Lincoln, Fort Rice, Riverview, Florence Lake, Burnt Creek, Canfield, Lyman, & Phoenix

Burleigh Unorganized Townships

County

k

Burleigh County Commission Meeting Agenda
Tom Baker Meeting Room, City/County Office Building, 221 N 5t St, Bismarck

Attend in Person | Watch live on Government Access Channels 2 or 602 | Listen to Radio Access 102.5 FM |
Stream on freetv.org or Dakota Media Access Facebook Live | Replay later from freetv.org

April 3, 2023
5:00 PM Invocation by Chaplain

COUNTY PARK BOARD

Meeting called to order by the Chairman of the Board.
Roll call of members.

1.
2
3. Consideration and approval of the March 6, 2023, meeting minutes and bills.
4. Other Business:

5

Adjourn.
COUNTY COMMISSION

Meeting called to order by the Chairman of the Board.
Roll call of members.

1

2

3. Approval of Agenda.

4. Consideration and approval of the March 20, 2023, meeting minutes and bills.
5

Consent Agenda:
a. Abatements.
b. Appoint Mike Heim to a 6-year term for the Special Assessment Commission.
c. Applications for licenses, raffles, and special events permits.

6. CenCom Communications Director Dannenfelzer:
a. National Public Safety Telecommunications Week.
7. Essentia Health Preliminary Resolution requesting a Public Hearing.

8. County Deputy Finance Director Schulz:
a. Introduce Finance Manual.

9. County Sheriff Leben:
a. 2022/2023 North Dakota Department of Transportation Traffic Safety Grant.

10. County Engineer Hall:



a. Award of Bids — Re-Bid.

11. County Planning Director Flannigan:
a. Resolution of Moratorium for Hazardous Liquid Pipelines within Burleigh County.

12. Other Business:
13. Adjourn.

Mark_Splonskowski
Burleigh County Auditor/Treasurer/Tax
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BURLEIGH COUNTY PARK BOARD
MEETING MINUTES
March 6, 2023

5:00 p.m.
Chairperson Matthews called the Burleigh County Park Board meeting to order.

A roli call of members; Commissioners, Herman, Woodcox, Munson, Bitner, Schwab, Behm, and Chairperson Matthews
present.

Motion by Comm. Woodcox, 2 by Comm. Herman to approve the December 19, 2022, meeting minutes and bills as
presented. All members present voted “AYE.” Motion carried.

Bismarck Parks and Recreation District Operation Director Mayer revisited the ADA Audit prepared by ACT Services
including repairs needed and costs associated with them. Motion by Comm. Munson, 2" by Comm. Behm to authorize
the Bismarck Parks and Recreation District to apply for the 2032 AARP Community Grant to make modifications to
Steckel Boat Landing as presented. ~ All members present voted “AYE.” Motion carried.

Motion by Comm. Munson, 2 be Comm. Woodcox to authorize the Bismarck Parks and Rec staff to address repairs
number 3 and 4 listed on the audit to complete within the next 24 months. All members present voted “AYE.” Motion
carried.

Meeting adjourned.

Leo Vetter, Auditor/Treasurer Becky Matthews, Chairperson
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BURLEIGH COUNTY COMMISSION
MEETING MINUTES
March 20, 2023

5:00 P.M.
Chairperson Matthews called the regular meeting of the Burleigh County Commission to order

Roll call of the members; Commissioners, Schwab, Bitner, Munson, and Chairperson Matthews present, Woodcox
absent.

Motion by Comm. Munson 2" by Comm. Schwab to approve the agenda pulling item 10.e. All members present voted
“AYE"; motion carried.

Motion by Comm. Bitner, 2 by Comm. Munson to approve the March 6, 2023, meeting minutes, and bills; March 3,
2023, County Highway Department Workshop meeting minutes; March 8, 2023, Special Meeting minutes. All members
present voted “AYE"; motion carried.

The following abatements were presented for the Board's consideration; a complete copy of which are on file and
available for inspection in the office of the Burleigh County Auditor/Treasurer:

Tax Current Reduced
Owner Year Legal Description Credit Type Mv MV
Gaylen & Wanda
Dewing 2021 N1/2NW1/4 15-138-79 Farm Exemption $650,000 $78,700
Gaylen & Wanda
Dewing 2022 N1/2NW1/4 15-138-79 Farm Exemption  $681,300 $78,700
Duane & Leona Center 60" of South 1/2 of West Error in Property
Friedig 2022 1/2less North 30, Block 5, Lincoln Description $312,100 $293,900
Robert & Bonnie Error in Property
Johnson 2022 Lot 11, Block 30, Homan Acres 3rd Description $312,500 $279,600
East 12' of Lot 13 & all of Lot 14,
Brian & Laci Moritz 2022 Block 5, Homan Acres 1st 60% Disabled Vet $266,200 $158,200
Keith & Diane Error in Property
Grotewold 2022 Lot 4, Block 1, Country West II Description $579,200 $485,000
Lot 3, Block 22, Morning Heights
Ellen Klinger 2021 Replat 100% Homestead $195,800 $70,800
Lot 3, Block 22, Morning Heights
Ellen Klinger 2022 Replat 100% Homestead $212,600 $87,600
30% Add'l
Bryce Keigley 2022 Lot 4, Block 2, Glenwood Estates Disabled Vet $147,400 $93,400
1988 Schult 28' x 60' Ser#
Janice McCormick 2023 233154AB 100% Homestead  $37,699 S0
Theodore & Sharon
Steiger 2021 Lot 2, Block 17, Casey's 3rd 10% Homestead  $176,400 $163,889
Theodore & Sharon
Steiger 2022 Lot 2, Block 17, Casey's 3rd 10% Homestead  $189,200 $176,689

1



Motion by Comm. Munson, 2" by Comm. Bitner to approve the Dewing (2), Friedig, Johnson, Moritz, Grotewold, Klinger
(2), Keigley, McCormick and Steiger abatements, along with the remainder of the Consent Agenda. All members present
voted “AYE"; motion carried.

County Tax Director Vietmeier went over the abatement request from Weishan Jin, at 800 S. 3 Street, Bismarck, ND
with the commissioners. Upon his review Vietmeier made a recommendation to concur with the City of Bismarck and
deny the Abatements at 800 S. 34 Street, Bismarck, ND. After discussion Comm. Munson made a motion, 2" by Comm.
Schwab to deny the Tax Abatements at 800 S. 31 Street, Bismarck, ND. All members present voted “AYE"; motion
carried.

Colliers Securities LLC Vice President Mike Manstrom presented and went over the resolution creating the funds of
Improvement Districts and authorizing the issuance of Improvement Warrants and the issuance of $425,000 Refunding
Improvement Bonds, Series 2023 for the repayment of Special Assessment District #75.

Motion by Comm. Munson, 2nd by Comm. Bitner to approve a resolution creating the funds of Improvement Districts and
authorizing the issuance of Improvement Warrants for Special Assessment District #75. All members present voted
“AYE"; motion carried.

Motion by Comm. Munson 2nd by Comm. Bitner to approve a resolution authorizing the issuance of $425,000 Refunding
Improvement Bonds, Series 2023 for the repayment of Special Assessment District #75. All members present voted
“AYE"; motion carried.

County Deputy Finance Director Schulz presented the 2022-year end budget adjustments and recommended approval.
Motion by Comm. Bitner, 2" by Comm. Munson to approve the 2022-year end budget adjustments. All members present
voted “"AYE"; motion carried.

Deputy Finance Director Schulz provided an update on the estimated ending fund balance for 2022 and 2023. Along with
that he presented Revenue Projections for 2023.

Chairperson Matthews informed the commission that she and Deputy Finance Director Schulz had been visiting about the
idea of having a workshop meeting to discuss the properties owned by Burleigh County and thoughts of future plans for
each of them, all commissioners agreed to setup a meeting in April.

After Deputy Finance Director Schulz completed his update Dustin Gavrylow appeared from the public and asked for
additional information and Auditor Vetter welcomed Dustin to the Auditor's office for assistance to any additional
information he is seeking.

Bismarck-Burleigh Public Health Director Moch presented an update on their strategic plan, services, Nurse family
partnership program, health maintenance, substance abuse prevention, 2022 Narcan Administration, and nutrition
services with the commission.

County Engineer Hall presented the request for TNK Ranch Subdivision right of way. Hall stated that Burleigh County is
required to accept (on their own behalf or on the behalf of one of our Townships) Right of Way shown on Plats that are
approved by the City of Bismarck. TNK Ranch Subdivision has been approved by the City of Bismarck and we are
requesting that the County Board accept the Right of Way that is shown on the Plat.
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Motion by Comm. Schwab, 2nd by Comm. Munson to approve the resolution: THEREFORE, BE IT RESOLVED: That the
Burleigh County Board of Commissioners do hereby accept the Right of Way shown on the TNK Ranch Subdivision. All
members present voted “AYE"; motion carried.

County Engineer Hall stated that proposals for engineering services for the Bridge #08-117-05.0 were opened on
February 22m and the selection committee ranked Moore Engineering Inc. as the most qualified firm to perform services
for this project and recommended approval of the selection. Motion By Comm. Schwab, 2" by Comm. Bitner to approve
the Resolution: THEREFORE, BE IT RESOLVED: That the County Board of Commissioners approves of the selection of
Moore Engineering Inc. to perform construction engineering services for the Bridge #08-117-05.0 Project. All members
present voted “AYE"; motion carried.

County Engineer Hall recommended approval the low bidder for Bridge 08-117-05.0 Project of Central Specialties Inc. of
$832,747.20. Motion by Comm. Schwab, 2" by Comm. Bitner to approve the Resolution: THEREFORE, BE IT
RESOLVED: That the County Board accepts the following low bid from Central Specialties Inc. of $832,747.20 for the
replacement of a bridge under the Federal Bridge replacement program and authorize the proper County officials to sign
the attached RESOLUTION and to enter a contract with said bidder. All members present voted “AYE"; motion carried.

County Engineer Hall recommended the proper County officials to accept an engineering consultant agreement overrun
with BARR Engineering Co for the geotechnical design of the Bridges/Roadway on the 66th Street SE Railroad Overpass
project.

BACKGROUND:

At the September 2, 2020, County Board Meeting, the Board approved an engineering service agreement with BARR
Engineering for $121,800 to perform geotechnical engineering services for the construction/reconstruction of bridges (and
roadway) on our 66th Street SE Railroad Overpass project. Since that time, work has proceeded on this project.
However, numerous design iterations were required to deal with the complex hydraulics and weak soils found on the site,
resulting in additional engineering services outside the scope of the original agreement.

The County Engineer and the Highway Department have reviewed BARR's request and recommend approving an
increase in their contract of $66,900.00 for the following reasons:

1) The size and complexity of the Apple Creek Structure has changed dramatically. We originally anticipated the
structure would be 106’ long, but because of numerous changes, we are now anticipating the structure to be 465' long
with a 30-degree skew. Because of the large increase in length of bridge we were required to perform additional borings
at the new abutment location. Since most of the expansion occurred to the south, the southern abutment required
additional fill (to accommodate the railroad overpass), and therefore an additional settlement analysis needed to be done.

2) During the initial borings it was determined that a very fatty clay layer exists beneath the proposed project area. If not
addressed this layer would cause long term settlement problems. The recommended solution is a series of wick drains to
provide a path for water to leave the embankment and allow settlement to take place faster. Unfortunately, the
preliminary recommendation required an estimated 7,875,430 linear feet of wick drains. The Highway Department felt
that the expense associated with this estimate was a budget buster, and we required a more precise analysis to target the
area most critical for structural stability which reduced this number t01,839,690 linear feet of wick drains. This reduction
will result in a savings of around $3.0 million and was well worth the additional design cost.

It is the Highway Department's opinion that the requested additional funds are not a result of BARR's work but of
additional requirements that have been placed on them by the County and third parties.
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RECOMMENDATION:
It is recommended that the County Board adopt the attached proposed resolution.

PROPOSED RESOLUTION:

THEREFORE, BE IT RESOLVED: That the proper County officials are hereby authorized to accept the overrun of
$66,900.00 to the engineering consultant agreement with BARR Engineering for the geotechnical engineering services of
Bridges on our 66th Street SE Railroad Overpass project.

Motion by Comm. Schwab, 2r by Comm. Munson to approve the Resolution: THEREFORE, BE IT RESOLVED: That
the proper County officials are hereby authorized to accept the overrun of $66,900.00 to the engineering consultant
agreement with BARR Engineering for the geotechnical engineering services of Bridges on our 66th Street SE Railroad
Overpass project. All members present voted “AYE"; motion carried.

County Engineer Hall explained to the commission that historically, Burleigh County has had a Utility Permit and permit
process for the placement of utilities within the County/Township Right-of-Way. Up to this point we have not charged any
fee for these permits; however, due to the increase in workload in reviewing these permits (and field inspection), we are
requesting the approval of a new permit and fee schedule.

Motion by Comm. Munson, 2 by Comm. Schwab to approve the Resolution: THEREFORE, BE IT RESOLVED: That
the County Board approves the use of the aftached permit fee schedule when dealing with the installation or maintenance
of utilities within County Right-of-Way. All members present voted “AYE"; motion carried.

County Planning Director Flanagan presented an Ordinance Amending Article 8 Section 27 of the Burleigh County Zoning
Ordinance for the Regulation of Land use when transporting Hazardous Liquid through a Hazardous Liquid Pipeline to the
commissioners for their review/approval.

Upon review of an Ordinance the following motions were made:

Motion by Comm. Bitner, 2 by Comm. Schwab to remove, in paragraph VII.5., the line; valves located at 26,400 lineal
feet, with fracture arrestors approximately half-way between each shutoff valves. Chairperson Matthews voted “AYE";
Commissioners Schwab, Bitner, and Munson voted “NAY": motion failed.

Motion by Comm. Bitner, 2" by Comm. Munson to change paragraph XIl.2.a) to XI1.2. a.1. All members present voted
‘AYE"; motion carried.

Motion by Comm. Bitner, 2" by Comm. Munson to change paragraph VI1.1 third word in the sentence “required” to
‘needed” and fourteen word in the sentence “or” to “of". All members present voted “"AYE"; motion carried.

Motion by Comm. Bitner, 2nd by Comm. Munson to change the heading "ORDINANCE NO.------------ " to “ORDINANCE".
All members present voted "AYE"; motion carried.

Motion by Comm. Bitner, 2nd by Comm. Munson to include in the definition section between numbers 13 and 14; “Level
of Cultivation: Depth of pipe 4.5 feet minimum unless the landowner and Company agrees on a greater depth. All
members present voted "AYE"; motion carried.

Motion by Comm. Munson, 2n by Comm. Bitner to include in the definition section between numbers 11 and 12; “A High
Consequence Area is any area within the Hazard Zone, or the Blast Zone where a single rupture would have the potential

4



to adversely affect 10 or more persons or a facility with 100 or more livestock”. All members present voted “AYE”; motion
carried.

Motion by Comm. Bitner, 2n¢ by Comm. Munson to remove in paragraph XII.2.j the 2). All members present voted "AYE”;
motion carried.

Motion by Comm. Bitner, 2nd by Comm. Munson insert in the definition section the following: “NDDNR" means North
Dakota Department of Natural Resources; “USGS" means United States Geological Survey; “SHPO" means State
Historical Preservation Office. All members present voted “AYE"; motion carried.

" to the letter “i". All members

Motion by Comm. Bitner, 2nd by Comm. Munson to change in paragraph XII.2.j the letter
present voted “AYE"; motion carried.

Before making a final decision on the ordinance Commissioner Bitner felt it would be a good idea to allow public input to
the ordinance, at which point Chairperson Matthews opened the meeting up to anyone from the public to share their
thoughts or opinions of any changes to the ordinance only and the following people appeared; Kurtis Jundt, Tim Keller,
Gaylynn Becker, Mike Conley, and Jeff Marram and shared ideas and comments.

After the commission felt they had made all necessary adjustments of the content for correctness motion was made by
Comm. Munson, 2" by Comm. Bitner to approve the ordinance with the changes. All members present voted "AYE";
motion carried.

County HR Director Binder recommended the commission approve a Resolution for support of SB 2239 & opposition of
HB 1040. Motion by Comm. Munson, 2" By Comm. Bitner to approve a resolution for support of SB 2239 & opposition of
HB 1040. All members present voted “AYE"; motion carried.

County Sheriff Leben presented the Covid Mitigation Grant between Burleigh County and the State of North Dakota for
the Burleigh Morton Detention Center and recommended approval.

Motion by Comm. Bitner, 2" by Comm. Munson to approve the Resolution: THEREFORE, BE IT RESOLVED: That the
proper County officials are hereby authorized to authorize the Covid Mitigation Grant between Burleigh County and the
Sate of North Dakota. All members present voted “AYE"; motion carried.

Commissioner Bitner mentioned that he has been visiting with Bill Daniel, Leasing agent, about leasing open space at the
Provident Building and suggested including floors 5 and 6. Bitner also stated that County Buildings and Grounds
Manager Kevin Quinn mentioned that some maintenance needs should be addressed to the building.

Chairperson Matthews stated that the workshop that will be scheduled soon to discuss the county property owned by
Burleigh County could include items needing addressing at the Provident Building.

Meeting adjourned.

Leo Vetter, Auditor/Treasurer Becky Matthews, Chairperson
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BURLEIGH COUNTY
AUXILIARY BOARD
APPLICATION FORM

— [ =
Name: /M[Mﬁ )}’f'ﬁuwt " :
Address: 4762- ¢, @ﬁ-gﬁ?dy /4‘1/‘6 . 5545%0?/&@ : /U D ;g;ﬁ s
Home Phone: 22? /;‘70{_? Work: — Cell: 47/— 7/ g 7

Email:_ML el m @ 'ho')l:/_ma:} (. Com

Board or Commission on which you prefer to serve:

5?760{@& %5@9‘3%/\91«““ Oémm (g‘g}m

List below the skilis or qualifications you could bring to this Board or Commission:

If you have any special interest or reason for serving on this Board or Commission, please explain below.

Principal Occupation/Source of Income {check one)

I~ Farmer ™ Military I Investor/Retired FAClerical & Sales
I™ Laborer I™ Craftsman I Business Owner ™ Professional
I~ Government ™ Student I~ other

List the name of each business or trust that is NOT the principal source of income, in which you

have a financial interest: Nwe

List below the associations or institutions with which you are closely associated, or serve as a

director or officer: /U Oﬂ/(i

Signature: m \XQ—‘L QR }\f\:\/\\ Date: 5’2/—22

Please return application to: Burleigh County Auditor/Treasurer - PO Box 5518 - Bismarck ND 58506

OFFICE USE ONLY

Date Appointed by Commission
Term Start Date

Term End Date

Oath Returned
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Vetter, Leo

—
From: Mike Dannenfelzer <mdannenfelzer@bismarcknd.gov>
Sent: Tuesday, March 14, 2023 10:19 AM
To: Vetter, Leo
Subject: NSPTW Commission Resolution
Attachments: NPSTW Burleigh 2023.docx

***** CAUTION: This email originated from an outside source. Do not click links or open attachments unless you know
they are safe. *****

Leo,

Please place this Resolution on the Burleigh County Commission Agenda for the April 3, 2023 meeting.
Thank you.

Mike

Michael Dannenfelzer
Communications Director

CenCom

[ ) 5ot
“lan Bimarch Buté®

Central Dakota Communications Center (CenCom)
4200 Coleman St | Bismarck | ND | 58503
T:701.255.5200

Website: bismarcknd.gov/24/

Disclaimer: The Central Dakota Communications Center {CenCom) is an entity comprised of three jurisdictions including
the City of Bismarck, City of Mandan and Burleigh County. This e-mail, including attachments, is covered by the
Electronic Communications Privacy Act, 18 U.S.C. 2510 et seq., may be confidential, or may contain confidential
material. It is intended for use only by the person(s) to whom it is directed. If you are not the intended recipient and/or
received it in error, you should (1) reply by e-mail to the sender; (2) delete this e-mail, including deletion of all
associated text files from all storage locations including individual and network storage devices; and (3) refrain from
disseminating or copying this communication. The media in which any electronic data files are transmitted can
deteriorate over time and under various conditions. The Central Dakota Communications Center (CenCom) does not
warrant the accuracy of any information contained in electronic data files transmitted by e-mail.



National Public Safety Telecommunications Week
April 9 - 15, 2023

Whereas, emergencies can occur at any time that require law enforcement, fire, or emergency medical
services; and

Whereas, when an emergency occurs, the prompt response of law enforcement officers, firefighters, and
emergency medical personnel is critical to the protection of life and preservation of property; and

Whereas, the safety of our law enforcement officers, firefighters, and emergency medical personnel is
dependent upon the quality and accuracy of information obtained from citizens who call the Central
Dakota Communications Center; and

Whereas, Public Safety Communications Specialists are the first, first responders, delivering essential
pre-arrival instructions, and providing the most critical link that our citizens have with emergency
services; and

Whereas, Public Safety Communications Specialists are the single vital link for our law enforcement
officers, firefighters, and emergency medical personnel by monitoring their activities by radio, providing
them information and insuring their safety; and

Whereas, Public Safety Communications Specialists of the Central Dakota Communications Center
have contributed substantially to the apprehension of criminals, suppression of fires, and treatment of
patients; and

Whereas, each Communications Specialist has exhibited compassion, understanding and
professionalism during the performance of their duties in the past year;

Whereas, the Central Dakota Communications Center Board of Directors has declared April 9% — 15,
2023 as National Public Safety Telecommunications to honor the men and women of the Central Dakota
Communications Center who dedicate themselves to helping keep our communities and our citizens safe;

Therefore, Be it Resolved that the Board of Commissioners for Burleigh County joins the Central

Dakota Communications Center Board of Directors and declares April 9" — 15, 2023 as National Public
Safety Telecommunications Week in Burleigh County.

Signed this day of April, 2023.

Chair
Burleigh County Commission
Burleigh County, ND
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Vetter, Leo

——— =
From: Scott Wegner <swegner@aswbondlaw.com>
Sent: Monday, March 27, 2023 3:38 PM
To: Vetter, Leo
Cc: Splonskowski, Mark D.
Subject: RE: Essentia 2023 - Burleigh County Resolution and TEFRA Notice

they are safe, *****

***%k CAUTION: This email originated from an outside source. Do not click links or open attachments unless you know

Mark and Leo,

These documents look fine to me.

| asked the States Attorney about representing Burleigh County for purposes of the proposed Essentia bonds. | will hold

off on attending next Monday’s meeting until | hear back.

In any event, at this point they are only asking that a public hearing be scheduled for the May 1 meeting. On May 1 they

will have another resolution and request approval for the MIDA Bonds.

Prior to the meeting, please let me know if you would like to discuss. Thanks.

Scott D. Wegner
Arntson Stewart Wegner PC
701.255.1008

From: Vetter, Leo <levetter@nd.gov>

Sent: Wednesday, March 22, 2023 8:55 AM

To: Scott Wegner <swegner@aswbondlaw.com>

Cc: Splonskowski, Mark D. <msplonskowski@nd.gov>

Subject: FW: Essentia 2023 - Burleigh County Resolution and TEFRA Notice

Scott,
1 and Mark will need guidance with this, will you need to be present?

Leo Vetter

Burleigh County Auditor/Treasurer
221 N 5t St | PO Box 5518
Bismarck ND 58501
701-222-6695

levetter@nd.qov

From: Amy Cobb Curran <curran@chapman.com>
Sent: Tuesday, March 21, 2023 2:52 PM
To: Vetter, Leo <levetter@nd.gov>

Cc: John Pirrmann <John.Pirrmann@RaymondJames.com>; Splonskowski, Mark D. <msplonskowski@nd.gov>; Vinton
Rollins <Vinton.Rollins@RaymondJames.com>; Traci Morris (Traci.Morris@EssentiaHealth.org)
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<traci.morris@essentiahealth.org>; Lusignan, Sara <Sara.Lusignan@essentiahealth.org>; Braun, Kristen
<Kristen.Braun@essentiahealth.org>; Watters, Michael <Michael.Watters@EssentiaHealth.org>;
Joshua.Muro@EssentiaHealth.org; Richard K. Tomei <rtomei@chapman.com>; Ronni A. Martin
<rmartin@chapman.com>

Subject: Essentia 2023 - Burleigh County Resolution and TEFRA Notice

**xx%k CAUTION: This email originated from an outside source. Do not click links or open attachments unless you know
they are safe. *****

Hi Leo —

Kristen Braun (Essentia) and | will both plan to attend via phone or zoom. Please send us the dial-in
information.

Attached are clean and blacklined versions of revised drafts of the resolution and TEFRA notice. Please let me
know if you have any final questions or comments.

