to cure the default.  
Regional Water shall have thirty (30) days after receipt of the notice to cure the default or to 
provide assurances satisfactory to County that the default will be cured as soon as reasonably 
possible.  If Regional Water fails to cure the default or provide assurances, the County shall then 
have the right to: 

I. Pursue any action available to it, at law or in equity, in order to 
enforce the terms of this Agreement. 

II. Accelerate the due date of the then unforgiven principal amount of 
the Forgivable Loan, with interest thereon, which amount shall 
become due and owing within 30-days of the provision of a written 
notice of such acceleration from the County to Regional Water 
without presentment, demand, protest or other notice of any kind, 
all of which are hereby expressly waived, anything in this 
Agreement to the contrary notwithstanding.  In the event of 
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acceleration of the Forgivable Loan, the provisions with respect to 
loan forgiveness as set forth in section B.2 of this Agreement shall 
not apply. 

III. Accelerate the due date of the outstanding principal amount of the 
Loan, with interest thereon, which amount shall become due and 
owing within 30-days of the provision of a written notice of such 
acceleration from the County to Regional Water without 
presentment, demand, protest or other notice of any kind, all of 
which are hereby expressly waived, anything in this Agreement to 
the contrary notwithstanding.   

 
B. County’s Covenants. 

1. Disbursement of Loan Proceeds. The County hereby agrees to advance the 
Forgivable Loan Proceeds in the amount of $300,000 to Regional Water within thirty (30) days of 
the Commencement Date of this Agreement.  The County further agrees to advance the Loan 
Proceeds in the amount of $990,000 to Regional Water within thirty (30) days of the 
Commencement Date of this Agreement.  

2. Loan Forgiveness. Principal of and interest on the Forgivable Loan shall be 
forgiven with fifteen (15) days upon receipt from Regional Water of a satisfactory Loan 
Forgiveness Request.  

In the event that the County determines that a Loan Forgiveness Request received from 
Regional Water does not meet the requirements of Section A.3 above, the County shall notify 
Regional Water within fifteen (15) days of such determination in order to allow an opportunity for 
Regional Water to cure the noted deficiencies.   

The County and Regional Water have caused this Agreement to be signed, in their names 
and on their behalf by their duly authorized officers, all as of the day and date written above. 

 
POTTAWATTAMIE COUNTY, IOWA 

 
       By:       

Chairperson 
 

Attest: 
 
 
_________________________ 
County Auditor 

REGIONAL WATER 
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By (Do Not Sign)  
      President 

Attest: 

(Do Not Sign)  
Board Secretary/Treasurer 
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EXHIBIT A 
OUTSTANDING OBLIGATIONS 
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EXHIBIT B 
TIMELINE AND SPECIFICATIONS OF WATER IMPROVEMENT PROJECT 
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EXHIBIT C 
PROMISSORY NOTE 

PRINCIPAL AMOUNT: $300,000 

Interest Rate: 1.50% 
Maturity Date: December 1, 2022 
Dated: ______________, 2021 

 Regional Water (the “Borrower”) for value received, promise to pay, to the Pottawattamie 
County, Iowa (the “County”), its successors or assigns, the principal sum of Three Hundred 
Thousand Dollars ($300,000), in lawful money of the United States of America, on December 1, 
2022. 
 

The County has made a forgivable loan to the Borrower in the principal amount of Three 
Hundred Thousand Dollars ($300,000) (the “Forgivable Loan”) under this Promissory Note (the 
“Note”) and under a certain Economic Development  Loan Agreement (the “Agreement”) between 
the County and the Borrower dated ___________, 2021, and reference is hereby made to the 
Agreement for a more complete description of the rights and obligations of the parties hereof. 

The Forgivable Loan shall be forgiven by the County in accordance with the terms set forth 
in the Agreement.  

Payment of principal of and interest on the Forgivable Loan shall be made to the County 
at the Office of the County Auditor, Pottawattamie County Courthouse, Second Floor, 227 S 6th 
Street, Council Bluffs, Iowa 51501 by Noon on December 1, 2022, unless sooner forgiven in 
accordance with the Agreement.  This Note shall bear interest at the rate of 1.50% per annum 
calculated from the date of this Note.  Interest on this Note shall be calculated on the basis of the 
actual 365-day or 366-day calendar year, whichever is appropriate. 

The Borrower reserves the right to prepay principal of this Note, in whole or in part, without 
penalty, at any time prior to maturity.  All prepayments shall be applied first to accrued interest 
and then to outstanding principal.  Prepaid principal shall cease to bear interest at the time of such 
prepayment. 

In the event of a default under the Agreement which has not been cured in accordance with 
the terms of the Agreement, including the failure to repay principal of the Forgivable Loan under 
the terms of the Agreement, the Borrowers agree to pay all costs and expenses of collection, 
including reasonable attorney’s fees.  The Borrowers waive demand, presentment, notice of non-
payment, protest, notice of protest and notice of dishonor. 

This Note is secured, and its maturity is subject to acceleration in each case upon the terms 
provided in the Agreement. 

  



10 
 

The validity, construction and enforceability of this Note shall be governed by the internal 
laws of the State of Iowa without giving effect to the conflict of laws principles thereof. 

REGIONAL WATER 

By (Do Not Sign)  
      President 

Attest: 

(Do Not Sign)  
Board Secretary/Treasurer 
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EXHIBIT D 
FORM OF WATER REVENUE NOTE 

 
UNITED STATES OF AMERICA 

STATE OF IOWA 
REGIONAL WATER 

 
WATER REVENUE NOTE, SERIES 2021 

No. R-1 $300,000 
 

RATE MATURITY DATE NOTE DATE 
 

1.50% June 1, 2032 ____________, 2021 
 

Regional Water (the “Issuer”) an Iowa nonprofit corporation organized and existing under 
and by virtue of the Constitution and laws of the State of Iowa, for value received, promises to pay 
from the source and as hereinafter provided, on the maturity date of this Note to 

POTTAWATTAMIE COUNTY, IOWA 

or registered assigns, the principal sum of 

THREE HUNDRED THOUSAND DOLLARS 

 This Note shall bear interest at the rate of 1.50% per annum.  Both principal of and interest 
on this Note shall be payable in nine (9) equal annual installments in the amount of $108,804.08 
(the “Installment Amount”) each, due on each June 1, commencing June 1, 2023, and continuing 
to and including June 1, 2031, with one final installment of all remaining principal and interest 
due thereon at final maturity on June 1, 2032.  Interest on this Note shall be calculated on the basis 
of an actual calendar year of 365 or 366 days, whichever is appropriate.  