Amy Cobb Curran | Partner

Chapman and Cutler LLP

320 South Canal Street | Chicago, IL 60606
D 312.845.3842

C 312.399.8807

curran@chapman.com

* Admitted in lllinois and Minnesota only

From: Vetter, Leo <levetter@nd.gov>

Date: Tuesday, March 21, 2023 at 10:37 AM

To: Amy Cobb Curran <curran@chapman.com>

Cc: John Pirrmann <John.Pirrmann@RaymondJames.com>, Splonskowski, Mark D. <msplonskowski@nd.gov>,
Vinton Rollins <Vinton.Rollins@Raymondlames.com>, Traci Morris (Traci.Morris@EssentiaHealth.org)
<traci.morris@essentiahealth.org>, Lusignan, Sara <Sara.Lusignan@essentiahealth.org>, Braun, Kristen
<Kristen.Braun@essentiahealth.org>, Watters, Michael <Michael.Watters@EssentiaHealth.org>,
Joshua.Muro@EssentiaHealth.org <Joshua.Muro@EssentiaHealth.org>, Richard K. Tomei
<rtomei@chapman.com>, Ronni A. Martin <rmartin@chapman.com>

Subject: RE: Essentia 2023 - Burleigh County Resolution and TEFRA Notice

**EXTERNAL SENDER**
Amy,
All three options are available, in person, by phone, or zoom.

Leo Vetter

Burleigh County Auditor/Treasurer
221 N 5t St | PO Box 5518
Bismarck ND 58501
701-222-6695

levetter@nd.gov




From: Amy Cobb Curran <curran@chapman.com>

Sent: Tuesday, March 21, 2023 7:11 AM

To: Vetter, Leo <levetter@nd.gov>

Cc: John Pirrmann <John.Pirrmann@Raymondlames.com>; Splonskowski, Mark D. <msplonskowski@nd.gov>; Vinton
Rollins <Vinton.Rollins@RaymondJames.com>; Traci Morris (Traci.Morris@EssentiaHealth.org)
<traci.morris@essentiahealth.org>; Lusignan, Sara <Sara.Lusignan@essentiahealth.org>; Braun, Kristen
<Kristen.Braun@essentiahealth.org>; Watters, Michael <Michael.Watters@EssentiaHealth.org>;
Joshua.Muro@EssentiaHealth.org; Richard K. Tomei <rtomei@chapman.com>; Ronni A. Martin
<rmartin@chapman.com>

Subject: Re: Essentia 2023 - Burleigh County Resolution and TEFRA Notice

**x%% CAUTION: This email originated from an outside source. Do not click links or open attachments unless you know
they are safe. *****

Good morning, Leo. Following up on this email — will attendees to the meeting need to attend in person or is
a phone/zoom option available?

Amy Cobb Curran | Partner

Chapman and Cutler LLP

320 South Canal Street | Chicago, IL 60606
D 312.845.3842

C 312.399.8807

curran@chapman.com

* Admitted in lllinois and Minnesota only

From: Vetter, Leo <levetter@nd.gov>

Date: Friday, March 17, 2023 at 11:28 AM

To: Amy Cobb Curran <curran@chapman.com>

Cc: John Pirrmann <John.Pirrmann@RaymondJames.com>, Splonskowski, Mark D. <msplonskowski@nd.gov>,
Vinton Rollins <Vinton.Rollins@RaymondJames.com>, Traci Morris (Traci.Morris@EssentiaHealth.org)
<traci.morris@essentiahealth.org>, Lusignan, Sara <Sara.Lusignan@essentiahealth.org>, Braun, Kristen
<Kristen.Braun@essentiahealth.org>, Watters, Michael <Michael.Watters@EssentiaHealth.org>,
Joshua.Muro@EssentiaHealth.org <Joshua.Muro@EssentiaHealth.org>, Richard K. Tomei
<rtomei@chapman.com>, Ronni A. Martin <rmartin@chapman.com>, william.hamilton@huntington.com
<William.Hamilton@huntington.com>, Lauren Delong <lauren.a.delong@huntington.com>, Jamie Lynch
<jamie.r.lynch@huntington.com>, Lee, Lori E. <Lori.Lee@essentiahealth.org>, jkseymour
<jkseymour@nixonpeabody.com>

Subject: RE: Essentia 2023 - Burleigh County Resolution and TEFRA Notice

**EXTERNAL SENDER**
Amy,

The preliminary resolution is scheduled of April 3, 2023 Burleigh County Commission meeting, at the City/County
Building, 221 N 5™ St., in the Tom Baker room, at 5:00pm.

Will you have a representative present for presentation at the meeting?

Leo Vetter



Burleigh County Auditor/Treasurer
221 N 5t St | PO Box 5518
Bismarck ND 58501
701-222-6695

levetter@nd.gov

From: Amy Cobb Curran <curran@chapman.com>

Sent: Friday, March 17, 2023 8:54 AM

To: Vetter, Leo <levetter@nd.gov>

Cc: John Pirrmann <John.Pirrmann@RaymondJames.com>; Vinton Rollins <Vinton.Rollins@RaymaondJames.com>; Traci
Morris (Traci.Morris@EssentiaHealth.org) <traci.morris@essentiahealth.org>; Lusignan, Sara
<Sara.Lusignan@essentiahealth.org>; Braun, Kristen <Kristen.Braun@essentiahealth.org>; Watters, Michael
<Michael.Watters@EssentiaHealth.org>; Joshua.Muro@EssentiaHealth.org; Richard K. Tomei <rtomei@chapman.com>;
Ronni A. Martin <rmartin@chapman.com>; william.hamilton@huntington.com; Lauren DelLong
<lauren.a.delong@huntington.com>; Jamie Lynch <jamie.r.lynch@huntington.com>; Lee, Lori E.

<Lori.Lee @essentiahealth.org>; jkseymour <jkseymour@nixonpeabody.com>

Subject: Re: Essentia 2023 - Burleigh County Resolution and TEFRA Notice

You don't often get email from curran@chapman.com. Learn why this is important

*&k%k CAUTION: This email originated from an outside source. Do not click links or open attachments unless you know
they are safe. *¥****

Good morning, Leo.
Happy St. Patrick’s Day!

Just following up to see if you have any questions or comments on the resolution and/or notice sent on
Monday. In addition, we need the following information from you:

1. Date of meeting to consider preliminary resolution
2. Date of meeting for TEFRA hearing/final resolution
3. Location and time of TEFRA hearing

Thanks!

Amy Cobb Curran | Partner

Chapman and Cutler LLP

320 South Canal Street | Chicago, IL 60606
D 312.845.3842

C 312.399.8807

curran@chapman.com

* Admitted in lllinois and Minnesota only

From: Amy Cobb Curran <curran@chapman.com>

Date: Monday, March 13, 2023 at 10:41 AM

To: Vetter, Leo <levetter@nd.gov>

Cc: John Pirrmann <John.Pirrmann@RaymondJjames.com>, Vinton Rollins
<Vinton.Rollins@RaymondJames.com>, Traci Morris (Traci.Morris@EssentiaHealth.org)
<traci.morris@essentiahealth.org>, Lusignan, Sara <Sara.Lusignan@essentiahealth.org>, Braun, Kristen
<Kristen.Braun@essentiahealth.org>, Watters, Michael <Michael.Watters@EssentiaHealth.org>,




Joshua.Muro@EssentiaHealth.org <Joshua.Muro@EssentiaHealth.org>, Richard K. Tomei
<rtomei@chapman.com>, Ronni A. Martin <rmartin@chapman.com>, william.hamilton@huntington.com
<William.Hamilton@huntington.com>, Lauren Delong <lauren.a.delong@huntington.com>, Jamie Lynch
<jamie.r.lynch@huntington.com>, Lee, Lori E. <Lori.Lee@essentiahealth.org>, jkseymour
<jkseymour@nixonpeabody.com>

Subject: Essentia 2023 - Burleigh County Resolution and TEFRA Notice

Good morning, Leo.

As requested, attached are initial drafts of the Preliminary Resolution and the Notice of Public Hearing. Please
let us know if you have any questions or comments. In particular, we’ll need confirmation of the following:

1. Date of meeting to consider preliminary resolution
2. Date of meeting for TEFRA hearing/final resolution
3. Location and time of TEFRA hearing

Please let me know if you need any additional information.

Amy Cobb Curran | Partner

Chapman and Cutler LLP

320 South Canal Street | Chicago, IL 60606
D 312.845.3842

C 312.399.8807

curran@chapman.com

* Admitted in lllinois and Minnesota only

From: Vetter, Leo <levetter@nd.gov>

Date: Wednesday, February 22, 2023 at 12:56 PM

To: Vinton Rollins <Vinton.Rollins@RaymondJames.com>

Cc: Amy Cobb Curran <curran@chapman.com>, John Pirrmann <John.Pirrmann@RaymondJames.com>
Subject: RE: Good afternoon/Thank you Mr. Vetter, re RJ Inquiring about the potential for Burleigh County
serving as Issuer of Tax-exempt Debt for RJ client Essentia Health (Mid-Dakota Clinic)

**EXTERNAL SENDER**
Vinton,

When you are ready, the county requests a preliminary resolution requesting the scheduling of a public hearing. That
would start the process and get the item in front of the Commissioners.

Also, if the county decides to have its own bond counsel review any documents, that cost will be passed on to the you
the borrower.

Finally, this could have an impact on the interest rate for the county’s bonds for district #75. So, the county requires
compensation for loss of BQ status, (we are checking into this).

Leo Vetter

Burleigh County Auditor/Treasurer
221 N 5t St | PO Box 5518
Bismarck ND 58501
701-222-6695



levetter@nd.gov

From: Vinton Rollins <Vinton.Rollins@Raymondjames.com>

Sent: Friday, February 17, 2023 4:54 PM

To: Vetter, Leo <levetter@nd.gov>

Cc: Amy Cobb Curran <curran@chapman.com>; John Pirrmann <John.Pirrmann@RaymondJames.com>

Subject: Good afternoon/Thank you Mr. Vetter, re RJ Inquiring about the potential for Burleigh County serving as Issuer
of Tax-exempt Debt for RJ client Essentia Health (Mid-Dakota Clinic)

**kx+ CAUTION: This email originated from an outside source. Do not click links or open attachments unless you know
they are safe. *****

Good afternoon Mr. Vetter and thank you both for your prompt reply and direction for continuing the conversation with
you/Burleigh County about potentially serving as tax-exempt bond issuer for the Mid-Dakota Clinic acquisition financing
by Essentia Health (a 501(c)3 healthcare organization.

Pursuant to your direction, Amy Curran (of bond counsel firm Chapman and Cutler) in consultation with Essentia Health
legal department has drafted the attached memo. Ms. Curran and | would welcome an opportunity of talking with you
on the Project at your convenience. Thank you.

Thanks again for your response. We look forward to working with you/Burleigh County and Essentia Health on this tax-
exempt revenue bond financing for Mid-Dakota Clinic.

Best regards and have a great weekend,
vinton

Amy Cobb Curran | Partner

Chapman and Cutler LLP

320 South Canal Street | Chicago, IL 60606
D 312.845.3842

C 312.399.8807

curran@chapman.com

Vinton L. Rollins

Managing Director, Healthcare Finance
T212.314.0326 // F 212.314.0444
535 Madison Avenue, Sth Floor

New York, NY 10022

RAYMOND JAMES®

From: Vetter, Leo <levetter@nd.gov>

Sent: Thursday, February 16, 2023 4:25 PM

To: Vinton Rollins <Vinton.Rollins@Raymondlames.com>

Cc: John Pirrmann <John.Pirrmann@RaymondJames.com>

Subject: RE: Good afternoon Mr. Vetter, Help please: Inquiring about potential Local Burleigh County Issuer of Tax-
exempt Debt for RJ client Essentia Health

Vinton,
Could you send me a memo asking your request? Is a bond council involved, send an official resolution?

Leo Vetter



Burleigh County Auditor/Treasurer
221 N 5 St | PO Box 5518
Bismarck ND 58501
701-222-6695

levetter@nd.gov

From: Vinton Rollins <Vinton.Rollins@RaymondJames.com>

Sent: Tuesday, February 14, 2023 2:56 PM

To: Vetter, Leo <levetter@nd.gov>

Cc: John Pirrmann <John.Pirrmann@RaymondJames.com>

Subject: Good afternoon Mr. Vetter, Help please: Inquiring about potential Local Burleigh County Issuer of Tax-exempt
Debt for RJ client Essentia Health

You don't often get email from vinton.rollins@raymondjames.com. Learn why this is important

***x% CAUTION: This email originated from an outside source. Do not click links or open attachments unless you know
they are safe. *****

Good afternoon Mr. Vetter, Help please: Inquiring about potential Local Burleigh County Issuer of Tax-exempt Debt for
RJ client Essentia Health.

Raymond James (“RJ”) serves a Municipal Advisor to our non-profit health system client, Essentia Health
https://www.essentiahealth.org/ . Essentia has requested that RJ identify the appropriate tax-exempt debt Issuing
Authority in Burleigh County for purposes of a tax-exempt debt refunding of debt incurred by Essentia to purchase the
Mid-Dakota Clinic on October 1 of last year. We understand that Burleigh County has done tax-exempt healthcare
financings for Benedictine and for Missouri Slope Lutheran Care Center.

Essentia and RJ would appreciate any help that you could provide (OR direct us to others you know within Burleigh
County) for RJ to make the appropriate connection with potential tax-exempt debt Issuing Authority(s) in Burleigh
County. Thank you.

| would be happy to set up a zoom call at your convenience to discuss with you or other appropriate officials Essentia’s
Plan of Finance. Please reply to this e-mail or call me at 212-314-0326.

Thank you.
vinton

Vinton L. Rollins

Managing Director, Healthcare Finance
T 212.314.0326 // F 212.314.0444
535 Madison Avenue, 9th Floor

New York, NY 10022

RAYMOND JAMES”®

www.rihealthcarefinance com

Raymond James & Associates, Inc. The information contained herein is solely intended to suggest/discuss potentially

applicable financing applications and is not intended to be a specific buy/sell recommendation, nor is it an official

confirmation of terms. Any terms discussed herein are preliminary until confirmed in a definitive written agreement.

Changes to any prices, levels, or assumptions contained herein may have a material impact on results. Any estimates or

assumptions contained herein represent our best judgment as of the date indicated and are subject to change without

notice. Examples are merely representative and are not meant to be all-inclusive. Investors, borrowers, or other market
7



participants should not rely upon this information in making their investment/financing decisions. The information set
forth herein was gathered from sources which we believe, but do not guarantee, to be accurate.

Intended for Institutional Customers Only. Raymond James & Associates, Inc. The information contained herein is solely
intended to suggest/discuss potentially applicable financing applications and is not intended to be a specific buy/sell
recommendation, nor is it an official confirmation of terms. Any terms discussed herein are preliminary until confirmed
in a definitive written agreement. Changes to any prices, levels, or assumptions contained herein may have a material
impact on results. Any estimates or assumptions contained herein represent our best judgment as of the date indicated
and are subject to change without notice. Examples are merely representative and are not meant to be all-inclusive.
Investors, borrowers, or other market participants should not rely upon this information in making their
investment/financing decisions. The information set forth herein was gathered from sources that we believe, but do not
guarantee, to be accurate.

Please consider the Environment before printing this email.
Chapman and Cutler LLP is an Illinois limited liability partnership that has elected to be governed by the lllinois Uniform Partnership Act (1997).

The information contained in this email transmission is confidential information which may contain information that is legally privileged and exempt from
disclosure under applicable law. It is not intended for transmission to, or receipt by, any unauthorized persons. If you have received this communication in
error, please delete it from your system without copying it and notify the sender by reply email, so that our records can be corrected. Thank you.

This email has been scanned for email related threats and delivered safely by Mimecast.
For more information please visit http://www.mimecast.com

Please consider the Environment before printing this email.
Chapman and Cutler LLP is an Illinois limited liability partnership that has elected to be governed by the lllinois Uniform Partnership Act (1997).

The information contained in this email transmission is confidential information which may contain information that is legally privileged and exempt from
disclosure under applicable faw. It is not intended for transmission to, or receipt by, any unauthorized persons. If you have received this communication in
error, please delete it from your system without copying it and notify the sender by reply email, so that our records can be corrected. Thank you.

This email has been scanned for email related threats and delivered safely by Mimecast.
For more information please visit http://www.mimecast.com

Please consider the Environment before printing this email.
Chapman and Cutler LLP is an lllinois limited liability partnership that has elected to be governed by the lllinois Uniform Partnership Act (1997).

The information contained in this email transmission is confidential information which may contain information that is legally privileged and exempt from
disclosure under applicable law. It is not intended for transmission to, or receipt by, any unauthorized persons. If you have received this communication in
error, please delete it from your system without copying it and notify the sender by reply email, so that our records can be corrected. Thank you.



Member offered the following resolution and moved its
adoption:

RESOLUTION RELATING TO A PROJECT UNDER THE MUNICIPAL
INDUSTRIAL DEVELOPMENT ACT, GIVING THE PROJECT PRELIMINARY
APPROVAL SUBJECT TO A PUBLIC HEARING

BE IT RESOLVED by the County Commissioners (the “Commissioners”) of Burleigh
County, North Dakota (the “County”) as follows:

Section 1. Policy and Purpose.

1.01.  For the purpose of providing hospital, nursing home and other health care facilities
and services, the County is authorized by Chapter 40-57, North Dakota Century Code, as amended
(the “Act”), to enter into a loan agreement with a contracting party providing for a loan to the
contracting party by the County of proceeds derived from the issuance of revenue bonds, which
loan must be used to pay the costs of a project as defined in Section 40-57-02 of the Act and
providing for the repayment of the loan by the contracting party. The County is further authorized
to issue its revenue bonds with respect to any hospital, nursing home or other health care facilities
comprising a project, to refund, in whole or in part, bonds previously issued under the Act to
finance any hospital, nursing home or other health care facilities comprising a project and in
furtherance of the public health or welfare.

1.02. Essentia Health, a Minnesota nonprofit corporation (the “Borrower”), has requested
that the County issue its revenue bonds or notes, whether taxable or tax-exempt, in one or more
series (the “Bonds”) for the benefit of Innovis Health, LLC (“Innovis”), a Delaware limited
liability company the sole member of which is the Borrower, in the aggregate principal amount
not to exceed $35,000,000 under the provisions of the Act to (i) finance or refinance the costs of,
or reimburse the Borrower or Innovis for the costs of, acquiring certain assets (including real
property, buildings and equipment) of Mid Dakota Clinic, a physician practice operating outpatient
clinics throughout Bismarck, North Dakota, and the business enterprise value thereof (collectively,
the “Project”), and (ii) finance costs of issuance of the Bonds. The Project includes the following
acquired assets (i) an approximately 101,138 square foot building and equipment located therein
used as the main clinic by Mid Dakota Clinic, and the real property and land improvements upon
which such building is situated, all located at 401 N. 9th Street, Bismarck, North Dakota, (ii) an
approximately 22,350 square foot building and equipment located therein used as a center for
women by the Mid Dakota Clinic, and the real property and land improvements upon which such
building is situated, all located at 1000 E. Rosser Avenue, Bismarck, North Dakota, (iii) an
approximately 6,000 square foot building/warehouse used for storage and the real property upon
such building is situated all located at 2323 East Rosser Avenue, Bismarck, North Dakota, (iv) the
leasehold improvements including construction, renovation, remodeling, updating signage and
equipping of the existing facility all located at 727 Kirkwood Mall, Bismarck, North Dakota, and
(v) the leasehold improvements including construction, renovation, remodeling, updating signage
and equipping of the existing facility all located at 2700 State Street, Unit A2, Bismarck, North
Dakota.

Essentia 2023 - Burleigh County Preliminary Resolution 4864-3922-8242 v5
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1.03  The financing of the Project would assist in making available high quality healthcare
services to the residents of the County and surrounding area.

1.04. The County is advised by representatives of the Borrower that with the aid of
municipal financing, and the resulting lower borrowing cost, the Project would be significantly
more feasible.

Section 2. Findings.

2.01. Subject to the holding of a public hearing according to law, it appears the issuance of
the Bonds will be in the public interest and any competitive nature and impact and effect of the
issue upon existing industry and business will not result in an unfair advantage for the Project to
the substantial detriment of existing enterprises.

Section 3. Approval and Authorization.

3.01. Subject to the holding of a public hearing according to law and subject to the mutual
agreement of the County, the Borrower, the initial purchaser of the Bonds and other parties to the
proposed transaction as to the details of an indenture, loan agreement and/or other documents
necessary to evidence and effect the financing of the Project and the issuance of the Bonds, the
issuance of revenue bonds of the County, whether taxable or tax-exempt, in one or more series, in
an amount not to exceed $35,000,000, is hereby preliminarily approved and authorized.

3.02. Neither this preliminary commitment nor any actions, agreements, or legal matters
related hereto or executed in pursuance hereof, shall in any manner or form create an indebtedness
or liability of the County.

3.03. The passage of this resolution does not finally commit the County to issue the Bonds
nor, if applicable, establish priority for purposes of staying within the limitations (if any)
established by federal law for the amount of private activity bonds that may be issued by the
County or the State of North Dakota.

Section 4.  Public Hearing.

4.01. Since a public hearing, after notice according to law, is required for final approval of
such bond issue, a public hearing on the issuance of the Bonds shall be held in the [Tom Baker
Meeting Room of the City/County Office Building located at 221 North Sth Street, Bismarck,
North Dakota, 58501], onthe  day of , 2023 at [5:00 p.m.] and the [County Auditor]
is hereby instructed to give notice of such public hearing according to law.

4.02. Public notice in substantially the form attached to this Resolution as Exhibit A,
together with such additions and deletions as the County Auditor shall approve after consultation
with bond counsel, shall be published in the County’s official newspaper as required by law. The
form of public notice attached to this Resolution is hereby approved.



Dated this __ day of , 2023.

Approved:

Burleigh County Commissioner

Attest:

Burleigh County Auditor

Member seconded the above resolution and upon vote
being taken thereon the following voted in favor:

and the following voted against the same:
the following were absent and not voting:
whereupon the resolution was declared duly passed and adopted.




Member offered the following resolution and moved its
adoption:

RESOLUTION RELATING TO A PROJECT UNDER THE MUNICIPAL
INDUSTRIAL DEVELOPMENT ACT, GIVING THE PROJECT PRELIMINARY
APPROVAL SUBJECT TO A PUBLIC HEARING

BE IT RESOLVED by the County Commissioners (the “Commissioners”) of Burleigh
County, North Dakota (the “County™) as follows:

Section 1.  Policy and Purpose.

1.01.  For the purpose of providing hospital, nursing home and other health care facilities
and services, the County is authorized by Chapter 40-57, North Dakota Century Code, as amended
(the “Act™), to enter into a loan agreement with a contracting party providing for a loan to the
contracting party by the County of proceeds derived from the issuance of revenue bonds, which
loan must be used to pay the costs of a project as defined in Section 40-57-02 of the Act and
providing for the repayment of the loan by the contracting party. The County is further authorized
to issue its revenue bonds with respect to any hospital, nursing home or other health care facilities
comprising a project, to refund, in whole or in part, bonds previously issued under the Act to
finance any hospital, nursing home or other health care facilities comprising a project and in
furtherance of the public health or welfare.

1.02. Essentia Health, a Minnesota nonprofit corporation (the “Borrower”), has requested
that the County issue its revenue bonds or notes, whether taxable or tax-exempt, in one or more
series (the “Bonds™) for the benefit of Innovis Health, LLC (“Innovis”), a Delaware limited
liability company the sole member of which is the Borrower, in the aggregate principal amount
not to exceed $35,000,000 under the provisions of the Act to (i) finance or refinance the costs of,
or reimburse the Borrower or Innovis for the costs of, acquiring certain assets (including real
property, buildings and equipment) of Mid Dakota Clinic, a physician practice operating outpatient
clinics throughout Bismarck, North Dakota, and the business enterprise value thereof (collectively,
the “Project”), (ii) finance capitalized interest, if any, on the Bonds, if deemed necessary or
desirable by the Borrower and (iii) finance costs of issuance of the Bonds. The Project includes
the following acquired assets (i) an approximately 101,138 square foot building and equipment
located therein used as the main clinic by Mid Dakota Clinic, and the real property and land
improvements upon which such building is situated, all located at 401 N. 9th Street, Bismarck,
North Dakota, (ii) an approximately 22,350 square foot building and equipment located therein
used as a center for women by the Mid Dakota Clinic, and the real property and land improvements
upon which such building is situated, all located at 1000 E. Rosser Avenue, Bismarck, North
Dakota, (iii) an approximately 6,000 square foot building/warehouse used for storage and the real
property upon such building is situated all located at 2323 East Rosser Avenue, Bismarck, North
Dakota, (iv) the leasehold improvements including construction, renovation, remodeling, updating
signage and equipping of the existing facility all located at 727 Kirkwood Mall, Bismarck, North
Dakota, and (v) the leasehold improvements including construction, renovation, remodeling,
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updating signage and equipping of the existing facility all located at 2700 State Street, Unit A2,
Bismarck, North Dakota.

1.03 The financing of the Project would assist in making available high quality healthcare
services to the residents of the County and surrounding area.

1.04. The County is advised by representatives of the Borrower that with the aid of
municipal financing, and the resulting lower borrowing cost, the Project would be significantly
more feasible.

Section 2.  Findings.

2.01. Subject to the holding of a public hearing according to law, it appears the issuance of
the Bonds will be in the public interest and any competitive nature and impact and effect of the
issue upon existing industry and business will not result in an unfair advantage for the Project to
the substantial detriment of existing enterprises.

Section 3.  Approval and Authorization.

3.01. Subject to the holding of a public hearing according to law and subject to the mutual
agreement of the County, the Borrower, the initial purchaser of the Bonds and other parties to the
proposed transaction as to the details of an indenture, loan agreement and/or other documents
necessary to evidence and effect the financing of the Project and the issuance of the Bonds, the
issuance of revenue bonds of the County, whether taxable or tax-exempt, in one or more series, in
an amount not to exceed $35,000,000, is hereby preliminarily approved and authorized.