The Treasurer of the Board of Directors of the Issuer shall act as Registrar and Paying 
Agent and may be hereinafter referred to as the “Registrar” or the “Paying Agent.” 

Payment of the principal of and interest on this Note shall be payable at the office of the 
Paying Agent to the registered owners thereof appearing on the registration books of the Issuer at 
the addresses shown on such registration books.  All such payments, except full redemption, shall 
be made to the registered owners appearing on the registration books at the close of business on 
the fifteenth day of the month next preceding the payment date.  Final payment of principal shall 
only be made upon surrender of this Note to the Paying Agent. 

This Note is issued by the Issuer to evidence its obligation under a certain Economic 
Development Loan Agreement, dated the date hereof (the “Agreement”) entered into by the Issuer 
for the purpose of paying the costs, to that extent, of constructing improvements and extensions 
(the “Project”) to the water system (the “System”) of the Issuer, including certain improvements 
necessary to provide water service to certain real property in Pottawattamie County, Iowa.   
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This Note issued pursuant to and in strict compliance with the provisions of Chapter 504 
of the Code of Iowa, 2021, and all other laws amendatory thereof and supplemental thereto and in 
conformance with the Articles of Incorporation and the Bylaws of the Issuer.  Reference is hereby 
made to the Agreement for a more complete statement as to the source of payment of this Note 
and the rights of the owners of this Note. 

The Issuer reserves the right to prepay principal of this Note in whole or in part at any time 
prior to and in inverse order of maturity on terms of par and accrued interest.  All principal so 
prepaid shall cease to bear interest on the prepayment date.  Regional Water shall return to the 
County as a mandatory prepayment on this any proceeds of this Note, including any interest earned 
on such proceed, which have not been expended on the Water Improvement Project by Regional 
Water within sixty (60) days of the completion of construction of the Water Improvement Project, 
or such later date as the County in its discretion may approve in writing.  Any such mandatory 
prepayment shall be applied in inverse order of maturity of terms par, plus accrued interest.  

This Note, together with the Outstanding Obligations (as defined in the Agreement) and 
any additional obligations as may be hereafter issued and outstanding from time to time ranking 
on a parity therewith under the conditions set forth in the Resolution, are payable solely and only 
out of the future Net Revenues (as defined in the Resolution) of the System of the Issuer, a 
sufficient portion of which has been ordered set aside and pledged for that purpose; provided, 
however, that such payments on the Note are subject and subordinate to the application of such 
Net Revenues to the payment of the principal of and interest on the Outstanding Obligations.  

This Note is fully negotiable but shall be fully registered as to both principal and interest 
in the name of the owner on the books of the Issuer in the office of the Registrar, after which no 
transfer shall be valid unless made on said books and then only upon presentation of this Note to 
the Registrar, together with either a written instrument of transfer satisfactory to the Registrar or 
the assignment form hereon completed and duly executed by the registered owner or the duly 
authorized attorney for such registered owner. 

The Issuer, the Registrar and the Paying Agent may deem and treat the registered owner 
hereof as the absolute owner for the purpose of receiving payment of or on account of principal 
hereof and interest due hereon and for all other purposes, and the Issuer, the Registrar and the 
Paying Agent shall not be affected by any notice to the contrary. 

And It Is Hereby Certified, Recited and Declared that all acts, conditions and things 
required to exist, happen and be performed precedent to and in the issuance of the Note have 
existed, have happened and have been performed in due time, form and manner, as required by 
law, and that the issuance of the Note does not exceed or violate any constitutional or statutory 
limitation or provision.  
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IN TESTIMONY WHEREOF, Regional Water, has caused this Note to be executed by its 
President and attested by Board Secretary/Treasurer, all as of the Note Date. 

REGIONAL WATER 

By (Do Not Sign)  
      President 

Attest: 

(Do Not Sign)  
Board Secretary/Treasurer 

(Form for registration to be printed on the Note:) 

REGISTRATION OF OWNERSHIP 

Date of Registration                        Name and address of Registered Owner Signature of Board   
         Secretary/Treasurer 
 
(Closing Date)  Pottawattamie County, Iowa           ______________________ 
_______________ ______________________ ______________________ 
 ______________________ 
 ______________________ 

______________________ 
_______________ ______________________ ______________________
 ______________________ 

______________________ 
______________________ 

 



 

 

 

Other Business 



 
Jana Lemrick/Director, HR;  

John Rasmussen/County Engineer 

 
 
 
 

Discussion and/or decision: 

 approve updated Secondary Roads organizational 
chart and reclassification of Project Manager II and 
Assistant to the Engineer to Project Administrator 

and Operations Administrator, respectively 



Pottawattamie County Secondary Roads 
223 South 6TH Street 

 Council Bluffs, Iowa, 51501 
  
  Tel:  712.328.5608 
  Fax: 712.328.4751 
  
 

Pottawattamie County in accordance with Title VI of the Civil Rights Act of 1964, 78 Stat. 252, 42 U.S.C. 2000d to 2000d-4 and Title 49, Code of 
Federal Regulations, Department of Transportation, Subtitle A, Office of the Secretary, Part 21, Nondiscrimination in Federally-assisted programs of 
the Department of Transportation issued pursuant to such Act, hereby notifies all bidders or consultants that it will affirmatively insure that in any 
contract entered into pursuant to this advertisement, minority business enterprises will be afforded full opportunity to submit bids and proposals as 
appropriate in response to this invitation and will not be discriminated against on the grounds of race, color, or national origin in consideration for an 
award. 
 

 

Date:  May 19, 2021 
To:  Board of Supervisors 
CC:   Jana Lemrick, Human Resources 
From:  John Rasmussen, County Engineer 
RE:  Departmental Organization and Reclassifications 
 
Secondary Roads reorganized in 2009 into a structure that rolled our management wages back about $200,000 
annually.  Those monies generated by our improved efficiencies have been redirected into public services and 
materials. 
 
From 2014 to today this Department has not been given permission to fill those positions. Yet that organization 
and those positions are the last approved organizational structure of this department.  We don’t fit the approved 
organizational chart or classifications, I’d like to formalize both our organizational structure and approved 
classifications so this department makes since in succession. 
 
I’ve attached the Organization chart from what is currently approved; as well as, the organizational chart we’ve 
evolved into during the turmoil of vacant management positions. 
 
The changes are as follows: 

• The Program and Operations Administrators would be salaried and exempt from overtime at the new 
wage scale 218 effective in Fiscal Year 2022. 

 
• The Program, Operations, Maintenance Manager, Assistant to the Engineer and Project Manager II 

positions will become obsolete with approval of the new Organizational Structure and Classifications.  
The cost savings between the existing and proposed classification plan will be approximately $24,500 
annually. 
 

I recommend the attached organizational adjustments, classifications, and wage scale be approved for this 
Department effective July 1, 2021.  I estimate the annual cost of this action to be about $12,300. 
 
Att: 2009 Organizational Chart 
 FY22 Organizational Chart 
 Project Administrator Job Description 

Operations Administrator Job Description 



Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
current 218 $37.08 $38.56 $40.09 $41.70 $43.38 $45.12

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8
new 218 $33.74 $34.59 $35.45 $36.34 $37.25 $38.18 $39.13 $40.11



Step 9 Step 10
$41.11 $42.14
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Jana Lemrick/Director, HR 

 
 
 
 

Discussion and/or decision: 

Regarding job description update/exempt status 
update. 



 
 
MEMORANDUM 

 
 
TO:   Board of Supervisors 
 
FROM:  Jana Lemrick, Pottawattamie County Human Resources 
 
SUBJECT: Exemption Status 
 
DATE:  May 25th, 2021 
 
 
The FLSA (Fair Labor Standards Act) requires that most employees in the United States 
be paid at least the federal minimum wage for all hours worked and overtime pay at no 
less than time and one-half the regular rate of pay for all hours worked over 40 hours in 
a workweek.  
 
However, Section 13(a)(1) of the FLSA provides an exemption from both minimum 
wage and overtime pay for employees employed as bona fide executive, administrative, 
professional and outside sales employees. Section 13(a)(1) and Section 13(a)(17) also 
exempt certain computer employees.  
 
To qualify for exemption, employees generally must meet certain tests regarding their 
job duties and be paid on a salary basis at no less than $684* per week. Job titles do 
not determine exempt status. In order for an exemption to apply, an employee’s specific 
job duties and salary must meet all the requirements of the Department’s regulations. 
https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/fs17a_overview.pdf 
 
After reviewing the County job descriptions, there are 4 positions that meet the 
requirements to be exempt; Detention Manager, Assistant 911 Director, Assistant to the 
Engineer, Project Manager II/Project Administrator. It is my recommendation that these 
positions be changed from non-exempt to exempt effective July 1st, 2021.  
 
By moving from non-exempt to exempt, the employees in these positions would receive 
a salary, rather than an hourly rate, and no longer be eligible to earn overtime and comp 
time. Any comp time currently on the books would be paid out on the first paycheck in 
July.   
   
     

POTTAWATTAMIE COUNTY  
DEPARTMENT OF HUMAN RESOURCES 
227 S 6th Street     
COUNCIL BLUFFS, IOWA 51501  

Jana Lemrick 
Human Resources Director 
Phone (712) 328-4777 
FAX   (712) 328-5770  
E-mail jana.lemrick@pottcounty.com 
 

https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/fs17a_overview.pdf
mailto:jana.lemrick@pottcounty.com
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POTTAWATTAMIE COUNTY SHERIFF’S OFFICE 
 

JOB DESCRIPTION 
 
 

POSITION TITLE: Assistant Director of Communications 
 
REPORTS TO: Sheriff , Chief Deputy, Director of Communications 
 
SUPERVISES: 911 Communications Center Employees 
 
EXEMPTION STATUS: Exempt 
 
PURPOSE OF POSITION: Responsible for day-to-day management of call-taking and 
dispatching operations of the Pottawattamie County 911 Communications Center.  Under general 
supervision, provides day-to-day supervision which includes computer aided dispatching and 
emergency 911 services.  Implements policy/procedures and ensures work is performed in 
compliance with Sheriff’s Office standards. 
 
ESSENTIAL FUNCTIONS: 
 
Supervises/evaluates the work of staff, effectively recommends personnel actions related to 
selection, performance review, scheduling, staffing, and discipline; administers personnel and 
related policies/procedures; provides training and assists Training Coordinator to ensure public 
safety dispatchers are knowledgeable in current policies, procedures, and technology. 
 
Ensure that the Communications Center adheres to the goals/objectives of the Sheriff’s Office 
and operates in compliance with Federal Communication Commission (FCC) and National 
Crime Information Computer (NCIC) standards, conducts quality control reviews of system 
entries to ensure uniformity/compliance with the requirement of regulatory bodies. 
 
Ensures equipment remains in good working order; makes routine checks and ensures that 
maintenance and repairs on communication equipment and software are performed including 
radios, MDC, and CAD;  coordinates additions/modifications to the 911 and Computer Aided 
Dispatch databases to ensure that correct information is maintained for citizen and business use. 
 
Interacts with representatives of other local governments, public safety agencies and civic 
organizations to provide information, coordinate services and resolve problems; responsible for 
the initial investigation and/or response to citizen’s complaints. 
 
Develops, updates and revises standard operating procedures for review and implementation by 
the Director of Communications. 
 
Participates in the budget process by identifying and documenting needs. 
 
Work with the Director of Communications on strategic planning. 
 
Maintain harmony among employees and resolves disputes. 
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Attends meetings on behalf of Pottawattamie County communications with other public safety 
agencies and organizations; ensures appropriate communication/coordination of efforts with 
participating agencies. 
 
Ensures that all computer programs/files are appropriately utilized and maintained; enforces 
policies and procedures to control access to sensitive information/maintain the security of the 
various automated systems utilized by the Sheriff’s Office. 
 
Prepares taped copies of actual telephone or radio recordings for law enforcement, fire, EMS, 
county attorney, public defender, and outside counsel for use in judicial proceedings.  Provides 
testimony regarding authenticity of such taped copies in judicial proceedings. 
 
Completes monthly NCIC validations.  Prepares documentation for audits by FBI and ISP. 
 
Collects, compiles and analyzes data for management reports; prepared reports; validate warrants 
and missing persons reports. 
 
Attends meetings, conferences, training sessions, and reads periodicals to remain current on the 
principles/practices and new developments in public safety communication procedures/trends. 
 
Performs functions as a Telecommunications Operator on an as needed basis. 
 
MARGINAL FUNCTIONS: 
 
Perform other duties as directed or as the situation dictates. 
 
ESSENTIAL KNOWLEDGE, EXPERIENCE AND ABILITY: 
 
Knowledge of modern Telecommunications and Emergency Medical Dispatching principals and 
practices. 
 
Knowledge of computer aided dispatching systems and equipment. 
 
Knowledge of or ability to learn Pottawattamie County Sheriff’s Office dispatch policies and 
procedures. 
 