3.02. Neither this preliminary commitment nor any actions, agreements, or legal matters
related hereto or executed in pursuance hereof, shall in any manner or form create an indebtedness
or liability of the County.

3.03. The passage of this resolution does not finally commit the County to issue the Bonds
nor, if applicable, establish priority for purposes of staying within the limitations (if any)
established by federal law for the amount of private activity bonds that may be issued by the
County or the State of North Dakota.

Section 4. Public Hearing.

4.01. Since a public hearing, after notice according to law, is required for final approval of
such bond issue, a public hearing on the issuance of the Bonds shall be held in the Tom Baker
Meeting Room of the City/County Office Building located at 221 North 5th Street, Bismarck,
North Dakota, 58501, on the 1st day of May, 2023 at 5:00 p.m. and the County Auditor is hereby
instructed to give notice of such public hearing according to law.

4.02. Public notice in substantially the form attached to this Resolution as Exhibit A,
together with such additions and deletions as the County Auditor shall approve after consultation



with bond counsel, shall be published in the County’s official newspaper as required by law. The
form of public notice attached to this Resolution is hereby approved.



Dated this 3rd day of April, 2023.

Approved:

Burleigh County Commissioner

Attest:

Burleigh County Auditor

Member seconded the above resolution and upon vote
being taken thereon the following voted in favor:

and the following voted against the same:
the following were absent and not voting:
whereupon the resolution was declared duly passed and adopted.




Member offered the following resolution and moved its
adoption:

RESOLUTION RELATING TO A PROJECT UNDER THE MUNICIPAL
INDUSTRIAL DEVELOPMENT ACT, GIVING THE PROJECT PRELIMINARY
APPROVAL SUBJECT TO A PUBLIC HEARING

BE IT RESOLVED by the County Commissioners (the “Commissioners”) of Burleigh
County, North Dakota (the “County”) as follows:

Section 1.  Policy and Purpose.

1.01.  For the purpose of providing hospital, nursing home and other health care facilities
and services, the County is authorized by Chapter 40-57, North Dakota Century Code, as amended
(the “Act™), to enter into a loan agreement with a contracting party providing for a loan to the
contracting party by the County of proceeds derived from the issuance of revenue bonds, which
loan must be used to pay the costs of a project as defined in Section 40-57-02 of the Act and
providing for the repayment of the loan by the contracting party. The County is further authorized
to issue its revenue bonds with respect to any hospital, nursing home or other health care facilities
comprising a project, to refund, in whole or in part, bonds previously issued under the Act to
finance any hospital, nursing home or other health care facilities comprising a project and in
furtherance of the public health or welfare.

1.02. Essentia Health, a Minnesota nonprofit corporation (the “Borrower”), has requested
that the County issue its revenue bonds or notes, whether taxable or tax-exempt, in one or more
series (the “Bonds™) for the benefit of Innovis Health, LLC (“Innovis”), a Delaware limited
liability company the sole member of which is the Borrower, in the aggregate principal amount not
to exceed $35,000,000 under the provisions of the Act to (i) finance or refinance the costs of, or
reimburse the Borrower or Innovis for the costs of, acquiring certain assets (including real
property, buildings and equipment) of Mid Dakota Clinic, a physician practice operating
outpatient clinics throughout Bismarck, North Dakota, and the business enterprise value thereof
(collectively, the “Project”), (ii) finance capitalized interest. if any, on the Bonds. if deemed

el S o e

necessary or desirable by the Borrower and (iiii) finance costs of issuance of the Bonds. The
Project includes the following acquired assets (i) an approximately 101,138 square foot building
and equipment located therein used as the main clinic by Mid Dakota Clinic, and the real property
and land improvements upon which such building is situated, all located at 401 N. 9th Street,
Bismarck, North Dakota, (ii) an approximately 22,350 square foot building and equipment located
therein used as a center for women by the Mid Dakota Clinic, and the real property and land
improvements upon which such building is situated, all located at 1000 E. Rosser Avenue,
Bismarck, North Dakota, (iii) an approximately 6,000 square foot building/warehouse used for
storage and the real property upon such building is situated all located at 2323 East Rosser
Avenue, Bismarck, North Dakota, (iv) the leasehold improvements including construction,
renovation, remodeling, updating signage and equipping of the existing facility all located at 727
Kirkwood Mall, Bismarck, North Dakota, and (v) the leasehold improvements including
construction, renovation, remodeling, updating signage and equipping of the existing facility all
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located at 2700 State Street, Unit A2, Bismarck, North Dakota.

1.03  The financing of the Project would assist in making available high quality healthcare
services to the residents of the County and surrounding area.

1.04. The County is advised by representatives of the Borrower that with the aid of
municipal financing, and the resulting lower borrowing cost, the Project would be significantly
more feasible.

Section 2. Findings.

2.01. Subject to the holding of a public hearing according to law, it appears the issuance of
the Bonds will be in the public interest and any competitive nature and impact and effect of the
issue upon existing industry and business will not result in an unfair advantage for the Project to
the substantial detriment of existing enterprises.

Section 3.  Approval and Authorization.

3.01. Subject to the holding of a public hearing according to law and subject to the mutual
agreement of the County, the Borrower, the initial purchaser of the Bonds and other parties to the
proposed transaction as to the details of an indenture, loan agreement and/or other documents
necessary to evidence and effect the financing of the Project and the issuance of the Bonds, the
issuance of revenue bonds of the County, whether taxable or tax-exempt, in one or more series, in
an amount not to exceed $35,000,000, is hereby preliminarily approved and authorized.

3.02. Neither this preliminary commitment nor any actions, agreements, or legal matters
related hereto or executed in pursuance hereof, shall in any manner or form create an indebtedness
or liability of the County.

3.03. The passage of this resolution does not finally commit the County to issue the Bonds
nor, if applicable, establish priority for purposes of staying within the limitations (if any)
established by federal law for the amount of private activity bonds that may be issued by the
County or the State of North Dakota.

Section 4.  Public Hearing.

4.01. Since a public hearing, after notice according to law, is required for final approval of
such bond issue, a public hearing on the issuance of the Bonds shall be held in the {Tom Baker
Meeting Room of the City/County Office Building located at 221 North 5th Street, Bismarck,
North Dakota, 585014, on the - 1st day of ———May, 2023 at {5:00 p.m.} and the {County
Auditor} is hereby instructed to give notice of such public hearing according to law.

4.02. Public notice in substantially the form attached to this Resolution as Exhibit A,
together with such additions and deletions as the County Auditor shall approve after consultation
with bond counsel, shall be published in the County’s official newspaper as required by law. The
form of public notice attached to this Resolution is hereby approved.

o



Dated this —3rd day of - ——April, 2023.

Approved:

Burleigh County Commissioner

Attest:

Burleigh County Auditor

Member seconded the above resolution and upon vote
being taken thereon the following voted in favor:

and the following voted against the same:
the following were absent and not voting:
whereupon the resolution was declared duly passed and adopted.




NOTICE OF PUBLIC HEARING ON A PROPOSED PROJECT AND THE
ISSUANCE OF INDUSTRIAL DEVELOPMENT REVENUE BONDS UNDER
THE MUNICIPAL INDUSTRIAL DEVELOPMENT ACT OF 1955, NORTH
DAKOTA CENTURY CODE CHAPTER 40-57

Notice is hereby given pursuant to Section 147(f) of the Internal Revenue Code of 1986,
as amended (the “Code™), and Sections 40-57-04 and 40-57-04.1 of the Municipal Industrial
Development Act of 1955, Chapter 40-57 North Dakota Century Code, as amended (the “Act”™),
that the Board of County Commissioners of Burleigh County, North Dakota (the “County”) will
meet on the 1st day of May, 2023, at 5:00 p.m. in the Tom Baker Meeting Room of the City/County
Office Building located at 221 North 5th Street, Bismarck, North Dakota, 58501, for the purpose
of holding a public hearing on a proposal that the County issue revenue bonds, in one or more tax-
exempt or taxable series (the “Bonds ™), under the Act and Sections 103 and 145 of the Code, for
the benefit of Essentia Health, a Minnesota nonprofit corporation (the “Borrower”), and Innovis
Health, LLC (“Innovis ), a Delaware limited liability company the sole member of which is the
Borrower, in order to (i) finance or refinance the costs of, or reimburse the Borrower or Innovis
for the costs of, acquiring certain assets (including real property, buildings and equipment) of Mid
Dakota Clinic, a physician practice operating outpatient clinics throughout Bismarck, North
Dakota, and the business enterprise value thereof, (ii) finance capitalized interest, if any, on the
Bonds, if deemed necessary or desirable by the Borrower and (iii) finance costs of issuance of the
Bonds. Such acquired assets include (i) an approximately 101,138 square foot building and
equipment located therein used as the main clinic by Mid Dakota Clinic, and the real property and
land improvements upon which such building is situated, all located at 401 N. 9th Street, Bismarck,
North Dakota, (not to exceed $27,000,000 in aggregate principal amount of the Bonds), (ii) an
approximately 22,350 square foot building and equipment located therein used as a center for
women by the Mid Dakota Clinic, and the real property and land improvements upon which such
building is situated, all located at 1000 E. Rosser Avenue, Bismarck, North Dakota, (not to exceed
$7,500,000 in aggregate principal amount of the Bonds), (iii) an approximately 6,000 square foot
building/warehouse used for storage and the real property upon such building is situated all located
at 2323 East Rosser Avenue, Bismarck, North Dakota (not to exceed $1,000,000 in aggregate
principal amount of the Bonds), (iv) the leasehold improvements including construction,
renovation, remodeling, updating signage and equipping of the existing facility all located at 727
Kirkwood Mall, Bismarck, North Dakota (not to exceed $1,500,000 in aggregate principal amount
of the Bonds), and (v) the leasehold improvements including construction, renovation, remodeling,
updating signage and equipping of the existing facility all located at 2700 State Street, Unit A2,
Bismarck, North Dakota (not to exceed $1,000,000 in aggregate principal amount of the Bonds).

The maximum aggregate principal amount of the Bonds to be issued is not expected to
exceed $35,000,000. The assets to be financed with proceeds of the Bonds are owned or leased
and operated by Innovis.

The Bonds or other evidence of indebtedness issued by the County to finance the Project
shall be limited obligations of the County payable solely from the revenue pledge to the payment
thereof and may be secured by a mortgage or other encumbrance on the assets financed with
proceeds of the Bonds. No holder of any such evidence of indebtedness shall ever have the right
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to compel any exercise of the taxing power of the County to pay such evidence of indebtedness,
or the interest thereon, nor to enforce payment against any property of the County.

All persons interested may appear and be heard at the time and place set forth above.

Dated this [17th] [24th] day of April, 2023, by order of the Board of County
Commissioners.



NOTICE OF PUBLIC HEARING ON A PROPOSED PROJECT AND THE
ISSUANCE OF INDUSTRIAL DEVELOPMENT REVENUE BONDS UNDER
THE MUNICIPAL INDUSTRIAL DEVELOPMENT ACT OF 1955, NORTH
DAKOTA CENTURY CODE CHAPTER 40-57

Notice is hereby given pursuant to Section 147(f) of the Internal Revenue Code of 1986,
as amended (the “Code”), and Sections 40-57-04 and 40-57-04.1 of the Municipal Industrial
Development Act of 1955, Chapter 40-57 North Dakota Century Code, as amended (the “Act”),
that the Board of County Commissioners of Burleigh County, North Dakota (the “County”) will
meet on the _ day of , 2023, at [5:00 p.m.] in the [Tom Baker Meeting Room of the
City/County Office Building located at 221 North 5th Street, Bismarck, North Dakota,
58501], for the purpose of holding a public hearing on a proposal that the County issue revenue
bonds, in one or more tax-exempt or taxable series (the “Bonds ), under the Act and Sections 103
and 145 of the Code, for the benefit of Essentia Health, a Minnesota nonprofit corporation (the
“Borrower”), and Innovis Health, LLC ( “Innovis ), a Delaware limited liability company the sole
member of which is the Borrower, in order to (i) finance or refinance the costs of, or reimburse the
Borrower or Innovis for the costs of, acquiring certain assets (including real property, buildings
and equipment) of Mid Dakota Clinic, a physician practice operating outpatient clinics throughout
Bismarck, North Dakota, and the business enterprise value thereof, and (ii) finance costs of
issuance of the Bonds. Such acquired assets include (i) an approximately 101,138 square foot
building and equipment located therein used as the main clinic by Mid Dakota Clinic, and the real
property and land improvements upon which such building is situated, all located at 401 N. 9th
Street, Bismarck, North Dakota, (not to exceed $27,000,000 in aggregate principal amount of the
Bonds), (ii) an approximately 22,350 square foot building and equipment located therein used as
a center for women by the Mid Dakota Clinic, and the real property and land improvements upon
which such building is situated, all located at 1000 E. Rosser Avenue, Bismarck, North Dakota,
(not to exceed $7,500,000 in aggregate principal amount of the Bonds), (iii) an approximately
6,000 square foot building/warehouse used for storage and the real property upon such building is
situated all located at 2323 East Rosser Avenue, Bismarck, North Dakota (not to exceed
$1,000,000 in aggregate principal amount of the Bonds), (iv) the leasehold improvements
including construction, renovation, remodeling, updating signage and equipping of the existing
facility all located at 727 Kirkwood Mall, Bismarck, North Dakota (not to exceed $1,500,000 in
aggregate principal amount of the Bonds), and (v) the leasehold improvements including
construction, renovation, remodeling, updating signage and equipping of the existing facility all
located at 2700 State Street, Unit A2, Bismarck, North Dakota (not to exceed $1,000,000 in
aggregate principal amount of the Bonds).

The maximum aggregate principal amount of the Bonds to be issued is not expected to
exceed $35,000,000. The assets to be financed with proceeds of the Bonds are owned or leased
and operated by Innovis.

The Bonds or other evidence of indebtedness issued by the County to finance the Project
shall be limited obligations of the County payable solely from the revenue pledge to the payment
thereof and may be secured by a mortgage or other encumbrance on the assets financed with
proceeds of the Bonds. No holder of any such evidence of indebtedness shall ever have the right
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to compel any exercise of the taxing power of the County to pay such evidence of indebtedness,
or the interest thereon, nor to enforce payment against any property of the County.

All persons interested may appear and be heard at the time and place set forth above.

Dated this day of , 2023, by order of the Board of County Commissioners.



NOTICE OF PUBLIC HEARING ON A PROPOSED PROJECT AND THE
ISSUANCE OF INDUSTRIAL DEVELOPMENT REVENUE BONDS UNDER
THE MUNICIPAL INDUSTRIAL DEVELOPMENT ACT OF 1955, NORTH
DAKOTA CENTURY CODE CHAPTER 40-57

Notice is hereby given pursuant to Section 147(f) of the Internal Revenue Code of 1986, as
amended (the “Code”), and Sections 40-57-04 and 40-57-04.1 of the Municipal Industrial
Development Act of 1955, Chapter 40-57 North Dakota Century Code, as amended (the “Act”),
that the Board of County Commissioners of Burleigh County, North Dakota (the “County ) will
meet on the —— | st day of ———May, 2023, at }5:00 p.m.} in the Tom Baker Meeting Room of the
City/County Office Building located at 221 North 5th Street, Bismarck, North Dakota, 585011, for
the purpose of holding a public hearing on a proposal that the County issue revenue bonds, in one
or more tax-exempt or taxable series (the “Bonds *), under the Act and Sections 103 and 145 of the
Code, for the benefit of Essentia Health, a Minnesota nonprofit corporation (the “Borrower *), and
Innovis Health, LLC (“Innovis ), a Delaware limited liability company the sole member of which
is the Borrower, in order to (i) finance or refinance the costs of, or reimburse the Borrower or
Innovis for the costs of, acquiring certain assets (including real property, buildings and equipment)
of Mid Dakota Clinic, a physician practice operating outpatient clinics throughout Bismarck,
North Dakota, and the business enterprise value thereof, (ii) finance capitalized interest, if any, on

the Bonds. Such acquired assets include (i) an approximately 101,138 square foot building and
equipment located therein used as the main clinic by Mid Dakota Clinic, and the real property and
land improvements upon which such building is situated, all located at 401 N. 9th Street,
Bismarck, North Dakota, (not to exceed $27,000,000 in aggregate principal amount of the Bonds),
(ii) an approximately 22,350 square foot building and equipment located therein used as a center
for women by the Mid Dakota Clinic, and the real property and land improvements upon which
such building is situated, all located at 1000 E. Rosser Avenue, Bismarck, North Dakota, (not to
exceed $7,500,000 in aggregate principal amount of the Bonds), (iii) an approximately 6,000
square foot building/warehouse used for storage and the real property upon such building is
situated all located at 2323 East Rosser Avenue, Bismarck, North Dakota (not to exceed
$1,000,000 in aggregate principal amount of the Bonds), (iv) the leasehold improvements
including construction, renovation, remodeling, updating signage and equipping of the existing
facility all located at 727 Kirkwood Mall, Bismarck, North Dakota (not to exceed $1,500,000 in
aggregate principal amount of the Bonds), and (v) the leasehold improvements including
construction, renovation, remodeling, updating signage and equipping of the existing facility all
located at 2700 State Street, Unit A2, Bismarck, North Dakota (not to exceed $1,000,000 in
aggregate principal amount of the Bonds).

The maximum aggregate principal amount of the Bonds to be issued is not expected to
exceed $35,000,000. The assets to be financed with proceeds of the Bonds are owned or leased
and operated by Innovis.

The Bonds or other evidence of indebtedness issued by the County to finance the Project
shall be limited obligations of the County payable solely from the revenue pledge to the payment
thereof and may be secured by a mortgage or other encumbrance on the assets financed with
proceeds of the Bonds. No holder of any such evidence of indebtedness shall ever have the right to
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compel any exercise of the taxing power of the County to pay such evidence of indebtedness, or
the interest thereon, nor to enforce payment against any property of the County.

All persons interested may appear and be heard at the time and place set forth above.

Dated this
Commissioners.

[17th] [24th] day of April, 2023, by order of the Board of County
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GENERAL

A.

@

PROCUREMENT POLICY

It shall be the policy of the Burleigh County Commissioners to:

a. Require departments of Burleigh County to comply with all statutes

regarding purchase or dispositions of equipment and hiring of services

Inventory items are defined as any item with the value of $500 or more.
For GASB purposes, any item over $5,000 value will be depreciated over the life of
the item. See Burleigh County’s Capital Asset Policy for a full description.
This policy shall be in effect for all departments receiving an annual appropriation
from the county commission.

NEW EQUIPMENT, SUPPLIES, CONTRACTS

A.

B.

C.

Unless purchasing equipment, supplies or contracts through a State bid, competitive
bids, proposals, or price quotes shall be obtained for any single item over $5,000.
The cost of the new equipment shall be appropriated in the commissioner approved
budget of the department for the year in which the acquisition is to occur.

Any deviations from the approved budget such as an emergency issue shall be
presented to the commissioners for approval prior to purchasing new equipment,
supplies or contracts.

MAINTENANCE

A. Maintenance of equipment, computer software, software upgrades and licenses
shall be the responsibility of each department.

B. The cost of maintenance shall be appropriated in the commissioner approved
budget of the department.

C. Any unforeseen maintenance costs, not in the department’s budget, shall be
presented to the commissioners for approval.

REPLACEMENT

A. Replacement of equipment shall be appropriated in the commission approved
budget of the department.

B. Unless the replacement is through State bid, competitive bids, proposals, or price
quotes shall be obtained for any single item over $5,000.

C. Unexpected replacement costs, not in the current budget, shall be presented to the
commissioners for approval.

D. Replacement of large items such as elevators, boilers, software upgrades, etc. may

be budgeted over multiple years in order to avoid a major increase in one year
budget cycle with the approval of the commissioners.



DISPOSITION OF EQUIPMENT

A.

Notice of all inventory items with a county item number that is disposed of or
replaced shall be made to the county Auditor/Treasurer’s office.

Computer equipment and copiers shall be cleared of all data by IT prior to disposal.
Vehicles shall be traded in, auctioned or sold on bids at the discretion of the
department head with approval of the commissioners.

Transfer of property from one office to another shall be noticed to the
Auditor/Treasurer’s office for inventory purposes using the Inventory Transfer
Record form.

Suspended and Debarred Parties

A.

For all Federal Funded awards, it is required that the county verifies that the party is
not Suspended or Debarred from completing work related to Federal Funds. This
can be searched using the following website: https://sam.gov/content/entity-
information. In the Search dropdown select “Exclusions” and then to the right type
in the name you are searching. Printing the results page will fulfill the
documentation requirement.

Approved this of , 2022

Commission Chairman



Proposal and Interview Review
66" Street NE and 194 Interchange
9/22/2022

Firm:

Proposal Score:
1 2 3 4 5 6 7 8 9

Recent, current, and projected workloads of firm’s staff:
1 2 3 4 5 6 7 8 9

Staff experience and technical capabilities:
1 2 3 4 5 6 7 8 9

Related experience and performance on similar projects:
1 2 3 4 5 6 7 8 9

Willingness to meet time and budgetary requirements:
1 2 3 4 5 6 7 8 9

Total Score from Proposal and Interview:




Proposing firm is interested in the following areas:

Hydrologic Analysis and Design

Registered Ground Survey and Control Work
Traffic Operations Report

Wetland Delineation Report

Pavement Design

Geotechnical Evaluation

Cultural Review and Reports

Noise Analysis

Interchange Justification Report

All

Proposing firm is qualified to do work in the following areas:

Hydrologic Analysis and Design

Registered Ground Survey and Control Work
Traffic Operations Report

Wetland Delineation Report

Pavement Design

Geotechnical Evaluation

Cultural Review and Reports

Noise Analysis

Interchange Justification Report

All



SUBRECIPIENT MONITORING CHECKLIST

A subrecipient is a non-Federal entity that receives a subaward from a pass-through entity to carry out part of a
Federal award. As the prime recipient the pass-through entity is ultimately responsible for the subrecipient's
performance and compliance with federal and state regulations and requirements. As a consequence, the pass-
through entity must monitor the activities of the subrecipient.

Name of Subrecipient(s)

SUBRECIPIENT INFORMATION: YES NO N/A
Is there a written Subaward document with the agency?
Date of Award:
Does the Subaward document describe the type of work or product that will be
performed or delivered by the subrecipient?
If no, explain:
Does the Subaward document specify a deadline for each major service or product
identified in the subaward?
If no, explain
Does the Subaward document contain a detail budget to compare budgeted costs
with actual costs?
If no, explain:
SUBRECIPEINT MONITORING (Post Review Activities) YES NO N/A
Do monitoring reports document areas monitored, conclusions reached, and
necessary corrective action(s)?
Is sufficient time given to subrecipients to ond to recommendations?
Are monitoring results communicatedonat basis to subrecipients?
Do results include expected corrective actions and dates for resolution?
SUBRECIPEINT MONITORING (Financial Management System) YES NO N/A
What type of financial management system does the subrecipient utilize?
How are Federal funds identified and tracked in the accounting system?
Are sources of non-Federal funds identified and tracked separately in the accounting
system?
Does the subrecipient use a Chart of Accounts and Accounting Manual?
Does the accounting manual describe the criteria for an obligation?
Are accounting records supported by source documentation?
Does the system provide for prompt and timely recording and reporting of all
financial transactions?
SUBRECIPIENT MONITORING (Policy and Procedures): YES NO N/A
Does the subrecipient have written policy and procedures to adequately administer
Federal grant programs (Travel, Procurement, etc.)?

Does the subrecipient have a written conflict of interest policy for their employees?
Are there sufficient internal controls in place to protect against waste, fraud, and
abuse of Federal funds (segregation of duties, etc.)?

Does the organization use the same policy and procedures for accounting and
expendi Federal funds as it does for other funds?



What procedures does the subrecipient use to identify and account for federal property purchased with grant
funds?

Does the subrecipient have adequate safeguards for preventing loss, damage, or

theft of property held (inventry control, etc.)?

SUBRECIPIENT MONITORING (Cash Management): YES NO N/A
Is the cash receipts function performed by someone other than the person who is

responsible for signing checks, reconciling bank accounts, or maintaining non-cash

accounting records (i.e. ledgers or journals)?

Are payment vouchers or supporting documents identified by grant number, date(s)

and expense classification?

Are all disbursements controlled by check registers?

Do supporting documents accompany checks when they are submitted for

signature?

Are supporting documents canceled to prevent reuse?

Are invoices or vouchers approved in advance by authorized officials?

Are the requests for reimbursment from the pass-through entity based on

supporting documentation from the accounting system?

What is the process for paying project invoices?

How is the amount of award funds to draw down determined?

SUBRECIPIENT MONITORING (Record Retention & Access) YES NO N/A
At a minimum, are the subrecipient's record retention practices in compliance with

the federal requirements?

Do the entity's policies meet or exceed the Federal retention requirements?

Has the subrecipient retained all records related to pending litigations, claims

negotiations, audits or other actions involving records beyond the regular record

retention requirements?

SUBRECIPIENT MONITORING (Audit Requirements) YES NO N/A
Is the subrecipient required to obtain an audit under Subpart F for its most recently

completed fiscal year?

If yes, did the subrecipient submit the required audit report?

Did the audit report contain any findings or questioned costs?

If yes, has the subrecipient assigned someone the responsibility for resolving the

findings or questioned costs?

Did the subrecipient submit a timely response to the audit, including a plan for

correcting any conditions reported in sustained findings?