Knowledge of Federal Communication Commission (FCC) rules and regulations and ability to 
ensure compliance. 
 
Knowledge of or ability to learn and apply principles and practices of effective supervision. 
 
Knowledge of laws and requirements for working with confidential information and ability to 
maintain confidentiality of information. 
 
Skill in the use of a personal computer and software for word processing, spreadsheets, databases 
and presentations. 
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ESSENTIAL KNOWLEDGE, EXPERIENCE AND ABILITY (continued): 
 
Skill in the use of a computer aided dispatching system. 
 
Ability to learn State laws pertaining to civil/criminal procedures as they relate to this position. 
 
Ability to plan, coordinate and direct the work of others. 
 
Ability to exercise sound judgment and maintain composure and professionalism under stressful 
conditions and to respond appropriately to emergency situations. 
 
Ability to communicate effectively both orally and in writing. 
 
Ability to identify problems with dispatch and radio communication systems/equipment and take 
corrective action. 
 
Ability to establish and maintain effective working relationships with the general public, law 
enforcement agencies, fire departments, EMS, governmental officials, supervisors and fellow 
employees. 
 
Ability to handle multiple projects and changing priorities. Ability to manage projects to 
successful conclusion.  

Ability to model, provide for and encourage the creation of a positive and respectful work 
environment. 
 
 
ESSENTIAL EDUCATION, CERTIFICATION AND/OR LICENSES: 
 
Graduation from an accredited high school or GED and experience in public safety dispatching 
including law enforcement, fire, and EMS calls or any equivalent combination of training and 
experience that will have provided the required knowledge, skills, and abilities. 
 
Must possess a valid driver’s license at the time of hire and maintain it throughout the course of 
employment. 
 
Applicant must meet established criteria by State or Federal law which would allow the applicant 
to be certified to use the IOWA system (Iowa On-Line Warrants and Articles) and the NCIC 
system (National Crime Information Center).  Must maintain certifications throughout the course 
of employment. 
 
Ability to obtain Iowa Law Enforcement Academy Telecommunications certification and 
Emergency Medical Dispatcher certification. 
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ESSENTIAL PHYSICAL DEMANDS AND TYPICAL WORKING CONDITIONS: 
 
The physical demands and work environment characteristics described here are representative of 
those that must be met by an employee to successfully perform the essential functions of this job.  
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
Attendance is essential to this position.  Work is generally performed indoors in a secure setting.  
Work location is in the basement of the courthouse, is environmentally controlled and does not 
have windows.  Work requires routine bending, lifting and carrying office supplies, books, files 
and other materials.  The incumbent is required to frequently sit for extended periods of time 
while connected to a telecommunications system.  Communication abilities include the ability to 
talk and hear within normal ranges.  The incumbent is required to listen to multiple audible 
inputs simultaneously. Constantly uses voice to communicate as a result, clear diction and 
audible volume is required. 
 
The incumbent must have the ability to transport themselves to and from various locations within 
the Communication Center and to the jurisdictions to whom they serve.  Hand-eye coordination 
is necessary to operate computers and various other pieces of equipment.  While performing the 
duties, the incumbent is required to use hands and finger, handle, feel or operate objects, tools or 
controls and to reach with hands and arms.   
 
Work hours may be required before or after normal business hours.  The noise level is usually 
moderate. 
 
Work requires extensive interaction with Fire, Law Enforcement and EMS agencies and the 
employee must be able to work efficiently and rapidly in stressful environments and deal with 
emergency oriented situations. 
 
 
May 2011 
 
 



POTTAWATTAMIE COUNTY – SHERIFF’S OFFICE 
 

JOB DESCRIPTION 
 
              
 
POSITION TITLE: Detention Manager 
 
REPORTS TO: Jail Administrator 
 
SUPERVISES:   Detention, Health Services and Clerical   
     Personnel 
 
EXEMPTION STATUS:  Exempt 
 
PURPOSE OF POSITION:   
 
Responsible for the daily operation of the jail facility and assists the Jail 
Administrator with the management and supervision of personnel.  
 
ESSENTIAL FUNCTIONS: 
 
General Duties: 
 
Prepares and maintains departmental records including personnel, housing, billing, 
policies and procedures, and documentation of all corrections activities as required 
by County, State and Federal regulations. 
 
Receives and answers facility correspondence and communications. 
 
Attends and participates in staff meetings, seminars and training to maintain up to 
date knowledge and professionalism in the field. 
 
Monitors compliance with ACA, NCCHC, Iowa State Jail Standards and other 
applicable laws, rules and regulations.  Cooperates with and assists state and/or 
federal jail inspectors by providing documents and other information necessary to 
complete required inspections. 
 
Participates in the hiring process, notification and/or delivery of training needs, 
supervises subordinate staff and conducts performance evaluations, administers the 
county’s human resource policies and collective bargaining agreements, approves 
leave requests, administers corrective disciplinary action as necessary.  Provides 
input and submits written reports of complaints related to conduct of personnel to 
the Jail Administrator as needed. 
 
Briefs Jail Administrator on activities and status of duties and/or special projects.  
Conducts supervisor meetings to discuss problems/concerns, provides advice or 
direction, disseminates new or adjusted policies, directives and regulations. 
 



Responds to major incidents and emergencies in the jail facility as deemed 
appropriate. 
 
Acts on behalf of Jail Administrator in his/her absence and may be required to fill in 
for Detention Supervisors on an as needed basis. 
 
When Assigned to Operations: 
 
Assists in planning, coordinating and directing the operation of the jail facility 
according to applicable county, state and federal regulations. 
 
Monitors daily operational reports and identifies areas which require attention.  
Resolves day-to-day operational problems and concerns of staff, outside agencies 
and the public to ensure prompt response and service.  Ensures that inmate 
housing standards are met. 
 
Directs and coordinates staffing and schedules of the facility to ensure optimal 
coverage for all shifts.  Reviews all jail staff leave requests to ensure appropriate 
staffing levels are met. 
 
Serves as the facility safety and security officer. Performs regular inspections of 
work areas and security devices including; windows, doors, sallyports, locks and 
keys, communication devices, lighting, and surveillance equipment. 
 
Reviews and evaluates inmate classification, transfer and release process.  Ensures 
release and transfer of inmates to other jurisdictions are completed in a timely 
manner.  Provides assistance to Detention Officers in interpreting release 
information or solutions for exceptional issues. 
 
Oversees inmate trips and transportation according to established safety 
procedures. 
 
Coordinates safety meetings on a regularly scheduled basis.  Researches jail safety 
problems or concerns and prepares information to be utilized in clarifying or 
resolving issues.   
 
Collects, analyzes, researches, compiles and summarizes current and historical data 
for various reports on inmate housing, and other jail operations related information.    
Reviews inmate and commissary accounts on a monthly basis to ensure accuracy. 
 
When Assigned to Administration: 
 
Develops and implements Standard Operating Procedures for the secure and 
administrative operation of the jail.   
 
Performs regular policy/practice audits to determine policy compliance and to 
identify policy revision needs. 
 
Manages and prepares reports and analyses of complex issues related to the short 
and long range planning of the department in order to ensure timely, accurate and 
efficient response to trends and issues in corrections. 



 
Identifies, coordinates and participates in developing and conducting training 
programs for new and regular employees. 
Administers and is responsible for researching, compiling and summarizing current 
and historic budget estimates; prepares budget estimates, monitors budget 
throughout fiscal year, conducts analysis of expense/revenue reports on a monthly 
basis, proposes and makes recommendations for fiscal budget. 
 
Oversees support services functions, including but not limited to; inmate services, 
detainers/holds, warrants, inmate good time, social security captures, state parole 
and marshal housing, recreation/visitation, inmate request forms, inmate law 
library, laundry/janitorial supplies and correspondence to the public and attorneys. 
 
Monitor inmate programs to ensure appropriate security procedures, work rules, 
state and federal compliance.  Plan, direct, study and research various correctional 
and rehabilitation programs; analyze data and recommend correctional programs to 
meet the needs of the facility.   
 
Serves as liaison with Jail Food Service and conducts periodic reviews of food 
service operation including but not limited to; budget, production, and food quality.  
Works with Food Service to explore cost saving programs/measures as appropriate. 
 
Serves as liaison with facility medical personnel to ensure adequate, economical 
health care while maintaining compliance with applicable rules and regulations. 
Oversees inventory of facility supplies and equipment and authorizes orders of 
supplies as necessary. 
 
 
MARGINAL FUNCTIONS: 
 
Perform other duties as directed or as the situation dictates. 
 
 
ESSENTIAL KNOWLEDGE, EXPERIENCE AND ABILITY: 
 
Responsible experience in a corrections/jail work environment including supervision 
of personnel. 
 
Knowledge of and ability to apply county, state and federal regulations mandating 
the operation of a corrections facility. 
 
Knowledge of and ability to utilize supervisory and management techniques.  Ability 
to detect deficiencies, provide effective work direction and supervision to ensure 
adherence to work rules, personnel and County policies and Jail procedures. 
 
Knowledge of and the ability to utilize a personal computer in the performance of 
job duties.  Must be proficient in word processing and electronic spreadsheet 
software.   
 
Knowledge of and ability to apply the English language and proper grammar, 
spelling and punctuation. 



 
Knowledge of and the ability to perform bookkeeping and mathematical calculations 
as needed to accurately prepare departmental budgets. 
Possess and utilize excellent communication and human relations/behavior skills 
when interacting with inmates, Jail staff, the public and County employees. 
 
Ability to work independently with limited direct supervision. 
 
Ability to exercise sound independent judgement and discretion in performing job 
duties. 
 
Ability to utilize organizational skills to maintain records and to plan and organize a 
personal work schedule, set priorities and meet established deadlines.   
 
Ability to collect, analyze, and interpret reports and documentation in an effort to 
solve problems and provide accurate information for management, staff and other 
county departments. 
 
Ability to understand and follow both oral and written instructions. 
 
Ability to retain composure when dealing with violent or hostile inmates. 
 
Ability to maintain the confidentiality of all departmental communications, 
documents and records. 
 
Ability to deal courteously and tactfully with the general public, inmates, 
governmental officials, law enforcement agencies, co-workers and supervisors. 
 
 
ESSENTIAL EDUCATION, CERTIFICATION AND/OR LICENSES: 
 

• Must possess a valid driver's license at the time of hire and maintain it 
throughout the course of employment. 
 

• Must be a Pottawattamie County Detention Supervisor AND meet the 
education and experience qualifications listed below. 

 
• Bachelors degree from an accredited college or university; including 15 credit 

hours in criminal justice or related field and a minimum of four (4) years of 
work experience in the criminal justice system or other related field OR; 

 
 Graduation from an accredited high school or successful completion of  the 
 high school GED test and a minimum of six (6) years of work experience in  
 the criminal justice system or other related field.   
 
 
ESSENTIAL PHYSICAL DEMANDS AND TYPICAL WORKING CONDITIONS: 
 
The physical demands and work environment characteristics described here are 
representative of those that must be met by an incumbent to successfully perform 
the essential functions of this job. Reasonable accommodations may be made to 



enable individuals with disabilities to perform the essential functions. 
 
Regular and reliable attendance is essential to this position.  Work is performed 
both in an office setting and in the secured perimeter of Pottawattamie County jail.  
This environment requires that the incumbent have and maintain the physical and 
mental stamina to control and subdue inmates and must be willing to accept the 
physical and mental discomforts inherent in the work.   While working with inmates 
the incumbent may be exposed to violent behavior and can be exposed to bodily 
fluids and biohazards on an occasional basis.  The incumbent must be able to work 
effectively under high emotional stress. 
 
An incumbent must have mobility of both arms and legs with the ability to move 
around the work area unassisted.  Must have the ability and range of flexibility to 
run, walk, climb stairs, kneel, crawl, jump, twist, reach overhead, reach below 
knees, and to bend over or squat down to perform job functions.  Must have the 
ability to stand or sit for extended periods of time.   
 
An incumbent must have the manual dexterity in their hands to make handwritten 
notations and which permits use of a keyboard.  Must be able to lift, push, pull and 
carry supplies weighing up to 20 pounds on a frequent basis.  Must be able to push, 
pull, lift and/or carry up to 50 to 100 pounds on an occasional basis. 
 
The incumbent will be required to be on call and may perform duties at all hours of 
the day or night in emergency situations.  Noise level can be moderate to intense. 
Vision abilities, correctable to normal ranges, include close vision, distance vision, 
depth perception and the ability to adjust focus.  Frequently uses peripheral vision 
to observe and monitor multiple persons and activity.   
 