SUBRECIPIENT MONITORING (Miscellaneous): YES NO N/A

If program income will be generated by the subrecipient, have provisions been
made to ensure that it is used in accordance with federal agency rules?

Was technical assistance/training provided to the subrecipients during the project
period?

Are financial and progress reports submitted timely by the subrecipient?

How is the amount to be charged to the award for an employee's salary and fringe benefit cost, including those
employees whose hours may be allocated to more than one cost center, determined?



If the subrecipient expended over $750,000 in funds within a year have they had a
Federal Single Audit completed.

SUBRECIPIENT MONITORING (continued)

COMMENTS:







County of Burleigh

Capital Asset Policy

Assets that have a useful life of more than one fiscal year are considered capital assets. The
term capital assets will be identified through the capital improvements planning process. The
objectives of capital asset planning are to enhance the accuracy and reliability of Burleigh
County’s financial statements, amortize the cost of long-term assets over their useful lives and
allow a systematic replacement of capital investments. Capital asset accounting is required
under compliance with GASB Statement 34. Application of this capital asset policy must adhere
to GASB, North Dakota Century Code, and the policies of the County of Burleigh.

Capital Asset Process: The capital improvements planning process will provide the necessary
information to identify long-term capital assets.

Designation as a Capital Asset: The acquisition of an independent asset with an estimated
useful life of not less than one fiscal year and an estimated capitalized value of $5,000.00 or
greater will be designated through the capital improvements process and capitalized as a
capital asset. Capitalized value will include interest, administrative, professional and or
engineering costs, transportation charges, and site preparation. Donated items will be valued
at their estimated fair market value at the time of acquisition. Historical items already under
the ownership of the County will be valued at a historical value.

Asset Classification and Estimated Useful Lives:

CLASSIFICATION ESTIMATED USEFULL LIFE
Land Indefinite
Land Improvements © 15 -40 years
Buildings 40 years
Building Improvements 15— 20 years
Machinery & Equipment 3 -15years
Infrastructure 40 — 50 years
Vehicles 3-10years

Office Equipment & Furniture 3 - 10 years

Land and land improvements will be recorded at actual or estimated historical cost in the case
of purchased land and recorded at fair market value on the date donated to Burleigh County.
Land will not be subject to annual depreciation expense. Annual review of additions and
deletions may warrant changes in estimated useful life.

Asset Acquisition:

Asset acquisitions will be capitalized at cost and effective on the first day of the month that
they are put into use.



Asset Disposition:

The disposition of capital assets will be determined by the department head responsible for
assigned assets. Asset dispositions must be reported to the Auditor/Treasurer with the
explanation for disposition: obsolescence, trade, sale, destruction, or theft. In the event an
asset is disposed of prior to fulfilling the term of its estimated useful life, a loss on disposal will
be calculated. Gain or loss on the disposal is calculated as follows:

Cost —accumulated depreciation = Net Value
Net Value — reimbursement received (if any) = Loss or Gain on Disposal

Dispositions resulting from insured perils will reflect subsequent reimbursements in the
disposal transaction. Asset disposals are effective on the date the asset is removed from
service. Assets may be transferred from one department to another without disposition as long
as both departments agree.

Implementation of Capital Assets Program:

The capital asset program, in compliance with the recommendation of the ND State Auditor’s
and GASB Statement 34, was implemented in 2002 and reflected in financial statements for the
fiscal year ended 12/31/2002. Asset inventory records will be created by the Auditor’s office.
Actual acquisition costs will be used when available, assessed or consistently applied values will
be used as necessary. Accumulated depreciation will be factored life-to-date of the asset
beginning with the month after the asset is put into service as calculated by our financial
software.

Specific Topics of Capital Assets Program:

Demolition Costs: Demolition costs of an existing asset are not incorporated into the
capitalized cost of the new asset.

Donated Assets: Donation of tangible assets will be valued at their estimated fair market value
at the time of acquisition plus any eligible costs incurred. In-kind donations cannot be
capitalized or depreciated.

Improvements and Replacements: Improvement is the substitution of a better asset.
Replacement is substitution of a similar asset. The capitalization of a cost incurred is
determined when the improvement or replacement increases the future service level as
opposed to merely maintaining the existing level of service (estimated useful life).



Employee Name:

Position:

I'have received a corporate credit card to be used in connection with my employment with
Burleigh County.

L
IL.
II1L.

Iv.

V.

VL

VIL

VIII.

[ understand that I bear ultimate responsibility for the credit card.

I understand that I will not use the corporate credit card for cash withdrawals.

[ understand that I will not use the corporate credit card for personal expenses and
will use it only for official business on behalf of Burleigh County.

Iunderstand that if the corporate credit card is lost or stolen, I will report it
immediately to the credit card company and the Burleigh County Auditor’s Office.
I understand that the credit card is the property of Burleigh County. IfI resign from
Burleigh County, or at any time upon request of Burleigh County, I will return the
card with a final reconciliation of all expenditures prior to departure or upon return of
the card.

I understand that any misuse or noncompliance with the credit card procedures may
result in :

1) Termination of all credit card privileges.

2) Disciplinary actions, up to and including termination.

3) Repayment of all transactions resulting in personal or other improper use of the
credit card may be deducted from my payroll check.

4) The Burleigh County Auditor/Treasurer has the authority to revoke my credit card
at any time.

I understand that if Burleigh County does not make payroll deductions as set forth in
this policy, I am still responsible for payment of any sums due and owing to Burleigh
County based upon my misuse of the credit card issued to me or my violation of the
Burleigh County policy. Nothing in this Employee Agreement waives Burleigh
County’s right to collect such sums from me.

I understand that this Employee Agreement does not create any contract for
employment of any employee benefit. Employment at Burleigh County is at-will.
Thus, either Burleigh County or [ may terminate the employment relationship at any
time without notice or cause.

I authorize Burleigh County to maintain a copy of the Burleigh County Credit Card
Employee Agreement in my personnel file.

PLEASE READ CAREFULLY - Execution of this form evidences your consent to
deductions from your wages or other payments to you.

Signature of Cardholder Date



Burleigh County employees may be eligible for a credit card at the discretion of the County
Auditor and must complete the Credit Card Employee Agreement. Eligibility requirements to
become a credit card holder are as follows, but not limited too, frequent travel, purchasing
supplies for use by the County, or other low-dollar, high-volume purchases of goods and services
that are repetitive in nature.

Each cards limit will be set on a case-by-case basis. Increases to the maximum may be made
also on a case-by-case basis and must go through the approval of the Department Head and
County Auditor.

The credit card is only to be used for official business on behalf of Burleigh County. The credit
card may not be used to obtain cash advances, bank checks, traveler’s checks or electronic cash
transfers for either business or personal expenses. If the card is used for an employee’s personal
expenses, the County reserves the right to recover these monies from the employee. Employees
who become cardholders will be required to sign a declaration authorizing the County to recover,
from their salary, any amount incorrectly claimed as a business expenses or not reconciled within
30 days. Any misuse of the credit card may result in cancellation of the card, withdrawal of
corporate credit card privileges, and disciplinary action up to and including termination.

All credit card expenditures must include a receipt showing proper description, quantity and
price. Invoices without proper documentation will not be accepted for payment and will be the
responsibility of the cardholder. All receipts along with proper documentation must be turned in
within billing cycles. Turn the credit card invoices into the department’s credit card coordinator
on a monthly basis. All invoices/receipts must be reconciled to the monthly statement and then
turned into the County Auditor’s office for payment. Continued or repeated non-conformance to
this policy may result in cancellation of the card, payroll deduction for un-reconciled amounts,
and such other actions as appropriate, up to and including termination of employment.

Lost or stolen cards must be reported immediately to the County Auditors Office.



BURLEIGH COUNTY

CREDIT CARD
MANUAL
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V.

PURPOSE: The purpose of using the credit card program is to purchase low-
dollar, high-volume goods and services that are repetitive in nature. Any
transactions made with the credit card are the liability of the County of Burleigh.
Credit cards should be treated with the same level of care that you would your
own personal credit card. Cardholder’s are responsible for the use of their cards.
Each department should designate a person to be the department’s purchasing
card coordinator.

CARDHOLDERS: Cards should only be issued to purchasing staff that routinely
make purchases of supplies and materials. Whenever possible the personnel with
the authorization to approve expenditure and the purchasing card coordinator
should not have access to the credit card. The only person authorized to use the
card is the person whose name appears on the card. The card number should
never be placed on file at any place of business and should be secured at all times.

OBTAINING A COUNTY CREDIT CARD:

1) Contact the Auditor/Treasurer’s office for applications

2) Complete and sign application for approval from Auditor/Treasurer

3) Sign a written acknowledgement of employee/cardholder responsibilities

4) Sign a blanket authorization for sales tax and unapproved expenditures to be
deducted from the cardholder’s paycheck.

5) Attend a training/regulation session

GUIDELINES FOR CREDIT CARDS: Credit cards are authorized for
purchasing county transactions and credit limits will vary (for guidelines on how
limits are set contact Auditor/Treasurer). Any increase in credit limits needs
approval of the Auditor/Treasurer and any increase in the transaction limit needs
approval of the department head.

A. Gasoline/Fuel for Burleigh County vehicles, lodging, airline tickets and
meals (if the employee is staying overnight and elects to charge meals
rather than seek the per diem) will be acceptable charges. If cardholder
elects to charge the meals then the cardholder will be responsible for the
difference between the meals charged and the maximum per diem
allowed. Overages will be handled through payroll deductions.

B. Other purchases that are STRICTLY forbidden:
1) Cash Advances (ATM or other)
2) Alcoholic Beverages
3) Flowers/Gifts
4) Ammunition/Weapons
5) Gasoline/Fuel for personal vehicles
6) Entertainment/hospitality
7) Sheriff uniforms or street clothes (IRS regulation that this is taxable income
and will be paid thru payroll)



8) Meals purchased for single day travel (if no overnight stay) (irs
regulation that this is taxable income and will be paid thru payrol])
9) This list is not all inclusive

V. PURCHASING PROCEDURE:
A) Cardholder Responsibilities

1) Responsible for notifying vendor of tax exemption. Each
cardholder will receive a tax exemption form to carry along with
them for proof. Any ND tax that is charged to the card will be
the sole responsibility of the cardholder. Exception: When the
county credit card is denied and the business expense is assumed
through personal means, then the actual receipt amount will be
reimbursed, as long as it does not exceed per diem rates.
2) All invoices must include proper description, quantity, and
price. Invoices without proper documentation will not be accepted
for payment and will be the responsibility of the cardholder.
3) Responsible for Returns, Credits & Disputed Items. See
Section VI, page 3.
4) If the goods are shipped, inform the vendor to ship the invoice
with the purchase. Upon receipt of item(s), compare order to
invoice to ensure accurate billing and delivery.
5) If the goods are picked up, obtain itemized invoice indicating
description, quantity, and price.
6) Do not give your credit card to anyone else to use. See Section
VII, page 3
7) Do not leave your card number or any writing with the credit
card number in any location that is accessible to others.
8) Use only secure web sites when purchasing items over the
internet.
9) ALL RECEIPTS AND PROPER DOCUMENTATION MUST
BE TURNED INTO YOUR DEPARTMENT CREDIT CARD
COORDINATOR WITHIN BILLING CYCLES, WHICH WILL
BE DETERMINED BY AUDITOR/TREASURER OFFICE.
10) Maintain record of the purchases on the purchasing card
record that is located on the outside of the purchase card envelope
and secure the invoice(s) inside.

B) Card Coordinator Responsibilities
1) Write the account numbers on the purchase card envelope.
2) Reconcile invoices and purchase card records to the monthly
credit card statement.
3) Responsible for getting the Department Head to authorize
expenditures by signing the purchase card envelope.
4) Responsible for tracking per diem for overages charged on the
Credit Card and attaching travel voucher with expenditures for
deduction from payroll.



5) Sending the purchase card envelope with original invoices to
the Auditor/Treasurer’s office by dates that are set up by the
Auditor/Treasurer’s office.

VL The cardholder is
responsible to follow up on any returns, credits, or items in dispute. If
there is a dispute, the cardholder should try to research and resolve the
conflict directly with the supplier. A majority of the problems will be
resolved at this level. Maintain all returns, credits, and disputed items in a
file. Following are procedures to handle returns, credits, and disputed
items:

A) RETURNS: Any item returned to the vendor must be returned
for credit on the credit card. Cardholder must ask for a credit
receipt. DO NOT ACCEPT CASH, CHECK, OR CREDIT ON
AN IN-HOUSE ACCOUNT for any items that were purchased
with the credit card.

B) CREDITS: Record the credit on the purchase card envelope and
make reference to the invoice that pertains to the credit. Use the
same account number for the credit that was assigned to the
original invoice.

C) DISPUTED ITEMS: If the cardholder cannot resolve the problem
directly with the vendor, contact the department head and fill out a
disputed credit card transaction report. Immediately send the
original disputed credit card transaction report to the
Auditor/Treasurers office to prevent payment on disputed items.
Record the disputed item on the purchase card envelope and attach
a copy of the disputed invoice to the purchase card envelope.

VIIL Cardholders should treat the credit card
with the same level of care as they would their own personal credit card.

A) Do not give your credit card to anyone else to use. The only
one authorized to use the credit card is the cardholder whose
name appears on the credit card. The cardholder is responsible
for any transactions resulting from the use of the credit card.

B) Do not leave your card number or any writing with the credit
card number in any location that is accessible to others.

C) Use only secure web sites when purchasing items over the
internet.

VIIL. Report any lost or stolen credit
cards immediately to the credit card company for cancellation and then
contact your supervisor. If it is the weekend there will be a main contact



IX

office to call for getting your card information and the phone number to
call to cancel. Notify the Auditor/Treasurer’s office as soon as possible
after the incident.

FAILURE TO COMPY WITH PROCEDURES: Any misuse or
noncompliance with the procedures may result in the following:
A) Termination of all credit card privileges.
B) Disciplinary actions, up to and including employee termination.
C) Repayment of all transactions resulting in personal or other
improper use of the credit card will be deducted from the
cardholder’s payroll check.
D) The Auditor/Treasurer has the authority to revoke a credit card at
any time.

TERMINATION OF EMPLOYMENT OR TRANSFER TO OTHER
DIVISION: Upon an employee’s termination or transfer to another
department, the terminating or transferring cardholder must return the
credit card to his/her supervisor. The supervisor should cut the credit card
in half and return the card to the Auditor/Treasurers office. Do not assign
the card to any other personnel for use.

The Auditor/Treasurer’s office will conduct random audits of the Credit
Cards throughout all Burleigh County entities that have been issued a
Credit Card.






CHAPTER 14
FRAUD
Section 1: Fraud Policy
BACKGROUND

This Burleigh County fraud policy is established to facilitate the development of controls
which will aid in the detection and prevention of fraud against the County of Burleigh. It
is the intent of the County of Burleigh to promote consistent organizational behavior by
providing guidelines and assigning responsibility for the development of controls and
conduct of investigations.

SCOPE OF POLICY

This policy applies to any fraud, or suspected fraud, involving employees as well as
consultants, vendors, contractors, outside agencies doing business with employees of
such agencies, and/or any other parties with a business relationship with The County of
Burleigh (also called the County). Any investigative activity required will be conducted
without regard to the suspected wrongdoer’s length of service, position/title, or
relationship to the County.

POLICY

Management is responsible for the detection and prevention of fraud, misappropriations,
and other inappropriate conduct. Fraud is defined as the intentional, false representation
or concealment of a material fact for the purpose of inducing another to act upon it to his
or her injury. Each county department head will be familiar with the types of
improprieties that might occur within his or her area of responsibility, and be alert for any
indication of irregularity. Any fraud that is detected or suspected must be reported
immediately to the Burleigh County States Attorney, who coordinates all investigations
with the Burleigh County Sheriff and other affected areas, both internal and external.

ACTIONS CONSTITUTING FRAUD

The terms misappropriation, and other fiscal wrongdoings refer to, but are not limited to:

e Dishonest or fraudulent acts relating to or affecting County operations

e Forgery or alteration of any document or account belonging to the County

e Forgery or alteration of a check, bank draft, or any other financial document
relating to County business

e Misappropriation of funds, securities, supplies, or other assets owned, leased, or
related to County business

e Improperly handling or reporting of money or financial transactions involving
County business

e Disclosing confidential and proprietary information to outside parties

Approved by the Board of Commissioners 3/2/09 RLG
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* Accepting or seeking anything of value from contractors, vendors, or persons
providing services/materials to the County. Exception: Gifts less than $50 in
value

e Destruction, removal or inappropriate use of records, furniture, fixtures, and
equipment

* Other acts that may have a negative impact on the County

OTHER INAPPROPRIATE CONDUCT

Suspected improprieties concerning an employee’s moral, ethical, or behavioral conduct,
should by resolved by the County department head. If there is any question as to whether
an action constitutes fraud, contact the Burleigh County States Attorney for guidance.

REVIEW REPONSIBILITIES

Department Heads or their designees have the responsibility to review suspected
fraudulent acts as defined in this policy. A Department Head or designee shall consult
with the Human Resources Department to determine if further investigation is needed.

The Sheriff’s Department’s purpose is to conduct criminal investigations and in the event
the Sheriff’s Department becomes involved in suspected fraudulent acts involving
Burleigh County employees or officials, the primary focus will be on the criminal aspects
of the allegation. The Sheriff’s Department may solicit the assistance of other entities if a
conflict of interest or potential conflict of interest exists or if special expertise is needed
to assist in the investigation.

The results and findings of the investigations will be provided to the Burleigh County
State’s Attorney for review. The State’s Attomey will issue reports to appropriate
personnel and/or the Burleigh County Commission. Decisions to prosecute or refer the
results/findings to other entities for review will be made by the State’s Attorney or other
designated legal counsel.

CONFIDENTIALITY

The County treats all information received confidentially to the extent possible within the
constraints of the law. Any employee who suspects dishonest or fraudulent activity will
notify the department head immediately, or in certain situations, the County
Commissioner who holds the department’s portfolio and should not attempt to personally
conduct investigations or interviews/interrogations related to any suspected fraudulent act
(see REPORTING PROCEDURE section below). Investigation results will not be
disclosed or discussed with anyone other than those who have a legitimate need to know.
This is important in order to avoid damaging the reputations of persons suspected but
subsequently found innocent of wrongful conduct and to protect the County from
potential civil liability.

AUTHORIZATION FOR INVESTIGATING SUSPECTED FRAUD
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The Burleigh County Sheriff's Department and State’s Attorney’s office will have :
® Free and unrestricted access to all County records and premises, whether owned
or rented; AND
® The authority to examine, copy, and/or remove all or any portion of the contents
of files, desks, cabinets, and other storage facilities on the premises without prior
knowledge or consent of any individual who may use or have custody of any such
items or facilities when it is within the scope of their investigation.

REPORTING PROCEDURES

Precautions must be taken in the investigation of suspected improprieties or wrongdoings
50 as to avoid mistaken accusations or alerting suspected individuals that an investigation
is under way. An employee who discovers or suspects fraudulent activity will contact the
department head immediately. All inquiries conceming the activity under investigation
should be directed to the States Attorney.

The reporting individual should be informed of the following:
e Do not contact the suspected individual.
¢ Do not discuss the case, facts, suspicions, or allegations with anyone unless
specifically asked to do so by the State’s Attorney or Sheriff’s Department.

TERMINATION

If an investigation results in a recommendation to terminate an individual, the
recommendation will be reviewed for approval by the designated representatives from
Burleigh County’s Human Resources Department and the Burleigh County State’s
Attorney, and, if necessary, by outside counsel, before any such action is taken.

Approved by the Board of Commissioners 3/2/09 RLG
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Burleigh County Bill Payment Policy

I Governing Authority

The Burleigh County Bill Payment Policy shall be operated in conformance with federal,
state, and other legal requirements, including NDCC 11-06-07 and Generally Accepted
Accounting Principles.

il Scope

This policy applies to the payment of all vouchers, bills, invoices, charges, debts, warrants,
encumbrances, and specifically excludes obligations of the Burleigh County Weed Board,
Burleigh County Water Management Board, and apportionment payments, which may be
covered by a separate policy.

1. General Objectives

The primary objective of this policy is the accurate and timely payment of obligations of the
County of Burleigh.

V. Standard of Care

The standard of prudence to be used by the Accounts Payable staff shall be the “prudent
person” standard and shall be applied in the context of auditing bills submitted by the
various departments and functions of Burieigh County.

V. Policy Considerations

All vouchers for payment shall be submitted no later than noon on the Wednesday prior to
the Commission meeting (see Attachment #1). All vouchers submitted shall be approved by
signature of the official or officials in charge of the office or undertaking before being
allowed by the board of county commissioners.

Pursuant to NDCC 11-11-14(4) the Burleigh County Commission shall review and formally
approve payment of all bills at the semi-monthly meetings. A County commissioner will be
assigned to review the vouchers, for recommendation to the full Commission for approval
pursuant to NDCC 11-25-01 (see Attachment #2).



VL. Exceptions

1. County Payroll,

2. Obligations arising out of contractual and/or lease agreements previously approved by
the Burleigh County Board of Commissioners,

3. The Burleigh County Commission on August 1, 2005 and annually at its first meeting of
each year thereafter, shall by resolution authorize the County auditor/Treasurer to
make payment upon demand all invoices and claims for utility services, gas, fuel and oil,

4. Witness fees,

5. Other obligations expressly exempted by this policy as per attachment #3 to this policy.

VII. Amendments

This policy will be reviewed on an annual basis. Any changes must be approved by the
County Auditor/Treasurer and the Board of County Commissioners.

VIII.  List of Attachments

1. Bill payment schedule,

2. Commission review schedule,

3. List of type of obligations exempt from policy.



ATTACHMENT #3 — LIST OF EXEMPT OBLIGATIONS

(1 [ g ORISR

Public Administrator retainer

All obligations associated with Special Assessment Districts
Witness Fees

Contract Obligations

Equipment/Property Leases

Rental Agreements






333Bur eigh County
Fund Balance Policy in Accordance with GASB Statement No. 54

Purpose: The following policy has been adopted by the Board of Burleigh County Commission
in order to address the implications of Governmental Accounting Standards Board ("GASB")
Statement No. 54, Fund Balance Reporting and Governmental Fund Definitions. The policy is
created in consideration of unanticipated events that could adversely affect the financial
condition of the County and jeopardize the continuation of necessary public services. This policy
will ensure that Burleigh County maintains adequate fund balances and reserves in order to:

a. Provide sufficient cash flow for daily financial needs,

b. Secure and maintain investment grade bond ratings,

c. Offset significant economic downturns or revenue shortfalls, and
d. Provide funds for unforeseen expenditures related to emergencies.

This policy and the procedures promulgated under it supersede all previous regulations
regarding the County’s fund balance and reserve policies.

Fund type definitions: The following definitions will be used in reporting activity in
governmental funds across the County. The County may or may not report all fund types in any
given reporting period, based on actual circumstances and activity.

The general fundis used to account for all financial resources not accounted for and reported
in another fund.

Special revenue funds are used to account and report the proceeds of specific revenue
sources that are restricted or committed to expenditure for specific purposes other than debt
service or capital projects.

Debt service funds are used to account for all financial resources restricted, committed or
assigned to expenditure for principal and interest.

Capital projects funds are used to account for all financial resources restricted, committed or
assigned to expenditure for the acquisition or construction of capital assets.

Permanent funds are used to account for resources restricted to the extent that only
earnings, and not principal, may be used for purposes that support the County’s purposes.

FUND BALANCE REPORTING IN GOVERNMENTAL FUNDS:

Classification:Fund balance classification shall be recorded in accordance with governmental
accounting standards as promulgated by the Governmental Accounting Standards Board.

Spending: The order of spending and availability of the fund balance shall be to reduce funds
from the listed areas in the following order: restricted, committed, assigned, and unassigned.
Negative amounts shall not be reported for restricted, committed, or assigned funds.

Definition Fund Balance: shail mean the gross difference between governmental fund assets
and liabilities reflected on the balance sheet. Governmental fund assets are those of the
General Fund, Special Revenue Funds, Debt Service Funds, and Capital Project Funds.



General Fund.: The fund balance of the general fund, one of the governmental fund types, is of
primary significance because the general fund is the primary fund, which finances most
functions in the County. The fund balance of the general fund shall mean the gross difference
between general fund assets and liabilities reflected on the balance sheet.

Fund balance will be reported in governmental funds under the following categories
using the definitions provided by GASB Statement No. 54:

1.
es for which fund balance shall not be available
lude:
Inventories;
2.
Tax levy funds;
° — restricted state and federal
3.
commitment.
Examples inciude:



5. shall include amounts avail

expenditures.

all be the difference between the total fund balance and the

Minimum Fund Balance - The County will maintain a minimum unassigned fund balance

in its General Fund ranging from [15] percent to [25] percent of the subsequent year's
budgeted expenditures and outgoing transfers. This minimum fund balance is to protect
against cash flow shortfalls related to timing of projected revenue receipts and to maintain a
budget stabilization commitment.

Replenishing deficiencies — when fund balance falls below the minimum [25] percent
range, the County will replenish shortages/deficiencies using the budget strategies and
time frames described below.

The following budgetary strategies shall be utilized by the County to replenish funding
deficiencies:

0 The County will reduce recurring expenditures to eliminate any structural deficit or,
0 The County will increase revenues or pursue other funding sources, or,

0 Some combination of the two options above.

Minimum fund balance deficiencies shall be replenished within the following time periods

0 Deficiency resulting in @ minimum fund balance between [15] percent and [25]
percent shall be replenished over a period not to exceed one year.

1 Deficiency resulting in @ minimum fund balance between [10] percent and [15]
percent shall be replenished over a period not to exceed three years

0 Deficiency resulting in @ minimum fund balance of less than [10] percent shall be
replenished over a period not to exceed five years
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BURLEIGH COUNTY
Notes to the Financial Statements - Continued

G. Compensated Absences

Vested or accumulated vacation leave is reported in the government-wide statement of net
position. Compensation for unused vacation leave will be granted to all full-time employees
upon termination of employment with the county. The employees may carry forward unused
leave not to exceed 240 hours.

Compensation for unused sick leave will be granted to all full time employees upon
termination of employment of 5 or more years. Employees may carry forward unlimited
unused sick leave. The severance payment will be based on 25% of accumulated sick leave
for employees hired prior to January 1, 1991 and 10% of accumulated sick leave for those
hired on or after January 1, 1991.

H. Long-Term Obligations

In the government-wide financial statements, long-term debt and other long-term obligations
are reported as liabilities in the governmental activities statement of net position. Bond
premiums, discounts and issuance costs are recognized in the current period since the
amounts are not material.

in the fund financial statements, governmental fund types recognize bond premiums,
discounts and issuance costs in the current period. The face amount of the debt is reported
as other financing sources. Premiums received on debt issuances are reported as cther
financing sources while discounts on debt issuances are reported as other financing uses.
Issuance costs are reported as debt service expenditures.

I. Fund Balances/Net Position

Fund Balance Spending Policy.

It is the policy of Burleigh County to spend restricted resources first, followed by unrestricted
resources. [t is also the policy of the Board to spend unrestricted resources of funds in the
following order: committed, assigned and then unassigned.

Minimum Fund Balance Policy:

Minimum Fund Balance - The County will maintain a minimum unassigned fund balance in
its General Fund ranging from [15] percent to [25] percent of the subsequent year’s
budgeted expenditures and outgoing transfers. This minimum fund balance is to protect
against cash flow shortfalls related to timing of projected revenue receipts and to maintain a
budget stabilization commitment.

Replenishing deficiencies — when fund balance falls below the minimum [25] percent
range, the County will replenish shortages/deficiencies using the budget strategies and time
frames described below.

The following budgetary strategies shall be utilized by the County to replenish funding
deficiencies:

- The County will reduce recurring expenditures to eliminate any structural deficit or,

- The County will increase revenues or pursue other funding sources, or,

- Some combination of the two options above.

Minimum fund balance deficiencies shall be replenished within the following time periods:

- Deficiency resulting in a minimum fund balance between [15] percent and [25] percent
shall be replenished over a period not to exceed one year;

- Deficiency resulting in a minimum fund balance between [10] percent and [15] percent
shall be replenished over a period not to exceed three years;

- Deficiency resulting in a minimum fund balance of less than [10] percent shall be
replenished over a period not to exceed five years;
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21-06-07. Political subdivisions may invest funds.

1. Counties, cities, school districts, park districts, and townships in this state may invest
maneys in their general fund, or balances in any special or temporary fund, in:

a. Bonds, treasury bills and notes, or other securities that are a direct obligation of,
or an obligation insured or guaranteed by, the treasury of the United States, or its
agencies, instrumentalities, or organizations created by an act of Congress.

b. Securities sold under agreements to repurchase written by a financial institution
in which the underlying securities for the agreement to repurchase are of a type
listed above.

c. Certificates of deposit fully insured by the federal deposit insurance corporation
or by the state.

d. Certificates of deposit, savings deposits, or other deposits fully insured or
guaranteed by the federal depaosit insurance corporation and placed for the
benefit of the public depositor by a public depository through an appropriate
deposit placement service as determined by the commissioner of financial
institutions.

e. State and local securities:

1) Any security that is a general obligation of any state or local government with
taxing powers and is rated in the highest three categories by a nationally
recognized rating agency.

2) An obligation of the state housing finance agency that is rated in the highest
two categories by a nationally recognized rating agency.

3) Any security that is a general obligation of a school district and is rated in the
highest two categories by a nationally recognized rating agency.

4) Obiligations of this state and general obligations of its political subdivisions.

f. Commercial paper issued by a United States corporation rated in the highest
quality category by at least two nationally recognized rating agencies and
matures in two hundred seventy days or less.

2. Bonds, treasury bills and notes, or other securities so purchased must be taken into
consideration in making levies for the ensuing year, and when funds are needed for
current expenses, the governing board and authorities of such municipalities may
convert those obligations into cash.

21-04-03. Funds of public corporations to be deposited in designated depository.

Public funds belonging to or in the custody of any public corporation must be deposited in
the Bank of North Dakota or in financial institutions which have been duly designated as
depositories in the manner prescribed in this chapter.

21-04-04. Money deposited promptly - Withdrawal - Penalty.

The treasurer of a public corporation and every other person legally charged with the
custody of public funds, which, according to the provisions of this chapter, must be deposited in
the Bank of North Dakota or in a depository duly designated as provided in this chapter,
promptly upon receipt of such funds, shall deposit the same in such depository. All such public
funds must be deposited in the name of the state, state institution, or public corporation to which
the same belong. Checks or drafts on funds deposited as herein provided must be drawn by the
legal custodian thereof in the legal custodian's official capacity only, and no checks or drafts on
such deposits may be paid or honored by such depository unless so drawn.

21-04-05. Financial institution - Designation as depository.
Any financial institution duly incorporated in this state under and pursuant to the laws
governing the incorporation of financial institutions, and any financial institution situated and



doing business within this state, and the Bank of North Dakota, may be designated a depository
of public funds by the proper board as herein defined. The board may select two or more
financial institutions in the same county as depositories, but if more than one financial institution
is designated, the board shall deal with the financial institutions selected and designated
impartially, both as to the deposit of funds and the withdrawal of funds and the requirement as
to bonds. The board shall take into consideration, in selecting and designating the depository or
depositories, the condition of each financial institution and the capital, surplus, and general
credit thereof.

21-04-06. Designating public depositories where there is only one financial institution
or no financial institution.

In a county where only one financial institution is located or functioning, the board may
designate such financial institution as a depository, or it may designate another financial
institution or financial institutions, within the state, or the Bank of North Dakota, as depository in
the manner and upon the conditions provided in this chapter. In a county where no financial
institution is in existence or functioning, the board may designate the Bank of North Dakota, or
any financial institution, outside of such county and within the state, as depository in the manner
and upon the conditions provided in this chapter for the selection of depositories of public funds.
in case there is no financial institution within any city, township, or school district, the governing
board thereof, if it deems it more advantageous and for the best public interest and
convenience, may select as a depository a conveniently located financial institution in an
adjoining county, which thereupon shall qualify as a depository by giving such bond as is
required from a financial institution within said county. Said bond must be approved by such
governing board as to sufficiency and by the state's attorney of the county in which such city,
township, or school district is located as to form and must be deposited in the office of the
county auditor of such county.

21-04-07. Limitation on county deposit in financial institution.

In no case may the amount of county funds deposited by the board of county commissioners
in any one financial institution exceed the combined capital and surplus of such financial
institution. In a county where the deposits to be made by the board of county commissioners of
county funds exceed the combined capital and surplus of all the financial institutions in the
county, qualified as depositories, the board of county commissioners nevertheless may deposit
such county funds within the county upon the condition that such financial institutions furnish
sufficient bonds as required in this chapter.

21-04-08. Bond of depository - Approval or disapproval - Term.

Except as is otherwise provided in sections 21-04-16 and 21-04-17, and before any deposit
is made in any depository other than the Bank of North Dakota, by or in behalf of any public
corporation, such depository shall furnish a bond payable to the public corporation making such
deposit in an amount that at least equals the largest deposit that at any time may be in such
depository. Such bond must be approved as to form by the state's attorney and as to amount
and sufficiency by the board. If the board fails or refuses to approve any such bond, the same
may be presented to the judge of the district court, upon three days' notice to the clerk of the
public corporation to which such bond was submitted, and the judge shall proceed forthwith to
hear and determine the sufficiency of such bond and may approve or disapprove the same as
the facts warrant. If the judge approves such bond, the said financial institution must be
declared a depository of the funds of such public corporation. The sureties on all bonds required
by public corporations according to the provisions of this chapter shall justify as required by
chapter 32-02. In lieu of such personal bond, the governing board of the public corporation
involved may require the financial institution designated as a depository to file a surety bond for



a sum equal to the amount of funds such financial institution may receive according to the
provisions of this chapter. Such bond, when approved, must be deposited with the county
auditor. Such bond must be a continuing bond and must be binding until the proper board of the
public corporation shall require a new or different bond, but in no case involving the deposit of
funds of public corporations may such bond be continued without a renewal thereof for a longer
period than four years

21-04-09. Pledge of security in place of depository bond.

The board of any public corporation may accept from any financial institution, as security for
repayment of deposits, a pledge of securities in lieu of a personal or surety bond. When
securities are so pledged to the board of any public corporation, the board shall require security
in the amount of one hundred ten dollars for every one hundred dollars of public deposits.
Securities that are eligible for the pledge are bills, notes, or bonds issued by the United States
government, its agencies or instrumentalities, all bonds and notes guaranteed by the United
States government, irrevocable standby letters of credit issued by federal home loan banks of a
rating of AA or better by Moody's Investors Service, Inc. or Standard & Poor's Corporation,
federal land bank bonds, bonds, notes, warrants, certificates of indebtedness, insured
certificates of deposit, shares of investment companies registered under the Investment
Companies Act of 1940, letters of credit issued by the Bank of North Dakota, and all other forms
of securities issued by the state of North Dakota, its boards, agencies, or instrumentalities, or by
any county, city, township, school district, park district, or other political subdivision of the state
of North Dakota, whether payable from special revenues or supported by the full faith and credit
of the issuing body, and bonds issued by any other state of the United States or such other
securities approved by the banking board. The securities and securities sold under agreements
to repurchase as described in section 21-06-07 must be delivered to and held for safekeeping
by any financial institution, other than the depository, which the depository and the public
corporation may agree upon. Whenever any securities are so deposited for safekeeping with
any custodian, the custodian shall issue a receipt therefor jointly to the depository and the public
corporation.

Any financial institution pledging securities, at any time it deems it advisable or desirable,
and without the consent of the board of the public corporation, may substitute other eligible
securities for all or any part of the securities pledged. The securities substituted must, at the
time of the substitution, have a market value at least equal to the market value of the securities
released and delivered to the depository.

In the event of the substitution the holder or custodian of the pledged securities shall, on the
same day, forward by mail or electronic transmission to the public corporation and the
depository financial institution a receipt specifically describing and identifying both the securities
substituted and those released and returned to the depository financial institution.

A depository financial institution may fulfill the pledge of securities requirements of this
section by maintaining a security pledge schedule that establishes the following:

1. The names of all public bodies maintaining deposits with the financial institution.

2. The amount of each deposit maintained by each public body.

3. The amount of federal deposit insurance corporation insurance applied to each
account.

4. The net deposits exceeding federal deposit insurance corporation coverage for each
account.

5. The amount of net deposit exceeding federal deposit insurance corporation deposit
insurance multiplied by one hundred ten percent for each account.

6. The amount of securities needed to be pledged to fulfill the requirements of this
section.



7. The total number of qualified securities pledged by the financial institution under the
requirements of this section.

A financial institution is in compliance with this section as long as the security pledge
schedule discloses the total qualified securities pledged in excess of the total pledges needed
for a total amount of deposits maintained by all the public bodies with the financial institution as
verified by the custodian of the securities every three months and copies thereof are provided to
the custodian of the securities and to each of the public corporations maintaining deposits with
the financial institution.

No pledge of security or bond may be required for any funds deposited with a financial
institution directly or by a financial institution's participation as a member of a deposit placement
service to the extent that the deposits are insured or guaranteed by the federal deposit
insurance corporation or the national credit union administration as determined by the
commissioner of financial institutions or an insurance company that is qualified to offer excess
deposit insurance in this state and which has a rating of A- or better by A M. Best Company Inc.,
or the equivalent rating by another recognized rating organization as determined by the
insurance commissioner.

21-04-09.1. Letters of credit for public deposits - Security interest - Priority — Written
agreement.

Letters of credit issued by the Bank of North Dakota in connection with section 21-04-09
must be secured by collateral. A security interest is created and attaches when the Bank issues
a letter of credit in connection with section 21-04-09. Filing is not required for perfection of the
security interest created and it is entitled to priority as to all creditors. The board of directors of a
financial institution seeking a letter of credit from the Bank shall execute a written agreement
with the Bank, reflect approval of the agreement in the board of director's minutes and, as of the
date of execution of the agreement, keep a copy of the agreement as an official record.

21-04-10. Interest payable to financial institution - Sale of pledged securities on
default.

All interest which becomes due and is paid on securities pledged to secure public deposits
must be paid over to the depository financial institution until such time as it defaults in the
repayment of the funds of the public corporation deposited as provided herein. After thirty days
from such default, upon demand in writing made by the public corporation involved, the
custodian shall deliver the securities to the public corporation with which pledged, and such
securities may be sold as in the case of other pledges, and the proceeds thereof, or so much
thereof as may be necessary, must be applied to the repayment of the public deposit.

21-04-11. Record of securities - Reapproval semiannually.

The board of the public corporation, upon the acceptance of any securities as a pledge for
repayment of deposits, shall make a complete and detailed record of such acceptance and
approval and shall preserve the same with its other records. Such securities must be
reapproved by the board at least semiannually.

21-04-12. Termination of depository relationship.

Whenever any depository financial institution desires to terminate the liability for any
deposits of any public corporation for which such depository has given a bond or pledged assets
for the repayment, it shall notify the board of the public corporation affected of such desire.
Thereupon such public corporation immediately shall withdraw such funds from such depository
and upon withdrawal, immediately shall release and surrender to such depository financial
institution, the bonds or securities which are pledged for the repayment of such deposit.



21-04-13. Board meetings - Designating depositories.

The governing board of any public corporation, except the board of supervisors of any
township and the school board of any common schoot district, at its regular meeting in January
of each even-numbered year, shall assemble and examine all outstanding bonds and require
new bonds whenever necessary in order to comply with the provisions of this chapter. If no
regular meeting of the board in January is required by any other law, the board shall assemble
for said purpose not later than the third Tuesday in January. At such meeting, the board shall
designate depositories of public funds in accordance with the provisions of this chapter.

21-04-14. Proposals for deposit.

A proposal for deposit must be sealed and delivered to the clerk and must have attached to
it a statement showing the financial condition of the financial institution at that time and as
disclosed in the several statements of financial condition made during the last preceding twelve
months. The clerk shall lay the proposals before the board at the January meeting. Such
proposals must be opened by the clerk in the presence of the board and the board, thereupon,
shall proceed to designate a depository of public funds under its control.

21-04-15. Townships and public school districts - Selection of depositories at any
time.

The board of supervisars of any township and the school board of any public school district
may designate depositories at any meeting of such board and no notice to financial institutions
need be given and no formal proposals need be received.

21-04-16. When no bonds are required.

Whenever it appears that a bank designated by a public corporation as depository of its
funds has complied with the provisions of the act of Congress relating to the guaranty of
deposits in state and national banks, no bond may be required of said bank to secure the
deposits of any part of said public funds up to the amount the deposit is secured in said bank
under said federal act.

21-04-17. When bonds are required.

If at any time it appears that the benefit of the federal act guarantying deposits in financial
institutions has been withdrawn or is about to be withdrawn from the financial institution in which
any public funds are deposited, the board having control of or supervision over such public
funds immediately shall withdraw the full amount thereof from said financial institution, or
forthwith shall require the usual bond required to secure the deposits of such public funds, and it
is unlawful to continue any financial institution as a depository of public funds unless and until
said bonds have been furnished.

21-04-18. Interest or dividend rates.
Depositories of public funds in this state shall pay substantially the same rate of interest or
dividend thereon as such financial institutions pay upon individual deposits.

21-04-19. Itemized statements.

Each depository shall:
1. Furnish on the first day of each month to the public corporation, the state, or state
institution, to the credit of which the deposit is held, an itemized statement of the amount
in such deposit subject to check. Such statement must be verified whenever required by
the state treasurer as to funds of the state institutions or by the treasurer of any public
corporation as to funds of such corporation. All sums of interest accruing on funds so



deposited must be credited to said deposit on the first day of each month for the
preceding month.

2. On July first of each year, furnish to the business manager of each school district, and
to the county superintendent of schools of the county in which the school district is
located, a statement showing the amount of deposits to the credit of each school

district at the close of business on June thirtieth.

21-04-20. Report of the treasurer.
Repealed by S.L. 1967, ch. 193, § 1.

21-04-21, Public corporations with less than five hundred dollars.

This chapter does not apply to a public corporation unless the amount in the treasury of
such corporation equals or exceeds the sum of five hundred dollars. The board of a public
corporation having on hand less than five hundred dollars, and therefore not within the
provisions of this chapter, shall deposit all the funds of such public corporation nevertheless in
some financial institution selected by the board thereof under such conditions and restrictions as
seem adequate to such board to protect the public interest.

21-04-22. Funds deposited - Custodian exonerated.

To the extent that public funds are deposited as provided in this chapter, the legal custodian
thereof, and the sureties on the legal custodian's bond, are exempt from all liability by reason of
loss of any such funds from failure or other act of any such depository.

21-04-23. Penailty.
Any person violating any of the provisions of this chapter is guilty of a class A misdemeanor.

21-04-24. All public funds are governed by provisions of chapter.

Any board, commission, bureau, or individual having the legal custody of any public funds
that do not expressly or by name come within the provisions of the preceding sections of this
chapter, nevertheless must be governed by the provisions of this chapter. They shall deposit
such funds only in legal depositories and shall comply with the other provisions hereof as nearly
as may be. They are subject to the penalties herein provided.



BURLEIGH COUNTY
INVESTMENT POLICY

I. Governing Authority

Legality
The Burleigh County investment program shall be operated in conformance with federal, state, and other
legal requirements, including NDCC 21-06-07.

II. Scope

This policy applies to the investment of all funds. Proceeds from certain bond issues may be covered by a
separate policy.

1. Pooling of Funds

Except for cash in certain restricted and special funds, the County of Burleigh will consolidate cash
and reserve balances from all funds to maximize investment earnings and to increase efficiencies
with regard to investment pricing, safekeeping and administration. Investment income will be
allocated to the various funds based on their respective participation and in accordance with
generally accepted accounting principles.

III. General Objectives

The primary objectives, in priority order, of investment activities shall be safety, liquidity, and yield:

1. Safety

Safety of principal is the foremost objective of the investment program. Investments shall be
undertaken in a manner that seeks to ensure the preservation of capital in the overall portfolio. The
objective will be to mitigate credit risk and interest rate risk.

a. Credit Risk
The County of Burleigh will minimize credit risk, which is the risk of loss due to the failure of the
security issuer or backer, by:

¢ Limiting investments to the types of securities listed in Section VII of this Investment Policy

e Pre-qualifying the financial institutions, broker/dealers, intermediaries, and advisers with which
the County of Burleigh will do business in accordance with Section V

s Diversifying the investment portfolio so that the impact of potential losses from any one type of
security or from any one individual issuer will be minimized.

b. Interest Rate Risk
The County of Burleigh will minimize interest rate risk, which is the risk that the market value of
securities in the portfolio will fall due to changes in market interest rates, by:

e Structuring the investment portfolio so that securities mature to meet cash requirements for
ongoing operations, thereby avoiding the need to sell securities on the open market prior to
maturity

¢ Investing operating funds primarily in shorter-term securities or similar investment pools and
limiting the average maturity of the portfolio in accordance with this policy (see section VIII).

2. Liquidity



The investment portfolio shall remain sufficiently liquid to meet all operating requirements that may
be reasonably anticipated. This is accomplished by structuring the portfolio so that securities mature
concurrent with cash needs to meet anticipated demands (static liquidity). Furthermore, since all
possible cash demands cannot be anticipated, the portfolio should consist largely of securities with
active secondary or resale markets (dynamic liquidity). Alternatively, a portion of the portfolio may
be placed in local government investment pools which offer same-day liquidity for short-term funds.

3. Yield

The investment portfolio shall be designed with the objective of attaining a market rate of return
throughout budgetary and economic cycles, taking into account the investment risk constraints and
liquidity needs. Return on investment is of secondary importance compared to the safety and
liquidity objectives described above. The core investments are limited to relatively low risk
securities in anticipation of earning a fair return relative to the risk being assumed. Securities shall
generally be held until maturity with the following exceptions:

e A security swap would improve the quality, yield, or target duration in the portfolio.

¢ Liquidity needs of the portfolio require that the security be sold.

4. Local Considerations

The County of Burleigh seeks to promote local economic development through various programs
and activities. Where possible, funds may be invested for the betterment of the local economy. The
County of Burleigh may accept a proposal from an eligible institution which provides for a reduced
rate of interest for community development projects. The Board of County Commissioner’s
recognizes that such investments might diminish investment yields in exchange for potential
expansion of the tax base.

IV. Standards of Care

l. Prudence

The standard of prudence to be used by investment officials shall be the "prudent person" standard
and shall be applied in the context of managing an overall portfolio. Investment officers acting in
accordance with written procedures and this investment policy and exercising due diligence shall be
relieved of personal responsibility for an individual security's credit risk or market price changes,
provided deviations from expectations are reported in a timely fashion and the liquidity and the sale
of securities are carried out in accordance with the terms of this policy.

The "prudent person” standard states that, "Investments shall be made with judgment and care, under
circumstances then prevailing, which persons of prudence, discretion and intelligence exercise in the
management of their own affairs, not for speculation, but for investment, considering the probable
safety of their capital as well as the probable income to be derived.”

2. Ethics and Conflicts of Interest

Officers and employees involved in the investment process shall refrain from personal business
activity that could conflict with the proper execution and management of the investment program, or
that could impair their ability to make impartial decisions. Employees and investment officials shall
disclose any material interests in financial institutions with which they conduct business. They shall
further disclose any personal financial/investment positions that could be related to the performance
of the investment portfolio. Employees and officers shall refrain from undertaking personal
investment transactions with the same individual with whom business is conducted on behalf of the
County of Burleigh.

3. Delegation of Authority



VI.

Authority to manage the investment program is granted to the County Auditor\Treasurer, hereinafter
referred to as investment officer and derived from the following: NDCC 11-14-06 & 21-04-04.
Responsibility for the operation of the investment program is hereby delegated to the investment
officer, who shall act in accordance with established written procedures and internal controls for the
operation of the County of Burleigh investment program consistent with this investment policy.
Procedures should include references to: safekeeping, delivery vs. payment, investment accounting,
repurchase agreements, wire transfer agreements, and collateral/depository agreements. No person
may engage in an investment transaction except as provided under the terms of this policy and the
procedures established by the investment officer. The investment officer shall be responsible for all
transactions undertaken and shall establish a system of controls to regulate the activities of
subordinate officials.

Designated Depositories, Authorized Financial Institutions and Broker/Dealers

1. Designated Depositories, Authorized Financial Institutions, and Broker/Dealers

Pursuant to ND Century Code 21-04 public funds belonging to the County of Burleigh must be
deposited in the Bank of North Dakota or in financial institutions which have been duly designated
as depositories. The Board of Burleigh County Commissioners shall at its regular meeting in
January of each even-numbered year, shall designate depositories of public funds and semiannually
shall approve the acceptance of any securities as pledge for repayment of deposits.

In addition, a list will be maintained of approved security broker/dealers selected by creditworthiness
(e.g., a minimum capital requirement of $10,000,000 and at least five years of operation). These
may include "primary" dealers or regional dealers that qualify under Securities and Exchange
Commission (SEC) Rule 15C3-1 (uniform net capital rule).

All financial institutions and broker/dealers who desire to become qualified for investment

transactions must supply the following as appropriate:

e Audited financial statements demonstrating compliance with state and federal capital adequacy
guidelines.

e Proof of National Association of Securities Dealers (NASD) certification (not applicable to
Certificate of Deposit counterparties).

e  Proof of state registration.

e Completed broker/dealer questionnaire (not applicable to Certificate of Deposit counterparties).

e Certification of having read and understood and agreeing to comply with the County of Burleigh
investment policy.

o Evidence of adequate insurance coverage.

An annual review of the financial condition and registration of all qualified financial institutions and
broker/dealers will be conducted by the investment officer (or designee).

2. Minority and Community Financial Institutions
From time to time, the investment officer may choose to invest in instruments offered by minority
and community financial institutions. In such situations, a waiver to certain parts of the criteria
under Paragraph 1 may be granted. All terms and relationships will be fully disclosed prior to
purchase and will be reported to and approved by the Board of Burleigh County Commissioners on a
consistent basis in advance and shall be consistent with state law.

Safekeeping and Custody

1. Delivery vs. Payment



All trades of marketable securities will be executed by delivery vs. payment (DVP) to ensure that
securities are deposited in an eligible financial institution prior to the release of funds.

2. Safekeeping

Securities may be held by an independent third-party custodian selected by the Burleigh County as
evidenced by safekeeping receipts in the County of Burleigh’s name. The safekeeping institution
shall annually provide a copy of their most recent report on internal controls (Statement of Auditing
Standards No. 70, or SAS 70).