Communication abilities include the ability to talk and hear within normal ranges.  
The incumbent is required to listen to multiple audible inputs simultaneously. 
Constantly uses voice to communicate as a result, clear diction and audible volume 
is required. 
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Job Title:  Project AdministratorManager II Name: 
 

Reports to:  Engineer Supervises:  Contract Construction 
 

Date: Pay Grade:  21817 
 

Bargaining Unit:  Non-UnionExempt 
 
Exemption Status:  Exempt 

 
 

PURPOSE 
 

The Project Manager II position is a full time hourly position. The purpose of this position is to 
organize, administer and oversee the functions required for Contract Construction and act as a 
technical contact for bridge inspection. This is a non-union position and is considered a professional/ 
technical position. A Program Manager is under the supervision of the county engineer and applies 
his or her knowledge of civil engineering principles and practice, materials, methods, and procedures 
to the completion of public works projects for the county. The employee inspects construction 
projects or directs others performing the inspection of same, supervises the testing of materials, 
assists the county engineer in the preparation of the county budget and construction program, 
schedules, reviews, and evaluates the flow of departmental projects and contacts landowners for the 
purchase of right of way for county construction projects. The employee should be knowledgeable of 
Iowa Department of Transportation Specifications, and general state code provisions affecting the 
department. The employee must possess superior public relations skills for dealing with complaints 
and work requests in person and on the telephone. 

 
  This employee must be capable of working both independently and as part of a management team. 
 

   ESSENTIAL JOB FUNCTIONS 
 

The following functions are considered essential to the performance of the job of Project Manager II: 
 
 

1) Prepares and reviews plans, hydraulics and estimates for the construction projects. 
 

2) Supervises the inspection of construction projects to insure the contractor's compliance with 
appropriate plans and specifications. 

 
3) Administers construction projects by completing necessary forms,  pay vouchers, field books, 

and correspondence. 
 

4) Performs  planning  and  layout  work,  including  field  survey,  for  county  construction  and 
maintenance projects. 
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5) Performs public relations work with contractors and the public. 
 

6) Assists with maintenance projects by offering technical advice on repairs, pipe replacements 
and general procedures. Provides survey and staking as needed. 

 
7) Acts as Liaison to the Emergency Management Agency.  Administers FEMA, EWP and other 

emergency programs. 
 

8) Completes GASB34 reporting requirements for Capital Improvement Projects. 
 

9) Manages letting schedules to ensure projects meet applicable deadlines. 
 

10) Maintains bridge files. 
 

11) Driving: The employee may be asked to drive alone or with others to meetings that are 
deemed in the best interest of the employee by the County Engineer. Employee shall maintain 
a valid Iowa Driver's license and be insurable. 

 
 

NOTE: Management has the right to add or change duties at any time. The duties listed above and 
below are not inclusive of all tasks that employees of this classification may be required to perform. 

 
MARGINAL JOB FUNCTIONS 

 
Employees of this classification may be assigned one or more of the following tasks on an as needed 
basis: 

 
1) Run office errands to pick up office and computer supplies, drop off mail, arrange for shipping 

of parts, equipment, or other items, either on foot or by driving county vehicles. 
 

2) Lifting, carrying, and storing county records in designated storage areas.  This type of work 
may require lifting and carrying loads of up to 50 pounds. 

 
3) Other duties as assigned by the County Engineer. 

 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 

 
Individuals must possess the knowledge, skills, and abilities, or be able to explain and demonstrate 
that the individual can perform the essential functions of the job, with or without reasonable 
accommodation, using some combination of skills and abilities. The individual must also possess the 
necessary physical requirements, with or without the aid of mechanical devices, to safely perform the 
essential functions of the job. 

 

1) Superior communication skills to greet members of the general public, other county officials, 
vendors and others doing business with the County Engineer's Office. These communication 
skills should include a clear voice on the telephone and a pleasant manner for meeting 
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persons face to face who come to the counter or office door to do business with the Secondary 
Road Department. The employee spends a significant amount of time in conversation with 
co-workers, contractors and the public. Public relations are an important part of this position. 

 
2) Superior verbal and writing skills to allow the employee to prepare correspondence, board 

resolutions, ordinances, and policies, take clear and concise telephone messages, process 
work orders for maintenance and engineering staff. 

 
3) Employee must have superior cognitive skills to be able to perform complex and precise 

calculations, detail plans, and be able to select, read, understand, and apply appropriate 
design standards. 

 
4) Employee must be capable of continuous mental concentration and visual attention. 

Employee will be called upon to work under some pressure, deal with difficulties 
independently, and deal with changes in priorities that may occur suddenly. 

 
5) Ability to grasp, lift, manipulate and/or carry items weighing up to 50 pounds on occasion. 

 
6) Ability to work with personal computers and workstations to do word-processing, 

spreadsheets, and utilize appropriate engineering software. Understanding of computer file 
management and use is essential. 

 
7) Knowledge in using and caring for precision surveying and inspection instruments. 

 
8) Sufficient visual acuity to read correspondence from the county engineer and other staff 

members and process and route mail to appropriate staff members. 
 

9) Ability to learn and perform all essential job functions accurately and safely with minimal direct 
supervision within 6 months of beginning employment with the Secondary Road Department. 

 
10) Ability to perform the essential functions of the job for a 7.5 hour shift with two fifteen minute 

breaks and a one half hour lunch period. Employee should be aware that overtime work may 
be required based upon the needs of the department. 

 
11) Ability to understand and follow complex verbal and written instructions from the supervisor. 

 
SUPERVISION REQUIREMENTS 

 
Employees of this classification may supervise full and part time secondary road staff members 
including engineering, administrative, and maintenance employees. This position will oversee the 
Project Managers, Construction Inspector and Engineering Aides. 

 
 

 
 



4 

 
 

 

Pottawattamie County Secondary Roads 
Miles of Pride 

 
 
 
     MINIMUM EDUCATION, TRAINING, AND EXPERIENCE 

1) Seven (7) years of increasingly responsible experience in survey, design, construction 
inspection; and relevant coursework in civil engineering subjects, or an equivalent combination 
of education and experience. 

 
2) A valid Iowa driver's license. 

 
    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   EMPLOYEE POSITION ACCEPTANCE: 
   I have thoroughly discussed the essential functions, education and experience related to this position 
   with my supervisor, and I fully understand what is required of me in this position.   I hereby accept this 
   position and agree to perform the tasks required to the best of my abilities. 
 
 
_____________________________  _____________________________ 
Employee Signature              Date 
 
 
_____________________________  _____________________________ 
Supervisor Signature    Date 
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Job Title:    Assistant to the Engineer Name:      
Reports to:   County Engineer Supervises:   Inventory Technician 
  Office Manager 
  Administrative Assistant 
  Office Assistant 
Date: Pay Grade:   21817 
Bargaining Unit:   Noncontract 
Exemption Status:  Exempt 
 
CLASS AND GRADE 
The Assistant to the Engineer position is an hourly full time position.  The purpose of this position is to 
organize, administer and oversee the administrative functions of the department and provide support 
to the Engineering and Maintenance functions.  This is a non-union position and is considered a 
confidential management position.   
 
DISTINGUISHING CHARACTERISTICS 
The Assistant to the Engineer serves as a key resource to the management team within the County 
Engineer's Office providing research, analysis, reporting and communications on a wide range of policy, 
programmatic and performance matters.  This position is in responsible charge of accounts payable, 
accounts receivable, payroll, leave balances, benefits, inventory, fleet maintenance, budgets and 
budget reporting. 
This employee will analyze options to reengineer programs and processes, including options for cost 
reduction, improved management controls, and the establishment of benchmarks and performance 
standards. 
This employee also, independently or as part of a team, prepares or assists in the preparation of the 
annual budget and other reports associated with Secondary Road Department activities. The employee 
must possess superior public relations skills for dealing with complaints and work requests in person 
and on the telephone.    
 
ESSENTIAL JOB FUNCTIONS 
The following functions are considered essential to the performance of the job of Assistant to the 
Engineer: 

1) Be in responsible charge of departmental accounting (AP/AR) to include, but not limited to, 
electronic submittal of claims to the Auditor; making deposits to the Auditor; invoicing for county 
services; preparing/reviewing claims; and resolving vendor issues. Provide reporting to the 
management team to ensure budget is being followed and budget constraints are met. 

2) Be in responsible charge of preparing department payroll to be electronically submitted to the 
Auditor; tracking and reporting leave usage and balances; maintaining personnel files; assist 
with and be liaison to the auditor’s office for benefit questions and management; assist with 
union negotiations and contract implementation; and departmental liaison to the human 
resources department.  Provide reporting to the management team and union to make sure pay 
practices are properly followed and overtime utilization is monitored. 
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3) Be in responsible charge of fleet and facilities management to utilize automation to track 
maintenance and inventory.  Assist the staff/operators in writing equipment specifications to 
meet the needs of the work.  Provide reporting to notify managers of preventative maintenance, 
fuel consumption and other relevant usage reports. 

4) Employee will prepare reports to the County Auditor, Iowa Department of Transportation, state 
department of natural resources and other agencies regarding county expenditures, facilities 
management, real estate and buildings, and oversee the management of the county 
underground and above ground fuel storage facilities. 

5) Provides courteous service to the public and visitors by responding to inquiries, screening calls 
and arranging appointments, maintains department calendar. 

6) Handle complaints and work requests from County Supervisors and members of the general 
public.  Sort and route the complaints and work orders to the appropriate secondary road staff 
and file this information for later follow-up if necessary.  Provide reporting to the management 
team of work requests and service needs.  

7) Confer with other managers to coordinate county operations as a member of the management 
team. 

8) Responsible for issuing moving permits on county roadways when oversize/overweight vehicles 
are moving oversize loads.  Reviews routes for possible construction delays, detours and roads 
under embargo to ensure ease of movement.  Invoices transport companies and collects 
payments. 

9) Registers residents and issues permits for dust control, both calcium chloride and approved oil. 
10) Supervise personnel and assist other managers with interviewing, hiring, training, development, 

planning and assigning work, directing work, appraising performance, rewarding and disciplining 
employees as well as addressing complaints and resolving problems. 

NOTE:  Management has the right to add or change duties at any time.  The duties listed above and 
below are not inclusive of all tasks that employees of this classification may be required to perform.   
 
MARGINAL JOB FUNCTIONS 
Employees of this classification may be assigned one or more of the following tasks on an as needed 
basis: 

1) Run office errands to pick up office and computer supplies, drop off mail, and arrange for 
shipping of parts, equipment, or other items, either on foot or by driving county vehicles. 

2) Lifting, carrying, and storing county records in designated storage areas.  This type of work may 
require lifting and carrying loads of up to 30 pounds. 

3) Driving:  The employee may be asked to drive alone or with others to meetings that are deemed 
in the best interest of the employee by the County Engineer.  Employee should maintain a valid 
Iowa Driver's license and be insurable. 

4) Other duties as assigned by the County Engineer. 
 

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 
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Individuals must possess the knowledge, skills, and abilities, or be able to explain and demonstrate 
that the individual can perform the essential functions of the job, with or without reasonable 
accommodation, using some combination of skills and abilities.  The individual must also possess the 
necessary physical requirements, with or without the aid of mechanical devices, to safely perform the 
essential functions of the job. 

1) Superior verbal and written communication skills. These communication skills should include 
attention to detail, clear diction and a pleasant manner for meeting persons.  Public relations are 
an essential part of this position. 

2) Superior organizational skills. 
3) Ability to accurately complete mathematical calculations to determine benefits for employees, 

verify totals and find/correct errors, complete billings, verify spreadsheets and assist with 
budgets. Requires the exercise of independent thinking within the limits of policies, standards, 
and precedents. 

4) Ability to grasp, lift, manipulate and/or carry items weighing up to 30 pounds. 
5) Ability to perform work at levels from below knee level to approximately shoulder level with or 

without mechanical assistance to allow the employee to do filing, store office inventory, and wait 
on customers at the counter. 

6) Ability to sit for extended periods of time, stand, walk, kneel, bend, crouch, reach, stoop and 
climb.  An incumbent must have the ability to transport themselves to and from various locations 
throughout the Courthouse and to/from county shops.   

7) Advanced ability to operate personal computers and workstations to do word processing, 
spreadsheets, accounting and work with county financial programs.   

8) Sufficient visual acuity to read correspondence, view detailed maps and work on computer for 
extended periods of time.  Ability to learn and perform all essential job functions accurately and 
safely with minimal direct supervision within 6 months of beginning employment with the 
Secondary Road Department. 

9) Regular and reliable attendance at work reporting location is an essential function.  Must have 
the ability to perform the essential functions of the job for a 7.5 hour shift with two fifteen minute 
breaks and a one half hour lunch period.  Employee should be aware that overtime work may 
be required based upon the needs of the department. 

10) Ability to understand and follow complex verbal and written instructions from the supervisor. 
 
SUPERVISION REQUIREMENTS 
Employees of this classification may supervise full-time, part-time, temporary, and seasonal staff.  This 
position shall supervise the Office Manager, Administrative Assistant, Office Assistant, Inventory 
Technician and others as assigned by the Engineer. 
QUALIFICATION STANDARDS 

1) Associates Degree (AA) in Accounting or related field with 2 years of relevant experience is 
required. A Bachelor’s degree; or the equivalent of 4 years of relevant education and experience 
is preferred.    