3. Internal Controls

The investment officer is responsible for establishing and maintaining an internal control structure
designed to ensure that the assets of the County of Burleigh are protected from loss, theft or misuse.
Details of the internal control system shall be documented and shall be reviewed and updated
annually. The internal control structure shall be designed to provide reasonable assurance that these
objectives are met. The concept of reasonable assurance recognizes that (1) the cost of a control
should not exceed the benefits likely to be derived and (2) the valuation of costs and benefits requires
estimates and judgments by management.

The internal controls shall be designed to prevent the loss of public funds arising from fraud,
employee error, misrepresentation by third parties, unanticipated changes in financial markets, or
imprudent actions by employees and officers of the County of Burleigh.

Internal control compliance should be assured through the Burleigh County annual independent
audit.

VII. Suitable and Authorized Investments

1. Investment Types
Pursuant to North Dakota Century Code Chapter 21-06-07, the County of Burleigh may invest
moneys in its general fund, or balances in any special or temporary fund, in:

e Bonds, treasury bills and notes, or other securities that are a direct obligation of, or an
obligation insured or guaranteed by, the treasury of the United States, or its agencies,
instrumentalities, or organization created by an act of Congress.

e Securities sold under agreements to repurchase written by a financial institution in which
the underlying securities for the agreement to repurchase are of a type listed above.
Repurchase agreements shall be consistent with GFOA Recommended Practices on
Repurchase Agreements. (See GFOA Recommended Practices in Appendix.)

e Ccrtificates of deposit fully insured by the fedcral deposit insurance corporation or by the
state.

o Obligations of the state.

¢ Local government investment pools either state-administered or developed through joint
powers statutes and other intergovernmental agreement legislation.

e State and local securities:

(1) Any security that is a general obligation of any state or local government with taxing
powers and is rated in the highest three categories by a nationally recognized rating
agency.
(2) An obligation of the state housing finance agency that is rated in the highest two
categories by a nationally recognized rating agency.
(3) Any security that is a general obligation of a school district and is rated in the highest



two categories by a nationally recognized rating agency.
(4) Obligations of this state and general obligations of its political subdivisions.
e Commercial paper issued by a United States corporation rated in the highest quality category by
at least two nationally recognized rating agencies and matures in two hundred seventy days or
less.

Investment in derivatives of the above instruments shall require authorization by the Board of
Burleigh County Commissioners.

2. Collateralization

Except as is otherwise provided in NDCC sections 21-04-16 and 21-04-17, and before any deposit is
made in any depository other than the Bank of North Dakota, such depository shall furnish a bond
payable to the County of Burleigh in an amount that at least equals the largest deposit that at any
time may be in such depository.

The Board of Burleigh County Commissioners may accept from any financial institution, as security
for repayment of deposits, a pledge of securities in lieu of a personal or surety bond. When
securities are so pledged to the County of Burleigh, the Board of Burleigh County Commissioners
shall require security in the amount of one hundred ten dollars for every one hundred dollars of
deposits. Securities that are eligible for the pledge are bills, notes, or bonds issued by the United
States government, its agencies or instrumentalities, all bonds and notes guaranteed by the Unites
States government, irrevocable standby letters of credit issued by federal home loan banks of a rating
of AA or better by Moody’s Investor Service, Inc. or Standard & Poor’s Corporation, federal land
bank bonds, bonds, notes, warrants, certificates of indebtedness, insured certificates of deposit,
shares of investment companies registered under the Investment Companies Act of 1940, letters of
credit issued by the Bank of North Dakota, and all other forms of securities issued by the state of
North Dakota, its boards, agencies or instrumentalities, or by any county, city township, school
district, park district or other political subdivision of the state of North Dakota, whether payable from
special revenues or supported by the full faith and credit of the issuing body, and bonds issued by
any other state of the United States or such other securities approved by the banking board.

The Board of Burleigh County Commissioners semiannually shall approve the acceptance of any
securities as pledge for repayment of deposits.

Where allowed by state law and in accordance with the GFOA Recommended Practices on the
Collateralization of Public Deposits. full collateralization will be required on all demand deposit
accounts, including checking accounts and non-negotiable certificates of deposit. (See GFOA
Recommended Practices in Appendix.)

VIIL. Investment Parameters

1. Diversification

It is the policy of the County of Burleigh to diversify its investment portfolios. To eliminate risk
of loss resulting from the over-concentration of assets in a specific maturity, issuer, or class of
securities, all cash and cash equivalent assets in all Burleigh County funds shall be diversified by
maturity, issuer, and class of security. Diversification strategies shall be determined and revised
periodically by the investment committee/investment officer for all funds except for the employee
retirement fund.

In establishing specific diversification strategies, the following general policies and constraints



shall apply: Portfolio maturities shall be staggered to avoid undue concentration of assets in a
specific maturity sector. Maturities selected shall provide for stability of income and reasonable
liquidity.

For cash management funds:

e Liquidity shall be assured through practices ensuring that the next disbursement date
and payroll date are covered through maturing investments or marketable U.S.
Treasury bills.

e Risks of market price volatility shall be controlled through maturity diversification
such that aggregate price losses on instruments with maturities exceeding one year
shall not be greater than coupon interest and investment income received from the
balance of the portfolio.

* The investment committee/investment officer shall establish strategies and guidelines
for the percentage of the total portfolio that may be invested in securities other than
repurchase agreements, Treasury bills or collateralized certificates of deposit. The
committee shall conduct a quarterly review of these guidelines and evaluate the
probability of market and default risk in various investment sectors as part of its
considerations.

2. Maximum Maturities

To the extent possible, the County of Burleigh shall attempt to match its investments with
anticipated cash flow requirements. Unless matched to a specific cash flow, the County of
Burleigh will not directly invest in securities maturing more than five (5) years from the date of
purchase or in accordance with state statutes. The County of Burleigh shall adopt weighted
average maturity limitations (which often range from 90 days to 3 years), consistent with the
investment objectives.

Reserve funds and other funds with longer-term investment horizons may be invested in securities
exceeding five (5) years if the maturities of such investments are made to coincide as nearly as
practicable with the expected use of funds. The intent to invest in securities with longer maturities
shall be disclosed in writing to the Board of County Commissioners. (See the GFOA
Recommended Practice on "Maturities of Investments in a Portfolio" in Appendix.)

Because of inherent difficulties in accurately forecasting cash flow requirements, a portion of the
portfolio should be continuously invested in readily available funds such as local government
investment pools, money market funds, or overnight repurchase agreements to ensure that
appropriate liquidity is maintained to meet ongoing obligations.

\
3. Competitive Bids
The investment officer shall obtain competitive bids from at least two brokers or financial
institutions on all purchases of investment instruments purchased on the secondary market.

IX. Reporting

1. Methods

The investment officer shall submit quarterly an investment report that summarizes the quarter’s
total investment return. The report shall disclose all transactions during the past quarter. The
report shall be in compliance with state law (if any) and shall be distributed to the Board of
Burleigh County Commissioners and others as may be required by law.



Each quarterly report may indicate any areas of policy concern and suggested or planned revision
of investment strategies.

Within 60 days of the end of the fiscal year, the investment officer shall present a comprehensive
annual report on the investment program and investment activity. The annual report shall include
12-month and separate quarterly comparisons of return and suggest policies and improvements that
might be made in the investment program. Alternatively, this report may be included within the
County of Burleigh annual Comprehensive Annual Financial Report.

2. Performance Standards

The investment portfolio will be managed in accordance with the parameters specified within this
policy. The portfolio should obtain a market average rate of return during a market/economic
environment of stable interest rates. A series of appropriate benchmarks should be established
against which portfolio performance shall be compared on a regular basis. The benchmarks should
be reflective of the actual investments being purchased.

3. Marking to Market

The market value of the portfolio shall be calculated at least quarterly and a statement of the market
value of the portfolio shall be issued at least quarterly. This will ensure that review of the
investment portfolio, in terms of value and price volatility, has been performed. In defining market
value, considerations should be given to the GASB Statement 31 pronouncement.

X. Policy Considerations

VIIL

1. Exemption

Any investment currently held that does not meet the guidelines of this policy shall be exempted
from the requirements of this policy. At maturity or liquidation, such monies shall be reinvested
only as provided by this policy.

2. Amendments

This policy will be reviewed on an annual basis. Any changes must be approved by the Board of
County Commissioners in consultation with the investment officer and the individuals charged
with maintaining internal controls.

Approval of Investment Policy

The investment potlicy shall be formally approved and adopted by the Board of Burleigh County
Commissioners and reviewed annually.

VIIL

List of Attachments

The following documents, as applicable, are attached to this policy:

XIII.
Master Repurchase Agreement, other repurchase agreements and tri-party agreements,

North Dakota century code

Listing of authorized personnel

Listing of authorized broker/dealers and financial institutions
Internal Controls

Other Documentation



Broker/Dealer Questionnaire,

Credit studies for securities purchased and financial institutions used,
Safekeeping agreements,

Wire transfer agreements,

GFOA Recommended Policies.

AUTHORIZED PERSONNEL

Burleigh County Auditor/Treasurer
Leo Vetter

Deputy Auditor/Treasurer
Brandi Caya

Deputy Finance Director
Justin Schulz




-CERTIFICATION-

I hereby certify that I have personally read the investment policies of the County of Burleigh and have
implemented reasonable procedures and controls designed to prohibit investment transactions inconsistent
with your policies. Whenever we are notified in writing, we will inform our sales personnel of your
investment objectives, outlook, strategy and risk constraints. We will notify you immediately by
telephone and in writing in the event of a material adverse change in our financial condition. We pledge
to exercise due diligence in informing you of fundamental risks associated with financial transactions
conducted with our firm. Price markup will be consistent with prevailing institutional pricing at the time
of each transaction. [ attest to the accuracy of our responses to your questionnaire.

Signed:

(Countersigned by corporate officer responsible for compliance.)




COUNTY OF BURLEIGH
INVESTMENT PROCEDURES and INTERNAL CONTROLS

A. Introduction:

The Burleigh County Auditor\Treasurer has the responsibility of conducting cash and investment transactions
for all funds held by or for the benefit of the County of Burleigh. The responsibility for the management of
the investments here and after in this document will be referred to as the investment officer. The investment
program has been delegated to the investment officer who shall implement the investment policy by following
the investment procedures and internal controls herein delineated.

B. Objective:

The Investment Procedures and Internal Controls Manual provides an outline for investment management.
This manual shall be reviewed annually.

C. Internal Control:

The system of internal controls is designed to manage risk to a reasonable level rather than to eliminate all
risk of failure to achieve policies, aims and objectives; it can therefore only provide reasonable and not
absolute assurance of effectiveness. The concept of reasonable assurance recognizes that (1) the cost of a
control should not exceed the benefits likely to be derived and (2) the valuation of costs and benefits
requires estimates and judgments by management.

D. Investment Decisions:
The investment officer shall adhere to the guidelines of the government’s investment policy regarding all
investment purchases or any other cash and investment transactions.

F. Delegation of Authority:

As established by the investment policy, certain specified individuals (i.e., the Deputy Auditor\Treasurer,
Accountant) have authority to transact investments. In casc of an abscence of officer, procedures and
specific alternate personnel should be delineated.

G. Segregation of Duties and Compensating Controls:
The government shall establish written internal controls, which should include:
1. Control of Collusion:
Collusion is a situation where two or more employees are working in conjunction to defraud
their employer. Employee duties will be shifted periodically to reduce the opportunity for
collusion.
2. Segregation of duties:
By separating the person who authorizes or performs the transaction from the people who
record or otherwise account for the transaction, a good separation of duties is achieved.




3. Custodial safekeeping:
Securities purchased from any bank or dealer, including appropriate collateral, should be
placed into an independent third-party institution for custodial safekeeping.

4. Avoidance of physical deliver securities:
Book entry securities are much easier to transfer and account for since actual delivery is
never taken. Physical delivery securities must be properly safeguarded as are any valuable
documents. The potential of fraud and loss increases with physical delivery securities.
Bearer form securities are much easier to convert to personal use than securities that are
registered in the name of the government.

5. Clear delegation of authority to subordinate staff members:

Subordinate staff members must have a clear understanding of their authority and
responsibilities to avoid any improper actions. Clear delegation of authority also preserves
the internal control structure that is built around the various staff positions and their
respective responsibilities.

6. Written confirmation of all transactions (transfer, fax, Internet) for investments and wire transfers:
Due to the potential for errors and improprieties arising from telephone/electronic
transactions, all such transactions will be documented in writing and approved by the
auditor\treasurer.

7. Development of an electronic funds transfer agreement with banks:

This agreement should outline the various controls and security provisions for making and

receiving electronic funds transfers.
a) Dual authorization and signatures of the County Auditor\Treasurer and Deputy
Auditor\Treasurer shall be required shall be required for all transfers.
b) Financial institutions will have written instructions regarding government
authorizations for wire transfers, restrictions on accounts where funds can be wired,
and other procedures that will mitigate unauthorized movement of funds (e.g., call-
back to independent person, written confirmations, etc.)

8. All personnel will be required to take minimum planned vacations thereby requiring other

personnel to temporarily assume their duties.

9. Insurance shall be secured at appropriate levels to bond employees charged with investment and

cash handling responsibilities shall be acquired from the ND State Bond Fund.

H. Operations:
Procedures and duties recommended include:

1. Investment Procedures:
The following is a basic outline of routine daily procedures necessary to maintain proper
documentation on cash and investment transactions;

Each morning, the daily bank balance report shall be obtained from the depository
bank(s).

Overnight (sweep) repurchase agreements and/or money market accounts interest shall be
verified and recorded. All incoming and maturing investments shall be verified with the
custodial bank. All earned interest, maturing investments, and incoming funds should be
verified and recorded.

Daily information regarding the cash requirements and required maturity dates shall be
provided by the Deputy Auditor\Treasurer. All security purchases or sells must be

recorded on a confirmation form.

On a daily basls, it is necessary to conduct cash and investment activity within specific



bank accounts, and all transactions within each account shall be recorded on a daily
investment worksheet. All worksheets shall be maintained by the Deputy
Auditor\Treasurer, and the worksheets shall be available for review upon request.

Proper documentation and authorization shall be required before any cash or investment transaction is
executed. All investment documentation shall require the signature of the Auditor\Treasurer or the
Deputy Auditor\Treasurer.

2. Authorized Wires:

Only the Auditor\Treasurer or Deputy Auditor\Treasurer shall be authorized to wire funds
according to the approved wire transfer agreement for investment. Wire instructions and
personal identification numbers (PIN's) shall be safeguarded. All bank transfer requests shall
be in writing and require a second confirmation by another Burleigh County employee. The
purpose of the bank transfer must be stated as part of the transfer information. ACH
procedures shall also be delineated.

3. Securities Confirmations:
The processing of securities’ confirmations, including filing and reconciling, shall be
conducted by an individual not permitted to purchase and sell investments.

4. Safekeeping Procedures:
All securities purchased shall be received by "delivery vs. payment” (per the investment
policy) to the custodian for safekeeping.

Certificates of deposit are permitted to be held at the issuing bank.

Collateral for certificates of deposit and purchased securities in connection with repurchase
agreements may be delivered to the governments' designated custodian. Additional
requirements and procedures should be outlined in a third-party custodial safekeeping
agreement regarding safekeeping procedures.
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BURLEIGH COUNTY
SHERIFF'S DEPARTMENT e

Request for County Commission Action

Date: March 22, 2023

To: Mark Splonskowski
Burleigh County Auditor

From: Kelly Leben 0 % kq"/
S

Burleigh County Sheériff

Re:  2022/2023 North Dakota Department Of Transportation Traffic Safety Grant

Please place the following item on the next Burleigh County Commission agenda.

Action Requested:
Approve the Amendment to the 2022/2023 ND DOT Traffic Safety Grant. The grant is available
for review in the Burleigh County Auditor’s Office.

Background:

The ND DOT Traffic Safety Grant is an annual grant awarded to Burleigh County. The grant
award is used to fund additional traffic safety enforcement and equipment in high risk areas such
as Impaired Driving, Distracted Driving, Occupant Protection, and Speed Enforcement.

Recommendation:
It is recommended that the County Commission approve the grant agreement amendment.

Proposed Resolution:
THEREFORE BE IT RESOLVED: That the proper County officials are hereby authorized to
authorize the ND DOT Traffic Safety Grant Amendment between Burleigh County and the State

of North Dakota.
COURTHOUSE BURLEIGH MORTON
514 E. Thayer * PO Box 1416 DETENTION CENTER
Bismarck, ND 58502-1416 4000 Apple Creek Road * PO Box 2499
P 701-222-6651 « F 701-221-6899 Bismarck, ND 58502-2499

ﬁwww.facebook.com/BurleighCountySherifstepart.ment. P 701-255-3113 * F 701-258-5319

g — TN

SR
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BURLEIGH COUNTY
HIGHWAY DEPARTMENT

8100 43R0 AVENUE NE
BISMARCK, ND 58503
701-204-7748
FAX 701-204-7749
www.burleighco.com

Request for County Board Action

DATE: February23,2023 April 3, 2023

TO: Leo Vetter
County Auditor
FROM: Marcus J. Hall

County Engineer
RE: Award of Bids — Re-Bid
Please place the following item on the next Burleigh County Board agenda.

ACTION REQUESTED:
Authorize the proper County officials to enter into a contract with the low bidder for
Township Gravel Hauling.

BACKGROUND:
On February 23, 2023 the following information was presented to the County Board:

On January 4, 2023 the County Board authorized the County Auditor and the County Engineer to
advertise for bids for Township Gravel Hauling. Bids were opened on February 15, 2023 and the
following bids were received:

Hauling of Gravel:

Circle C Enterprises $344,500.00 *
Knife River $396,650.00
Sundre Sand & Gravel $487,000.00

* Contractor did not follow ad: “Bid packets shall consist of two separate envelopes (plainly
marked as Gravel Hauling for Township Roads bid on the outside), the outside envelope
containing a current copy of Contractor’s License with the second envelope containing the
bid on the County’s bid form.” They included the outside envelope in the second
envelope.

Engineers Estimate: $305,000.00
Budgeted Amount: $275,000.00



The County Board rejected all bids and directed the Highway Department to re-bid the
project with new language to instruct contractors on how to present their bids. The
following wording was included in the ad for bid:

“Bid packets shall consist of two separate envelopes — a large envelope and a small
envelope (plainly marked as Gravel Hauling for Township Roads bid on the outside of
each), the small envelope shall contain a current copy of Contractor’s License and be
secured to the outside of the large envelope. The large envelope shall contain the bid on
the County’s bid form.”

Bids were opened on March 23, 2023 and the following bids were received:

Hauling of Gravel:
Circle C Enterprises $355,730.00 **
Sundre Sand & Gravel $508,250.00

** However, Circle C Enterprises did not follow the instruction presented in
the ad.

County Engineer Hall will present the Bid packages and the County Board can decide if
Circle C Enterprises presented a valid bid.

RECOMMENDATION:
It is recommended the Board review the bids and decide which bid to accept.
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Burleigh County Building, Planning & Zoning

burleighcobuilding:and.goy

PO Box 5518 701-221-3727
Bismarck ND 58506

m—

Resolution of Moratorium for Hazardous Liquid Pipelines within Burleigh County.

K

Due concerns brought to the Burleigh County Commission, it has been requested to
create a resolution of moratorium to temporarily withhold the issuance of any special use
permits for Hazardous Liquid Pipelines within Burleigh County’s jurisdiction.

To: Burleigh County Commission
Re:
Date: 3-29-2023
From: Mitch Flanagan, Burleigh County Planning Director.
ITEM 1 Moratorium
ACTION REQUESTED
Review for adoption of proposed resolution.
Attachments:

1)

Burleigh County Moratorium 04032023 final

Page 1 of 1



State of North Dakota

STATEMENT TO THE NORTH DAKOTA PUBLIC SERVICE COMMISSION
FROM THE BOARD OF COUNTY COMMISSIONERS,
COUNTY OF BURLEIGH, NORTH DAKOTA

In order to protect the health, welfare, and safety of the people of Burleigh County, the Board of
County Commissioners unanimously adopted local zoning ordinances for the purpose of
establishing certain regulations within the unincorporated areas of its jurisdiction, specific to the
issuance of a special use permit for Hazardous Liquid Pipelines.

The U.S. Department of Transportation's Pipeline and Hazardous Materials Safety Administration
(PHMSA) announced on May 26, 2022, that it is taking steps to implement new measures to
strengthen its safety oversight of carbon dioxide (CO») pipelines around the country and protect
communities from dangerous pipeline failures. The new measures, as well as enforcement actions
taken against pipeline companies, are a result of PHMSA's investigation into a CO» pipeline
failure in Satartia, Mississippi in 2020. These measures include “initiating a new rulemaking to
update standards for CO» pipelines, including requirements related to emergency preparedness,
and response”. These updated standards have not yet been released.

Therefore, Burleigh County has determined that its newly passed zoning ordinance may need to
be revised when PHMSA releases its updated standards for CO; pipelines.

We, the Burleigh County Board of Commissioners, request the North Dakota Public Service
Commission postpone any final determination relating to the issuance of a permit for any CO>
pipeline under consideration until PHMSA updates its standards for CO» pipelines.



RESOLUTION #23-0----

RESOLUTION OF THE BOARD OF COUNTY COMMISSIONERS,
COUNTY OF BURLEIGH, NORTH DAKOTA
A Temporary Moratorium

WHEREAS, to promote the health, welfare and life safety for the people of Burleigh County, the
Board of County Commissioners have adopted County Zoning Ordinances for the purpose of
establishing zoning regulations upon all land within the unincorporated areas of its jurisdiction,
and

WHEREAS, the Burleigh County Zoning Ordinance, categorizes all land within the
unincorporated areas of Burleigh County into Districts with each District having its own unique
set of permitted uses, special uses and prohibited uses, and has enacted an ordinance establishing
siting, or performance standards necessary for the granting of a Hazardous Liquid Pipeline
special use permit,

WHEREAS, the Burleigh County Zoning Ordinance defines a special use as a use which would
not be appropriate generally or without restriction throughout the zoning district, but which, if
controlled as to number, area, location, or relation to the neighborhood, would promote the
public health, welfare and life safety, and

WHEREAS, Burleigh County Zoning Ordinance states a “Hazardous Liquid Pipeline”, means a
Pipeline intended to transport Hazardous Liquids, as defined by 49 C.F.R. § 173.120, et seq.,
with any portion proposed to be located within the County, and

WHEREAS, Burleigh County has determined that this ordinance may need to be revised due to
new safety measures and oversight from the Pipeline and Hazardous Materials Safety
Administration, PHMSA, that it believes are necessary to safeguard the health and life safety of
the public prior to the issuance of a transmission pipeline special use permit.

NOW, THEREFORE, BE IT RESOLVED, that the Board of Burleigh County
Commissioners does hereby impose a temporary moratorium on the issuance of any and all
permits, licenses, or approvals for the construction, installation, or use of any transmission
pipeline that requires the approval of the North Dakota Public Service Commission, traversing
those lands contained within the unincorporated areas of Burleigh County, including the
construction of any transmission pipeline related infrastructure, with said moratorium running
for such a length of time to allow Pipeline and Hazardous Materials Safety Administration,
PHMSA, to complete their review process and enforce any new performance standards.



Burleigh County Board Appointments

Bismarck Planning Commission — 5 year term

Paul Levchak (County Appointed) (2019) 12/31/2023
Trent Wangan (County Appointed) (2020) 12/31/2024
Vacant (County Appointed) (2023) 12/31/2027

Brian Bitner (County Appointed)
Brian Eiseman

Kevin Martin

Gabe Schell

Mike Schmitz

Wendy VanDuyne

Tom Atkinson

Mike Schwartz

County Planning Commission —4 year term

Bea Streifel (2020) 12/31/2023
Dennis Agnew (2020) 12/31/2023
Dale Patrick (2019) 12/31/2025
Alvie Jarratt (2021) 12/31/2025
Brian Zuroff (2020) 12/31/2025
Steve Marquart

Mike Schmitz

Brian Bitner

Wayne Munson

County Housing Autherity — 5 year term

Arlene Olson (2003) 12/31/2023
Cynthia Chavez (2020) 12/31/2024
Lois Sundquist (2020) 12/31/2025
Steven Sathre (2017) 12/31/2026
Sister Kathleen Atkinson (2015) 12/31/2027
Human Service Zone Board — 3 year term

Tracy Famias (2020) 11/30/2023
James Hulm (2020) 11/30/2023
Leslie Pearcy (2021) 11/30/2024
Dick Dever (2021) 11/30/2024
Trevor Vannett (2021) 11/30/2024
Gaylynn Becker (2020) 11/30/2025
Chelsea Flory

Becky Matthews

Lincoln City Planning Commission — 5 year term

Elizabeth Flemming (2017) 12/31/2026
Jeffery Herman (2021) 12/31/2024
Errol Behm (2019) 12/31/2024
School District Reorganization — 3 year term

Kim Birkeland (2011) 6/30/2024
Brenda Blazer (2011) 6/30/2024
Joyce Falkenstein (1995) 6/30/2024
Dawn Aberle (2016) 6/30/2025

Linda MacDonald (2007) 6/30/2025




Burleigh County Board Appointments

Special Assessment Commission — 6 year term

Mike Heim (2005) 3/31/2023
Lee Lunde (2007) 3/31/2025
Jeff Eslinger (2015) 3/31/2027
Water Management Board — 3 year term

Cory Palm (2020) 12/31/2023
Randall Binegar (2021) 12/31/2024
Roger Smith (2021) 12/31/2024
Dennis Reep (2014) 12/31/2025
James Landenberger (2017) 12/31/2025
David Nehring (2020) 12/31/2023
Greg Anderson (2022) 12/31/2023
Larry Falkenstein (2021) 12/31/2025
Denise Brown (2022) 12/31/2025
Cole Anderson (2012) 12/31/2025

Officials Appointed to Serve at the Pleasure of the Board

Joshua Seil County Coroner 11/30/2022
Mary Senger Emergency Manager/Disaster Preparedness Director

Marcus J Hall Engineer

Kelly Leben Jail Administrator

Pamela Binder Safety/Risk Management Director & Human Resource Director

Chelsea Flory Human Service Director

Al Vietmeier Tax Equalization Director/County Assessor

Mark Landis Veterans Service Officer

Tyler Kralicek County Agent

Mitch Flanagan Building Official/Director

As of 12-29-22



BURLEIGH COUNTY COMMISSION AND PARK BOARD

==
KeDI2u) 2023 MEETING SCHEDULE
Rills TOM BAKER MEETING ROOM - CITY\COUNTY BUILDING
e
DATE AGENDA
Munson Jan. 4 (Weds) Regular Meeting — Reorganize/Assign Portfolios
18 (Weds) 2nd Meeting
Schwal  Feb.6 Regular Meeting
23 (Thurs) 2nd Meeting
Woeoaloy Mar. 6 Regular Meeting
20 2nd Meeting
B;{mer Apr. 3 Regular Meeting
17 2nd Meeting
MA‘H’&WS May 1 Regular Meeting
15 2rd Meeting
uns June § Regular Meeting/Equalization
M M 19 2nd Meeting s
&hwab July 5 (Weds) Regular Meeting
19 & 20 2nd Meeting & Preliminary Budget Introduction (8:30AM)
WOOC}-CO)L Aug. 7 Regular Meeting
21 2nd Meeting
BH’MF Sept. 6 (Weds) Regular Meeting
20 (Weds) 2nd Meeting/Final Budget Hearing
W%@ub Oct. 2 Regular Meeting Hearing to establish minimum sales prices for tax sale
1-3 NDACo Convention — Bismarck
16 2nd Meeting
Munson1  Nov. 1 (Weds) Regular Meeting
20 2nd Meeting
21 Annual Tax Sale (10:00 AM)
@hwwb Dec. 4 Regular Meeting
18 2nd Meeting

11-11-05. Meetings of board - Time and place.
The board of county commissioners shall meet and hold regular meetings for the
transaction of business at a time and place to be designated by the commission on a date

certain established by resolution or ordinance of the commission. The county auditor shall have
power to call special meetings when the interests of the county demand it. The chairman of the
board, or a majority of the members thereof, may call special meetings that must be noticed in
accordance with section 44-04-20.
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Lincoln, Fort Rice, Riverview, Florence Lake, Burnt Creek, Canfield, Lyman, & Phoenix

? Burleigh Unorganized Townships
County

e Burleigh County Commission Meeting Agenda

Tom Baker Meeting Room, City/County Office Building, 221 N 5th St, Bismarck

Attend in Person | Watch live on Government Access Channels 2 or 602 | Listen to Radio Access 102.5 FM |
Stream on freetv.org or Dakota Media Access Facebook Live | Replay later from freetv.org

April 17,2023
5:00 PM Invocation by Chaplain

COUNTY COMMISSION

Meeting called to order by the Chairman of the Board.

Roll call of members.

1

2

3. Approval of Agenda.

4. Consideration and approval of the April 3, 2023, meeting minutes and bills.
5

Consent Agenda:
a. Abatements.
b. Applications for licenses, raffles, and special events permits.

6. HR Director Pam Binder:
a. Job Classification process policy
b. Auditor/Treasurer/Tax Equalization Department job analysis and Department
Review Project.

7. County Planning Director Flannigan:
a. Public hearing on proposed lot modification.
b. Consideration of Ordinance and official statement letter to the Public Service
Commission.

8. Major Gary Schaffer:
a. Approval to re-classify one 24/7 Coordinator position from grade 6- 24/7
Coordinator to grade 7-Deputy Sherrif.

9. PUBLIC HEARING —
SAD # 75 — Towne and Country Estates and Morgan Country Estates Subdivision
o Motion to confirm and certify special assessments (with amendments as needed)

10. County Deputy Finance Director Schulz:
a. Approval of Burleigh County Finance Manual.



11. Chair Matthews:
a. Approval of 2024 lease of the first floor of the City/County Building.
b. Update on the Bismarck/Burleigh County meetings.

c. Discussion on a timeline for a potential off-road vehicle ordinance.

12. Other Business:
13. Adjourn.

Mark Splonskowski
Burleigh County Auditor/Treasurer/Tax
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Burleigh County Commission
Meeting Minutes
April 3, 2023
5:04 P.M
Commissioner Bitner called the regular meeting of the Burleigh County Commission to order.
Roll call of the members; Commissioners Schwab, Woodcox, Munson, and Bitner present, Chair Matthews absent.

Motion by Comm. Schwab, 2n by Comm. Woodcox to approve the March 20" minutes, bills, and the agenda adding
discussion of an official statement letter to the Public Service Commission regarding the County’s position on
hazardous pipelines, special use permit fees for hazardous pipelines, and the ordinance for the CO2 pipeline. All
members present voted “AYE," motion carried.

The following abatements were presented for the Board's consideration; a complete copy of which are on file and
available for inspection in the office of the Burleigh County Auditor/Treasurer

Tax Current Reduced
Owner Year Legal Description Credit Type Mv Mv

Bradley Rose 2022 Lot 19, Block 3, North Hills 17th 50% Disabled Vet  $427,500 $337,500
1995 Schult 28' x 66' Ser#

Rodney Unruh 2021 R272015ABC 40% Homestead $55,007 $33,005
1995 Schult 28' x 66' Ser#t

Rodney Unruh 2022 R272015ABC 10% Homestead $55.007  $49,507
1995 Schult 28' x 66' Ser#

Rodney Unruh 2023 R272015ABC 40% Homestead $58,998  $35,399

Motion by Comm. Munson, 2% by Comm. Schwab to approve Rose and Unruh (3) abatements and appoint Mike
Heim to a 6-year term for the Special Assessment Commission. All members present voted “AYE," motion carried.

CenCom Communications Director Dannenfelzer delivered a request for the County's recognition of National Public
Safety Telecommunications Week April 9-15, 2023. Motion by Comm. Woodcox, 2 by Comm. Munson to approve
the request. All members present voted “AYE,” motion carried.

Essentia Health requested preliminary approval and a resolution for a Public Hearing in May. Amy Curran presented
before the Commission via Zoom asking that Burleigh County be the conduit issuer for two series of revenue bonds
for the benefit of Essentia to pay the purchase price of the acquisition of Mid Dakota Clinic by Essentia Healith.
Motion by Comm. Woodcox, 2@ by Comm. Schwab to approve request and schedule a public hearing for Essentia
health preliminary resolution. All members present vote “AYE,” motion carried.

Motion by Comm. Woodcox, 2 by Comm. Munson to appoint Scott Wegner to represent Burleigh County in the
bond issuance to Essentia Health. All members present voted "AYE,” motion carried.

County Deputy Finance Director Schulz introduced an updated Finance Manual asking that it be approved or
amended at the next County Commission meeting. The Commission accepted his presentation and asked that it be
placed on the next meeting's agenda.



County Sheriff Leben presented a request to amend the application for the 2022/2023 North Dakota Department of
Transportation Traffic Safety Grant. Motion by Comm. Schwab, 27 by Comm. Woodcox to approve the amendment
to the application. All members present voted “AYE,’ motion carried.

County Engineer Hall presented bids received on the re-bid for Township Gravel Hauling. He stated that there was
an imegularity with Circle C's bid which did not fulfill the requirements detailing how the bids are to be received. He
asked for direction on how to proceed with the bids. Motion by Comm. Schwab, 2 by Comm. Munson to award the
bid to Sundry Sand and Gravel. Comm. Munson “YES,” Comm. Bitner “NO,” Comm. Schwab “YES," Comm.
Woodcox “NO.” Motion made by Comm. Woodcox, 2% by Comm. Munson to rebid the project. Comm. Schwab
“NO,” Comm. Woodcox “YES,” Comm. Munson “YES,” Comm. Bitner “YES," motion carried.

County Planning Director Flanagan presented the change from a resolution of moratorium to an official statement
letter to the Public Service Commission. He said that he was informed that the County is not justified in stopping a
permit that was issued by the state, so they decided to send a letter to the Public Service Commission instead.
States Attorney Lawyer clarified that the County is not allowed to pass a resolution that regulates an industry, so
passing a resolution of moratorium would be unlawful and unenforceable. She discussed possible concems the
Public Service Commission had with the ordinance. She also discussed the special use permit fees and the letter
written to the Public Service Commission. She recommended that if the Commission were to consider any changes,
they should do so at the next Commission meeting so that it can be properly noticed for the public to attend. Motion
by Comm. Woodcox, 2™ by Comm. Schwab to reconsider the ordinance and place it on the April 17%, 2023,
Commisssion meeting. All members present voted “AYE,” motion carried.

Comm. Bitner then asked for a consensus to approve moving the review of the official statement letter to the Public
Service Commission to the April 17t meeting as well. Consensus was that all members present agreed.

Meeting adjourned.

Mark Splonskowski, Auditor/ Treasurer Becky Matthews, Chair
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BURLEIGH COUNTY
HUMAN RESOURCES DEPARTMENT

PaM BINDER, SPHR, SHRM-SCP HuMAN RESOURCE ASSISTANTS!
DIREC TOR MEGAN MARTIN
DESIREE HILBORN
LINDSAY BROWER
Memorandum

To: Chairman Becky Matthews
Commissioner Brian Bitner
Commissioner Wayne Munson
Commissioner Steve Schwab
Commissioner Jerry Woodcox

From: Pam Binder, SPHR, SHRM-SCP
HR Director/Risk Manager

Date: April 11, 2023

Re: Human Resource’s Agenda items for April 17, 2023, Commission Meeting

Subject: Job Classification Process Policy
BACKGROUND:

In the January 18, 2023 Burleigh County Commission meeting, I had given a general
overview of the current Job Classification Policy and the process that the County uses in
order to have a position reclassified. I had discussed the need to bring this reclassification
process in-house instead of sending the job reclassifications to Gallagher, who is our
consultant for the DBM Ranking Method that we use to reclassify our positions.

I have developed the process that will be used internally for the job reclassification process. 1
have tested the process and it seems to be valid.

[ have revised the Job Classification Process Policy to include the Banding, Grading and Sub
grading process that will be used going forward for Burleigh County Job Reclassifications.
The third step which is the Sub grading process, uses a points-based system in order to
differentiate the job duties into a finite level to apply the correct Burleigh County Pay Grade.

RECOMMENDATION:
I, recommend that the Burleigh County Commission approve the revisions made to the Job

Classification Process Policy and allow the Human Resources Department to perform all Job
Classifications and Job Reclassifications internally instead of sending the Job
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Reclassifications to a consultant for review and paying a fee for each position that is sent to
the consultant. We cannot afford to wait up to six months and pay a fee for job
reclassifications to be completed by an HR consultant. The quality of those job
reclassifications from the HR Consultant is also in question as the job reclassifications were
coming back from the HR Consultant with little to no revisions and were assigned the same
pay grade as the recommended pay grade sent from the HR Director.

The approval of the Job Classification and Review Policy will allow the HR Department to
use an internal variation of the DBM Ranking Method to provide internal and external equity
within our Job classifications. There is also a built-in validation component to this process to
ensure continued quality control.

Subject: Auditor/ Treasurer/Tax Equalization Department Job Analysis and Department Review
Project

BACKGROUND:

In the December 19, 2022 Burleigh County Commission meeting, the commission decided to
have the Human Resource Director perform a Job Analysis and Department Review for all of
the positions within the combined Auditor/Treasurer/Tax Equalization department.

An initial meeting with the Deputy Finance Director, Incoming Auditor/Treasurer/Tax,
Current Auditor/Treasurer/Tax, Deputy Auditor/Treasurer and Deputy Auditor/Tax
Equalization Director (Job Review Team) were held on February 15, 2023, the scope of the
Job Analysis and Department Review project was discussed and the existing job descriptions
for each employee in the department was sent out to the members of the Job Review Team.

Individual meetings were setup for the Job review Team with each individual employee in
the department. Each employee was given instructions to review their current job description
and make any changes or revisions based on what duties the employee was actually
performing even if the duty was not reflected on their current job description.

During the individual employee meetings the Job Review Team asked questions that came up
regarding the job descriptions or any other duties that the employee mentioned they were
performing.

HR Director Binder then performed the job analysis process where each of the existing job
descriptions; as well as; the employee’s comments made in their individual meetings were
placed in the Job Analysis Spreadsheet that had been created specifically for the Job
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Reclassification process using the internal variation of the method. This
process also let the Job Review team see how the work flo ¢ department.

bas ings both in the individual employee
ngs iew Team and the analysis of duties using
the analysis.

It became very apparent that there were really two sets of workflows in the
Auditor/Treasurer/Tax Equalization Department. These workflows split by division for the
most part.

The first division was the Auditor/Treasurer functions within the department. This function
interacts with the Finance Department and as such some position end up being shared
positions.

This workflow falls under both he Deputy Auditor/Treasurer and the Deputy Finance
Director. These Deputy positions fall under the Auditor/Treasurer/Tax and the Finance
Director respectively.

Under this area is where all of the payments are taken in and ing and
general led s takes place. This is the financial area of the Aud er/Tax
Equalization Department.

The other workflow falls under the Tax Equalization Division. The Deputy Auditor/Tax

reasurer/Tax.

That leaves the other duties within the Auditor/Treasurer/Tax Equalization Department.
These workflows did not fit in naturally with the other two workflows. This includes election
administration, auditor department project management, auxiliary boards advisement and
administration, and assistance for the County Commission.

ational Chart (Exhibit A) that shows the
Review Project. This is the
nt as it looked on February 15, 2023. Looking
a clear workflow under the Deputy
Auditor/Treasurer. There are employees that are doing one piece of a process and it is not
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efficient because the process has to go back and forth between employees and it gets
bottlenecked.

After the Job Analys Project was Exhibit B was
created. This is the u rt that show ns and the positions
within each division. It is actually quite similar to how the department operated five to six
years ago.

Looking at this Organizat rt, you can see within the Auditor/Treasurer/Tax
Equalization Department different divisions.

Mark Splonskowski — Auditor/Treasurer/Tax, as the department head, is responsible for all of
the job duties within the department.

Erika White — Office Elections Manager position, which is has been reclassified
based on duties and will know be the Executive Assistant — oordinator. This will
go from a Grade 10 job classification to a Grade 9 job ¢ ion which is a better
representation of the level of duties that this job will be ng. This position will not

have any direct repotts.

Erin ative nt aca
been 4. A Jo var
of th odw to the

within his position. This was also done to align this position with the Administrative
Assistant IT— Accounts Receivable position as the level of duties being performed are very
similar.

_ Accounts Receivable position. There is succession and cross training built into this
workflow model. The goal in this area is to provide customer service and complete the
accounting processes as efficiently as possible.

Allan Vietmeier — Deputy Auditor/ Tax Equalization Director position oversees the tax

was review
as w also
time
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combination of these duties made this position more valuable to the department. There is a
Senior Appraiser position that was created to encompass the combined duties being
performed This position came up as a grade 9 position using the internal variation of the
DBM Ranking Method. The Appraiser II is a grade 7.

Trudy Jackson — Administrative Assistant II — Mobile Home position is now vacant and
through the Job Analysis and Department Review process this position will be absorbed into
the Tax Appraiser I position. This reclassification makes sense because the level of duties
done for the manufactured home tax assessment should be done at the Tax Appraiser level.
Tax Appraiser I can be promoted to Tax Appraiser IT when they become certified by the
North Dakota State Supervisor of Assessment within two (2) years. This deepens the
experience within the division and allows for succession and cross training opportunities for
the division.

The Finance Department, although a separate department from the Auditor/Treasurer/Tax
Equalization Department, works very closely with the Auditor/Treasurer/Tax Equalization
Department and because of this was reviewed for workflow. Currently, the Finance Director
position is vacant, and we have contracted with the former Finance Director to act as an
advisor for the department. The Deputy Finance Director is performing the finance function.
After the Job Analysis and Department Review process was done the new Accountant
position was placed under the Deputy Finance Director with an indirect reporting line to the
Deputy Auditor/Treasurer. This Accountant position will be performing a higher level of
Accounting duties than the Accountant position in the Auditor/Treasurer/Tax Equalization
department. This will be classified as an Accountant II position. This will be a grade 10.

All of the positions within the Auditor/Treasurer/Tax Equalization and Finance departments
have gone through the job reclassification process using the interna; variation of the DBM
Ranking Method that was developed by Burleigh County Human Resources Director Pam
Binder.

RECOMMENDATION:

I, along with the Job Review Team, that assisted in the Job Analysis and Department Review
project, recommend the Burleigh County Commission approve the Job Analysis and
Department Review Project results, the revised Job Descriptions, and the Job Classifications
as they appear on Exhibit B the Organizational Chart created after the Job Analysis and
Department Review Project was completed.
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Policy Created:
Job Classification Process 04/03/2023
And Review Policy
Board Approved:

Purpose:

To provide guidance for the classification of jobs within Burleigh County using an internal
variation of the Decision Band Method (DBM) Ranking for Job Classification.

Objectives:

Burleigh County uses an internal variation of the DBM Ranking Method of Job Classification in
order to rank the various jobs within Burleigh County. The Objective of this policy is to create a
uniform set of guidelines that can be used to classify all the jobs within Burleigh County. The
job classification process is performed in order to ensure there is internal and external pay
equity for each job that is held by a Burleigh County employee.

Procedure:

The Decision Band Method (DBM) Ranking Method of job classification is a highly effective
method of objectively evaluating the worth of a job to an organization. A sound theoretical
framework serves as the basis of the method that provides a consistent and valid approach to
comparing and contrasting jobs.

The basic premise of the DBM Ranking Method is that the value of a job to an organization is
based on its level of responsibility. Responsibility is reflected, and therefore measured, by the
decision-making requirements of the job. Because all jobs require incumbents to make
decisions in order to perform their jobs, decision-making is a logical and equitable basis on
which to compare jobs within an organization.

DBM Ranking method of job classification involves three basic steps. First, jobs are classified
into one of six different "Decision Bands" based on the characteristics of the decisions that a
job requires. This classification process reflects the level of responsibility of the job within the
organization.

Decision Banding

The first step in evaluating jobs using the DBM Ranking Method involves Banding each
decision-making duty according to the kind of decision required. All jobs in an organization’s,
job descriptions formally describe these duties. In order to perform all its requirements each
duty requires the incumbent to make different kinds of decisions, some of which may be of a

1



higher level of greater difficulty than others. Each decision-making duty is assigned a Band and
a job is classified according to the highest level of decision making required.

The Decision Bands are defined as follows from greatest to least:

These are decisions that determine the scope, the direction, and the overall goals of the whole
organization. Decisions are subject to few constraints other than those imposed by law and/or
economic conditions, and they take into consideration all the major divisions or departments,
the limits of funds available to each, and the scope of their programs. Band F decisions are the
kind typically made by a Board, Council, CEO, or Administrator.

Band E decisions deal with the means of achieving the goals established at BAND F. These
decisions are concerned with formulating or adjusting programs for the major
functions/divisions/departments, and allocating resources (facilities, people, money,
materials) among these groups. The executives at BAND E are typically in charge of, or
responsible for, advising line executives, heading up such major functions as marketing,
administration, production, and finance in private sector organizations and major departments
in public sector organizations.

At Band D, the incumbents are required to interpret and carry out the programs or objectives
developed at BAND E. these decisions specify what is to be done in lower Bands, and how the
resources allocated by Band E are to be deployed. If circumstances change, or if there is
uncertainty about how resources are to be deployed. A Band D decision is required to establish
what is to be done in similar circumstances in the future. Band D decisions are typically made
by middle managers in various functions or minor departments in public sector organizations.

Decisions in Band C involve determining the means or process of achieving the objectives,
standards or guidelines established by Band D Decisions. They are subject to the limits
imposed by the available technology and resources and to the constraints set by E and D.
Selecting the process is a decision that must precede carrying out the operations that make up
the process. A process decision specifies what is to be done at Band B. These are typically
decisions made by supervisory personnel, professional (as defined in the Fair Labor Standards
Act) and/or senior technical specialist positions. Accordingly, C Band jobs are generally
exempt from the overtime requirement of the Fair Labor Standards Act.

These decisions focus on how to carry out the operations of the process specified by a D and C
decision. There is, within the limits set by the specific process, a choice as to how and when the
operations are carried out, but not as to what operations constitute the process. Jobs at this
level generally do not meet the requirements for exemption for the overtime requirements of
the Fair Labor Standards Act.



Band A decisions are confined to the manner and speed of performing the elements of an
operation. There is, within the limits set by the prescribed operation. Jobs at this level
generally do not meet the requirements for exemption for the overtime requirements of the
Fair Labor Standards Act.

These Decision Bands form a continuum of responsibility within an organization. Thus, the
higher the level of decision-making required, the greater the level of responsibility.

Step 1: Determine the appropriate Band

e Band F: Policy - Organization scope, direction, and goals
Band E: Programming - Plans Strategies, programs, and allocates resources to meet

goals
Band D: - Interpretive - Interprets programs into operational plans and deploys
resources

e Band C: Process - Develops and Selects appropriate process to accomplish operations of
programs

e Band B: Operational - Determines how and when to perform steps of processes
Band A: Defined - Determine manner and speed to perform defined steps of an
operation

Grading

The next step in the job classification process is to classify the jobs according to the difficulty
and effort involved in the supervisory responsibilities, if any. Jobs that require the incumbent
to supervise or monitor other jobs assigned to the same Band (except A and B jobs) are
assigned to the higher (Coordinating) of the two Grades within the Band to which his/her job
has been assigned. Jobs that do not supervise or monitor other jobs in the same band but may
supervise or monitor jobs at the next lower band are assigned to the lower of the two grades
(except A and B jobs). For example, a job that is assigned responsibility at the D7 level is
responsible for supervising or monitoring jobs assigned to the D6 level. The D6 job may or may
not supervise or monitor jobs at the C5 or lower Bands/Grades in the organization. Within
each Band, there are, therefore, two Grades of jobs Coordinating and Non-Coordinating.

Step 2: Establishing the Grade level (Coordinating vs. Non-coordinating)

The DBM Ranking method considers two types of authority, structural authority and sapiential
(expert) authority; both types may have coordinating and non-coordinating grades as outlined
below:

1. Structural Authority

a. Coordinating
i. The responsibility of coordinating others at the same grade level impacts
the grade of the position itself when the position has full responsibility
for direct supervision over subordinate positions of the same level,
placing it at the coordinating grade within the band (B3, C5, D7).



b. Non-Coordinating
i. Ifaposition has limited responsibility while coordinating the work of
others, however, not full supervision of staff; or supervision of staff is at
lower grade levels, the grade level of the position does not increase.

2. Sapiential Authority (Expert Authority)- Sapiential authority refers to highly specialized
expert knowledge and wisdom available within the organization, in order to make the
best possible decisions. In special situations, positions are created and filled by
knowledgeable or expert persons whose duties are not only to carry out specified
activities, but also to support others who need help relating to their areas of expertise.
Sapiential authority can be exercised in two ways, coordinating (advisability) and non-
coordinating (informability).

a. Coordinating (advising) is defined as the giving of advice in support of a decision
which impacts the overall organization, and as a result must be followed. The
between both the advisor and the
advisee.

In situations where the position provides advice that is based on specialized

expert knowledge, and the advice has and must be
followed, the “advisor” is allocated the coordinating grade within the band (B3,
C5,D7).

b. Non-coordinating (informing) involves the provision of counsel from one party
to another where there is no obligation on the part of the recipient to act on the
counsel given; recommendations in this case are limited in scope. The grade
level of the position in not impacted.

Coordinating (advising) Non-coordinating (informing)
¢ Scope is county wide e Scope is limited to department
function
e Highly specialized/expert e Specialized knowledge to the
knowledge department or function
Shared Accountability e Person receiving the advice is
accountable
e Grade impact, position placed at ¢ No grade impact, position
Coordinating grade level placed at Non-Coordinating
level
Banding and Grading

The whole job is assigned to the same Band and Grade as the highest-Banded and Graded level
of the duties that make up the job.

e« When arelation of exists, the controlling duties of the
superior job are in the Band above the junior job.
¢ When a relation of exists, the coordinating duties of the

senior job are normally in the Grade above the junior job. In isolated instances, a job
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with partial control may only be placed in a higher sub-grade than the sub-grade of the

subordinate.

When a relation of advisability exists, the duty of advising belongs to the same Grade as
the decision to which the advice pertains.

When a relation of advisability (advice) exists, the duty of counseling usually belongs to
the band below that of the "ends" decision to which the counsel pertains.

Sub-grading

The greater the difficulty of the decision-making requirements of the job within a grade,
the more valuable the contribution of the job to the organization and, therefore, the
higher the Sub-grade of the job.