2) Must be proficient with computers and embrace changes in technology. 
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3) A valid state driver's license is preferred, but not required to perform the essential functions of 
the job. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
EMPLOYEE POSITION ACCEPTANCE: 
I have thoroughly discussed the essential functions, education and experience related to this position 
with my supervisor, and I fully understand what is required of me in this position.  I hereby accept 
this position and agree to perform the tasks required to the best of my abilities. 
 
 
_____________________________  _____________________________ 
Employee Signature              Date 
 
 
_____________________________  _____________________________ 
Supervisor Signature    Date 
 
 



 
Jana Lemrick/Director, HR 

 
 
 
 

Discussion and/or decision: 

Approve a 2.5% pay increase for department heads 
and non-union employees and adjustment of pay 

scales to reflect 2.5% between steps. 

 



 
Jana Lemrick/Director, HR 

 
 
 
 

Discussion and/or decision: 

Approve change to Employee Handbook policy 
#201, Salary Administration. 

 



Employee Handbook/Salary Administration   

Title:   Salary Administration 
Policy Number: 201 
Effective Date: July 1, 2009 
Revision Date: November 1, 2013 
Authorized by: Board of Supervisors 
 
 
Policy: 
It is the policy of Pottawattamie County to pay employees in a nondiscriminatory and 
competitive manner.  However, all compensation policy decisions must take into 
consideration the County’s overall financial condition and competitive position. 
 
Comments:   
  

(1) New employees generally will be hired at the starting rate assigned to their 
job grade.  The Department Head may recommend higher starting rates 
depending on an applicant’s experience or skill level or other competitive 
considerations at the time of hire.  These recommendations must be 
reviewed and approved before implementation by the appropriate 
Department Head, the Human Resources Director and the Board of 
Supervisors.  

 
(2) When determining wage rates, the County shall take into consideration  

overall compensation including numerous non-cash benefits such as 
health, dental, and life insurance, vacation, holidays, and other similar 
factors.   

 
(3) Employees who have questions about the County’s salary administration 

and benefits program should direct their concern to their supervisor, 
Department Head, or the Human Resources Department.   

 
(4) General Pay Increases: All pay increases will be effective upon 

approval of the Board of Supervisors.  Across the board pay increases 
may be granted on an annual basis to those classifications assigned to a 
step and grade salary schedule.   Salary schedules shall be adjusted 
accordingly and shall become effective as determined by the Board of 
Supervisors.  Employees who are eligible for across the board payan 
annual increases shall receive the increase at the beginning of the pay 
period in which the effective date for the pay increase occurs. 
 

(5) Step Increases: 
 

(a) Completion of Introductory Period and General Step Increases  
Upon successful completion of the introductory period new full-time 
employees may be eligible for a step increase.  Step increases may 
be waived if a new employee’s introductory period is extended for  
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step of the salary schedule.  Employees whose introductory period 
has been extended shall receive their step increase upon 
successful completion of the extended introductory period.  
Employees eligible for step increases shall receive the step 
increase at the beginning of the pay period in which the employee’s 
anniversary date occurs or at the beginning of the pay period in 
which the employee had a change in his/her job classification 
status; whichever is applicable.at the beginning of each fiscal year. 
 
Step increases for part-time employees are based upon hours 
worked.  i.e. Annual step advancement for full-time employees 
occurs after  2,080 work hours.  Part-time employees, who work 
twenty (20) hours per week, shall not advance to the next pay step 
until completion of 2,080 work hours (approximately two years of 
employment). All paid leave is considered as hours worked for the 
purpose of this section. 

 
(b) Step Increases after Promotions: 

Employees who are promoted to a higher job classification are 
eligible for a step increase after the completion of one (1) year in 
the new position.  The promoted employee’s position classification 
anniversary date shall dictate all future step increases. 

 
(c) Step Increases after Reallocation: 

Employees who are reallocated to a job classification shall advance 
through the pay plan in accordance with their reallocation date.  
The reallocation anniversary date shall dictate future pay step 
advancements. 

 
(6) Rate of Pay for Promotion: An employee who is “promoted” shall 

advance to the appropriate promotional pay grade and shall go to a pay 
step that guarantees a minimum of a five percent (5%) pay increase.  If 
the 5% minimum is not an option within the new pay grade, the employee 
shall be placed at the maximum step of the new classification. The 
employee’s job classification anniversary date shall be utilized to dictate 
future pay step increases.   

 
 (7) Rate of Pay for Reallocation: An employee who is reallocated to a 

different job classification shall advance to the appropriate pay grade and 
shall go to a pay step that guarantees a minimum of a five percent (5%) 
pay increase.  If the 5% minimum is not an option, the employee shall be 
placed at the maximum step of the new classification.  The employee’s 
reallocation anniversary date shall be utilized to dictate future pay step 
increases.   
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 (8) Rate of Pay for Demotion: If an employee is demoted, the rate of 



Employee Handbook/Salary Administration   

pay shall be determined as follows: 
 

(a) If the rate of pay in the higher grade position is more than the 
maximum rate of pay for the position to which demoted, the rate of 
pay shall be reduced to no more than the maximum rate of pay of 
the lower position. 

 
(b) If the rate of pay in the higher grade position falls within the range 

of the pay grade for the position to which demoted, the rate of pay 
may remain unchanged. 

 
(9) Rate of Pay for Transfer:  If an employee transfers to another 

county department to a position which is assigned to an equivalent pay 
grade, their rate of pay shall remain unchanged. 

 
If a current County employee applies for and is selected for a position 
which is assigned to a lower pay grade, the Department Head along with 
the Human Resource Director shall determine the pay step assignment.  

   
(10) Rate of Pay for Red-Circled Employees: In the event that a job 

classification’s base salary is significantly higher than comparable 
positions in the labor market, the Department Head may determine to 
“red-circle” or freeze the base wage for employees in said job 
classification.  The purpose of red-circling an employee’s salary is to allow 
the wages for the position to “catch-up” to the employee’s salary.   Red-
circling an employee’s salary is an option when a wage discrepancy is 
created through no fault of the employee.  This is done rather than reduce 
the base salary of the employee. 

 
If an employee’s rate of pay is red-circled, he or she shall not receive any 
additional compensation until the maximum rate of the appropriate pay 
grade “catches up” with the employee’s base salary.  Once the maximum 
rate is equivalent or bypasses the wage of the red-circled employee, the 
employee will be placed back on the job classification’s assigned pay 
grade at an appropriate pay step.   
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