Job Difficulty is the Primary Sub-grading criteria, and it is affected by the following:

Job Complexity, indicated by the number of highest-graded duties and the
of those duties.

Task Occurrence, indicated by duty frequency (how often it occurs) and the
percentage of time devoted to carrying out those highest Sub -graded duties.

If a determination cannot be made using the Sub-grading primary criteria The following
secondary criteria may be used to determine the Sub-grade.

Time Pressure: as judged by the time constraints within which a duty must be
completed.

: as judged by whether a duty involves monitoring many (and
possibly rapidly changing) variables or "Cues”.
. : as judged by the need to work to fine
tolerances; and
. : as judged by special skills and/or experience needed to
perform the job duties.

Part of the Sub grading process is to assign points to the decision-making level for each
duty. The following points table will be used to differentiate the level of the duties. This
will help us assign a Burleigh County Pay Grade number to the job by evaluating the job
duties. The table is listed below:

BAND BAND BASE COORDINATING NON- POINT TOTALS
POINTS COORDINATING RANGE
F 600 +300 +75 7,000+
E 500 +200 +50 6,000 - 6,999
D 400 +100 +25 5,000 - 5,999
C 300 +75 +0 3,000 - 4,999



B 200

+50

+0

2,000 - 2,999

A 100

+25

+0

1,000 - 1,999

The total points will fall within the range and that helps differentiate the Burleigh
County Pay Grade. As part of the Job Analysis and the DBM Ranking Method process, the
job is cross referenced with similar jobs on the federal government ONE NET Career
Cluster program, as well as, compared to similar Burleigh County jobs that are currently
in the same Job Classification as the job being analyzed. There will also be a salary
market data section in the Job Analysis Spreadsheet that will provide a validation
component for the job classification. The market salary data will help with the pricing

for the job being reviewed for classification.

The Job Analysis Spreadsheets will be reviewed with the Department Head and any job
classification changes will be presented at a County Commission meeting for approval.
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Burleigh County, North Last Date Revised:

04/17/2023
Dakota
Job Description #
Job Description 08-41410-530

Employee: Location: Bismarck
Job Title: Administrative Assistant Il — Accounts Receivable Department: Auditor/Treasurer/Tax
Job Status: Non-Exempt Reports to: Deputy Auditor/Treasurer
Salary Grade: 4 DBM Rating: B21

Job Summary: Under the supervision of the Deputy Auditor/Treasurer, perform general clerical and bookkeeping duties.
Assist the public, answer telephones, collect and tabulate data, prepare original correspondence and reports, balance
books, and maintain files.

Responsibilities:

40 % time Perform receptionist and general clerical duties including answering
telephones, filing, and word processing, assists the public, assists with
elections, and maintain accurate records.

40 % time Compile and maintain information to substantiate transactions, balance, and
reconcile accounts, search records at appropriate time.
20 % time Responsible for interpreting information and preparing reports from records,

and properly disposing of records at appropriate time.

Essential Job Duties:

l.

2.

\© 90

10.

11.

Receive and refer telephone calls, assist members of the public, receive payments, complete and process various
applications and documents, assist with elections, and other general clerical duties.

Responsible for assisting with the scanning and transferring of paper invoices and documents to digital format for
online storage.

Collect money, issues receipts, balance and reconcile accounts, maintain, and disburse funds.

Maintain accurate records with respect to real estate and chattel properties, tax assessments and collections, and
accounts receivable.

Complete and process applications, requests, and permits for Burleigh County.

Maintain stock of office supplies, equipment, and forms by ordering and receiving goods, issue goods to staff, and
perform physical inventory.

Proficient in the use of the MS Office Suite of products, specifically, Excel, Word, and Outlook to complete the
daily tasks associated with this position.

Assist in the development, implementation, and maintenance of office procedures for the unit.

File, retrieve, interpret information, and prepare reports from records. Distribute reports to appropriate people.
Research issues with documents, applications, and permits to provide follow-up as needed to retrieve missing
information.

Perform other duties as required or assigned.

Job Qualifications, Experience and Education

L.

Associate degree with major coursework in legal, business, or applied Science, and two (2) years of work
experience in high-level administrative and/or a combination of education and experience. Work experience must
reflect an ability to conduct research, provide analysis, and interpretation of information, and prepare formal
reports.

Preference will be given to applicants with experience involving a combination of banking, bookkeeping, or
accounts receivable duties.

Page 1 of 2



Burleigh County, North Last Date Revised:

04/17/2023
Dakota
Job Description #
Job Description 08-41410-530

3 Requ wledge of administrative processes, procedures, or methods, and attention to detail. Must have
consi knowledge, skill, and ability in duties similar in type and complexity to those performed at this
position level.

4. Requires a high degree of written and verbal communication skills, dealing with the general public and other
employees.

5. Proficiency in the MS Office Suite or products, specifically, Excel and Word in order to efficiently perform the
administrative tasks assigned to this position.

6. Ability to handle multiple duties and priorities under limited supervision.

Working Condition al and Mental Demands

1. Physical env consists of a desk job in the standard rep , S ng,
lifting, and completing a variety of recurring activities inde

2. Requires operation of specialized equipment such a . a com ter, ne, achines,
copiers, efc.

3. Mental demands require the ability to interpret and choose the appropriate work procedure from available choices

and judgment to select the appropriate guidelines.

Clarification Clause:

This job description is not intended and should not be construed to be a complete list of all duties, skills, responsibilities,
or working conditions associated with the job. It is intended to be a reasonable outline of those principal job elements
essential in maintaining the Administrative Assistant type positions. The job description is not a contract. The County
reserves the right to modify job descriptions at any time.

Employee Signature Date

Page 2 of 2
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Burleigh County, North Last Date Revised:

04/17/2023
Dakota Job Description #
07-41410-033
Job Description
Employee: Location: Bismarck
Job Title: Administrative Assistant — Real Estate Department: Auditor/Treasurer/Tax
Equalization
Job Status: Non-Exempt Reports to: Deputy Auditor/Treasurer
Salary Grade: 4 DBM Rating: B21

Job Summary: Under the supervision of the Deputy Auditor/Treasurer, perform general clerical and bookkeeping duties.
Assist the public, answer telephones, collect and tabulate data, prepare original correspondence and reports, balance
accounts, and maintain files. Perform duties for deed transfers and the three-year delinquent tax process. Assist with
property taxes and elections

Responsibilities:

40 % time Perform receptionist and general clerical duties including answering
telephones, filing, and word processing, assist the public, assist with
elections, and maintain accurate records.

_40 % time 2. Prepare formal reports, letters, and other documentation on matters
concerning elections, real estate assessments, real estate taxation and
general government administration.

20 % time 3. Assist the Auditor/Treasurer/Tax and Executive Assistant — Elections
Coordinator with administrative support for the Burleigh County Commission
and various county auxiliary boards including preparation and dissemination of
agendas, minutes, and correspondence, calendars, and meeting schedules.

Essential Job Duties:

1. Receive and refer telephone calls, assist members of the public, receive payments, complete and process various

applications and documents, assist with elections, and other general clerical duties.

2. Transfer information from source documents such as deeds, plats, billings, invoices, reports, and statements to

permanent records such as assessment rolls, and annual reports.

Perform deed transfers and abatement recording. Reconciles abatements.

4. Maintain accurate records, with respect to real estate and chatte] properties, tax assessments and vouchers for
payment as part of the abatement process.

Responsible for the coordination of the three-year delinquent tax process.

Serve as one of the contact people for all website content and updates to the website for the department and the
county commission.

Provide monthly expenses to the media as directed by the Auditor/Treasurer Tax.

Process legal publications as directed by the Auditor/Treasurer/Tax.

Process the multiple parcel maintenance and redaction of property records.

. Compile township packets annually.

. Assist the Auditor/Treasurer/Tax and Executive Assistant — Elections Coordinator in providing confidential
administrative support for the Burleigh County Commission by preparing and coordinating various meetings,
meeting arrangements, materials, agendas, and minutes.

12. Perform other duties as required or assigned.

Al w

— = \O 00 ~]
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Burleigh County, North Last Date Revised:

04/17/2023
Dakota Job Description #

07-41410-033
Job Description

Job Qualifications, Experience and Education

1.

4.

5.

Associate degree with major coursework in legal, business, or applied science, and two (2) years of work
experience in high-level administrative and/or a combination of education and experience. Work experience must
reflect an ability to conduct research, provide analysis and interpretation of information, and prepare formal
reports.

Requires knowledge of administrative processes, procedures, or methods, and attention to detail. Must have
considerable knowledge, skill, and ability in duties similar in type and complexity to those performed at this
position level.

Requires a high degree of written and/or verbal communication skills dealing with general public and other
employees.

Proficiency in the MS Office Suite of products, specifically, Excel and Word in order to efficiently perform the
administrative tasks assigned to this position.

Ability to handle multiple duties and priorities under limited supervision.

Working Conditions/ Physical and Mental Demands

l.
2.

3.

Physical environment consists of a desk job in the standard environment, repetitive motion, sitting and standing.
Mental demands require the ability to analyze circumstances and interpret guidelines to select appropriate
procedures, which provide analysis, recommendation, or advice used by others in making decisions.

Frequent use of PC Keyboard and monitor. Will include physical motions of finger dexterity for use of keyboard,
and other office equipment.

Clarification Clause:

This job description is not intended and should not be construed to be a complete list of all duties, skills, responsibilities,
or working conditions associated with the job. It is intended to be a reasonable outline of those principal job elements
essential in maintaining the Administrative Assistant type positions. The job description is not a contract. The County
reserves the right to modify job descriptions at any time.

Employee Signature Date
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Burleigh County, North Last Date Revised:

04/17/2023
akota
Job Description #
Job Description 06-41410-014

Employee: Location: Bismarck
Job Title: Accounting Technician Department: Auditor/Treasurer/Tax
Job Status: Non-Exempt Reports to: Deputy Auditor/Treasurer
Salary Grade: 5 DBM Rating: B22

Job Summary: Under the supervision of the Deputy Auditor/Treasurer, performs accounting duties in the administration
and maintenance of accounts payables and credit card processing procedures.

Responsibilities:
40 % time Responsible for administering and maintaining all functions of the county’s
accounts payable processing system.
30 % time Compile and maintain information to substantiate transactions, balance, and
reconcile accounts relating to the county’s credit card system.
20 % time Responsible for processing the general ledger posting function for the Burleigh
County biweekly employee payroll.
10 % time Assist the public and coworkers, assist with elections, and maintain accurate
records.
Essential Job Duties:

1. Responsible for administering and maintaining all functions of the county’s accounts payable processing system.

2. Conduct internal audits of all invoices, and credit card charges to provide credit card controls for all departments
to assure accuracy for the payment process.

3. Process applications, requests, and claims for individuals seeking information or help regarding the county’s
credit card system, transfer information from the credit card system to the county’s accounting system.

4. Monitor authorized credit card usage in all departments to assure activities are performed in accordance with
credit card usage policies, and procedures.

5. Apportion invoices as needed; print and distribute checks for payment; and assist with gathering data for budget
development.

6. Responsible for scanning and transferring paper invoices and documents to digital format for online storage.

7. Receive and refer telephone calls, assist members of the public, verify deeds, collect tax payments, assist with
elections, complete and process various applications and documents, and other general clerical duties.

8. Collect money, issue receipts, balance and reconcile accounts, maintain, and disburse funds.

9. Proficient in the use of the MS Office Suite of products, specifically, Excel, Word, and Outlook to complete the
daily tasks associated with this position.

10. File, retrieve, interpret information, and prepare reports from records. Distribute reports to appropriate people.

11. Post payroll entries to include ACH transfers and other general ledger entries relating to employee deductions and
employee benefit payments.

12. Perform other duties as required or assigned.

Job Qualifications, Experience and Education
1. Associates degree with coursework in accounting, finance, or business, and four (4) years of accounting,
bookkeeping, or budgeting experience; or an equivalent combination of education and experience.
2. Preference will be given to applicants with prior experience in accounts payable.

Page 1 of 2



| ’ Burleigh County, North Last Date Revised:

S 04/17/2023

? Dakota

Dt Job Description #
06-41410-014

Job Description

4.

5.
6.

Proficiency in the MS Office Suite or products, specifically, Excel and Word in order to efficiently perform the
administrative tasks assigned to this position.

Requires knowledge of administrative processes, procedures, or methods, and work experience with considerable
knowledge, skill, and attention to detail.

Requires a high degree of written and verbal communication skills and great customer service skills.

Ability to handle multiple duties and priorities under limited supervision.

Working Conditions/ Physical and Mental Demands

1.

2.

3.

Physical environment consists of a desk job in the standard environment, repetitive motion, sitting, standing,
lifting, and completing a variety of recurring activities independently.

Requires operation of specialized equipment such as a computer, typewriter, adding machine, business machines,
copiers, etc.

Mental demands require the ability to interpret and choose the appropriate work procedure from available choices
and judgment to select the appropriate guidelines.

Clarification Clause:

This job description is not intended and should not be construed to be a complete list of all duties, skills, responsibilities,
or working conditions associated with the job. It is intended to be a reasonable outline of those principal job elements
essential in maintaining the Accounting Technician position. The job description is not a contract. The County reserves
the right to modify job descriptions at any time.

Employee Signature Date
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Burleigh County, North Last Date Revised:

04/17/2023
Dakota
Job Description #
Job Description 04-41410-019
Employee: Location: Bismarck
Job Title: Accountant [ Department: Auditor/Treasurer/Tax
Job Status: Exempt Reports to: Deputy Auditor/Treasurer &
Deputy Finance Director
Salary Grade: 9 DBM Rating: C41
Job Summary: Under the supervision of the tor\Treasurer s professional lev nting duties,
financial analysis, and reporting activities in s county’s inte nancial system in nce with federal
and state guidelines, rules, policies, and procedures. Assists in compiling and preparing complex fund statements and
financial statements in compliance with Generally Accepted A Principles (GAAP). Assists in the
implementation and maintenance of new financial applicatioas training and assisting users in order to obtain a
variety of financial information.
Responsibilities:
80 % time Perform routine and specialized accounting and financial activities in support
of the co financial m nt system incl s of
accounts e, accounts cash receipts, inventory
management, investments, and long-term debt.
10 % time Assist in general administrative functions including budgeting, expenditure
analysis, purchasing, and related areas.
10 % time Assist in
year-end d
note sect
S, , and c with
y d Ac c e with
le d pol 1 tem.

Essential Job Duties:

1. Maintain and assist in developing financial reports to accurately reflect the financial status of the county.

7. Perform reconciliations within the accounting system. Provide accounting interpretation and analyses to support
the financial decisions of the county.

3. Responsible for the recording of deeds and the escrow accounting process.

4. Prepare monthly apportioning to allocate correct amount of collected funds to various taxing districts.

5. Responsible for general ledger reconciliations, corrections, and any needed journal entries.

6. Responsible for assisting with the scanning and transferring of paper invoices and documents to digital format for
online storage.

7. Work with the Deputy Auditor/Treasurer to train and coordinate the work of clerical and technical employees,

in accounting activities.

8. questions from other departments regarding coding, past records, reports, and payment of bills.

9. Advise county employees on proper accounting procedures as established by the County.

10. end process to current ac edures as established by the County.

11. and verify t revenue and to the correct funds according to county policies,

and procedures. Check invoices and billing statements for coding and validity
12. Assist in the preparation, processing, and verification of the year-end fixed assets and inventory.
13. Responsible for filing unclaimed property, preparing annual school financial reports, and processing abatements.

Page 1 of 2



14.
15.
16.

17.

Burleigh County, North Last Date Revised:

04/17/2023
akota
Job Description #
Job escription 04-41410-019

Receipt, count, and balance money, and prepare deposits.

Perform the annual 1099 tax reporting process.

Provide backup as needed for telephone calls, assist members of the public, collect tax payments, assist with
elections, and other general clerical duties.

Perform other duties as required or assigned.

Job Qualifications, Experience and Education

l.

(98]

o

Bachelor’s degree in Accounting and minimum of two (2) years of experience in computer-based accounting
functions with an emphasis in fund accounting and financial software applications.

Knowledge of fund and cost accounting practices and procedures.

Knowledge of automated financial systems and software applications.

Knowledge of application of accounting principles to the financial statements with the ability to analyze financial
information and other related documents.

Knowledge of the Generally Accepted Accounting Principles (GAAP), and Government Accounting Standards
Board statements and interpretations (GASB)

Ability to perform day-to-day accounting operations, technical computer skills sufficient in the implementation of
an integrated financial management system, and problem solving and analytical skills sufficient to identify
problem areas.

Ability to communicate verbally and in writing to establish and maintain effective working relationships with
employees, other agencies, and the public.

Ability to apply knowledge in developing and implementing countywide policy and procedures.

Ability to analyze and explain the impacts of authoritative standards and work with staff within the department
and other departments to establish guidelines and implement policies, procedures, and processes to assure
compliance.

Working Conditions/ Physical and Mental Demands

L.

2.

3.

Physical environment consists of a desk job in the standard environment, repetitive motion, sitting, standing,
lifting, and completing a variety of recurring activities independently.

Requires operation of specialized equipment such as a computer, conferencing online meeting tools, adding
machine, business machines, copiers, etc.

Mental demands require the ability to interpret and choose the appropriate work procedure from available choices
and judgment to select the appropriate guidelines.

Clarification Clause:

This job description is not intended and should not be construed to be a complete list of all duties, skills, responsibilities,
or working conditions associated with the job. It is intended to be a reasonable outline of those principal job elements
essential in maintaining the Accountant position. The job description is not a contract. The County reserves the right to
modify this or any other job description at any time.

Employee Signature Date
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Burleigh County, North Last Date Revised:

Dakota 04/17/2023
. . Job Description #
Job Description 03-41410-000
Employee: Location: Bismarck
Job Title: Accountant II Department: Finance
Job Status: Exempt Reports to: Deputy Finance Director
Salary Grade: 10 DBM Rating: C42

Job Summary: Under the supervision of the Deputy Finance Director Performs professional level accounting duties,
financial analysis, and reporting activities in support of the county’s integrated financial system in accordance with federal
and state guidelines, rules, policies, and procedures. Assists in compiling and preparing complex fund statements and
financial statements in compliance with Generally Accepted Accounting Principles (GAAP). Assists in the
implementation and maintenance of new financial applications as well as training and assisting users in order to obtain a
variety of financial information. Serve as a member of the Investment Committee. Provide data and analysis for the
budget process.

Responsibilities:

50 % time Assist in the preparation of the comprehensive annual financial audit; close
year-end financial statements, compile information and prepare statistical and
note sections of the report. Assist in the review and update of all supporting
processes, policies, and procedures needed to ensure compliance with
Generally Accepted Accounting Principles (GAAP), conformance with
applicable laws and policies, and an effective internal control system.

20 % time Check and review invoicing, requisitions, contracts, and other financial items
requiring independent judgment as to content, accuracy, and completeness.

20 % time Assist in general administrative functions including budgeting, expenditure
analysis, purchasing, and related areas.

10 % time Perform routine and specialized accounting and financial activities in support

of the countywide financial management system including functions of
accounts receivable, accounts payable, cash receipt, capital assets, inventory,
investments, and long-term debt.

Essential Job Duties:

1.

PN AN

10.

Record the county’s investment status monthly and work with the Deputy Finance Director to continuously
review the investment portfolios to ensure the county is receiving the maximum return on investments.

Perform daily bank reconciliations and balance all bank accounts. Prepare journal entries as needed.

Serve as an active member of the Burleigh County Investment Committee.

Serve as backup for the Deputy Finance Director and the Deputy Auditor/Treasurer

Monitor the general ledger reconciliation process, review corrections made, and review cotrective journal entries.
Review and serve as backup for month-end processing.

Maintain and assist in developing financial reports to accurately reflect financial status of the county.

Perform reconciliations within the accounting system. Provide accounting interpretation and analyses to support
the financial decisions of the county.

Work with the Deputy Auditor/Treasurer to train and coordinate the work of clerical and technical employees
engaged in accounting activities.

Assist in budget preparation including estimates of expenditures, capital improvement projects, analyze projected
cash balances and projects to ensure proper allocation of budget.

Page 1 of 2



Burleigh County, North Last Date Revised:
Dakota 04/17/2023

o Job Description #
Job Description 03-41410-000

11. Assist with the calculation of mill levies.

12. Allocate and verify the recording of revenue and expenditures to the correct funds according to county policies
and procedures. Such as Burleigh County Payroll, BCBS entries, and other miscellaneous EFT files.

13. Responsible for the preparation and verification of the year-end fixed assets and inventory process.

14. Receipt, count, and balance money, prepare deposits. Check invoices and billings for coding and validity.

15. Review and prepare financial statements, cost reports, cash balances and other information and make
recommendations concerning the financial standing of the county. Assist department heads using accounting
information to arrive at policy decisions based on professional interpretation of the data.

16. Responsible for any bankruptcy documentation that comes into the Auditor/Treasurer’s office.

17. Perform other duties as required or assigned.

Job Qualifications, Experience and Education

1. Bachelor’s degree in Accounting and minimum of six (6) years of experience in computer-based accounting
functions with an emphasis in fund accounting and financial software applications.
2. Knowledge of fund and cost accounting practices and procedures.

Knowledge of automated financial systems and software applications.

4. Knowledge of application of accounting principles to the financial statements with the ability to analyze financial
information and other related documents.

5. Knowledge of the Generally Accepted Accounting Principles (GAAP), and Government Accounting Standards
Board statements and interpretations (GASB)

6. Ability to perform day-to-day accounting operations, technical computer skills sufficient in the implementation of
an integrated financial management system, and problem solving and analytical skills sufficient to identify
problem areas.

7. Ability to communicate verbally and in writing to establish and maintain effective working relationships with
employees, other agencies, and the public.

8. Ability to apply knowledge in developing and implementing countywide policy and procedures.

9. Ability to analyze and explain the impacts of authoritative standards and work with staff within the department
and other departments to establish guidelines and implement policies, procedures, and processes to assure
compliance.

(5]

Working Conditions/ Physical and Mental Demands
1. Physical environment consists of a desk job in the standard environment, repetitive motion, sitting, standing,
lifting, and completing a variety of recurring activities independently.
2. Requires operation of specialized equipment such as a computer, typewriter, adding machine, business machines,
copiers, etc.
3. Mental demands require the ability to interpret and choose the appropriate work procedure from available choices
and judgment to select the appropriate guidelines.

Clarification Clause:

This job description is not intended and should not be construed to be a complete list of all duties, skills, responsibilities,
or working conditions associated with the job. It is intended to be a reasonable outline of those principal job elements
essential in maintaining the Accountant position. The job description is not a contract. The County reserves the right to
modify job descriptions at any time.

Employee Signature Date
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Burleigh County, North Last Date Revised:

Dakota 04/17/2023
. . Job Description #
Job Description 00-41410-533
Employee: Location: Bismarck
Job Title: Deputy Auditor/Treasurer Department: Auditor/Treasurer/Tax
Job Status: Exempt Reports to: Auditor/Treasurer
Salary Grade: 12 DBM Rating: C44/C51

Job Summary: Under the supervision of the Auditor/Treasurer/Tax, is responsible for supervision of clerical staff, tax
collection function, accounting functions, preparing, balancing, and making daily bank deposits, and reconciling periodic
statements of the County’s bank accounts.

Responsibilities:

60 % time Supervise, schedule, train, and evaluate staff in the Auditor/Treasurer area of
the department, and prepare and mail tax statements, entry of tax collections,
and issuance of receipts.

25 % time Manage and perform fund investment activities and monitors cash flow
requirements of county including preparation of required reports and
apportioning various funds to proper districts and custodial accounts.

15 % time Maintain periodic financial reports related to general ledger, accounting for

special funds, tax collections, and investment of funds, assist with the budget
and mill levy processes.

Essential Job Duties:

1.

(98]

10.
11.

12.
13.

Oversee the collection and recording of all county revenues; prepare and balance daily receipts and deposits of
funds, prepare listing of all checks and cash, and reconciliation checking account(s) and periodic statements of
bank accounts.

Prepare needed data for annual audit, internal report requests, maintain pledged securities.

Serve as an active member of the Burleigh County Investment Committee.

Assist in the annual budget preparation including calculation of tax levies, preparing assessment list/abstract,
special assessment districts.

Assist in review of warrants and orders for payments issued by the county to determine whether they are legal
obligations of the County, have been properly budgeted, and do not represent over payment to any payee or from
any fund.

Assist County Auditor/Treasurer in the official record keeping process including taking minutes of County
Commission and other meetings.

Serve as contact (liaison) for Banks, all Auditor/Treasurer software systems, online (web-based) programs.
Responsible for research, troubleshooting, and problem-solving processes for the technical programs and the
overall Auditor/Treasurer’s department.

Create property tax statements, courtesy notices (two time a year), estimate statements, taxation notices, in lieu of
taxes, public utilities (electrical and transmission) distribution lines — verifying, reporting, and billing.

Process year-end entries, perform rollover and annual closing processes for connection groups.

Supervise, train, process timekeeping, monitor workload, evaluate performance, and provide assistance to staff in
the department.

Assist with elections as directly by the Auditor/Treasurer.

Provide backup for telephone calls and assist the public.
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Burleigh County, North Last Date Revised:

Dakota 04/17/2023
.. Job Description #
Job Description 02_414101:533

14. Perform other duties as required or assigned.

Job Qualifications, Experience and Education

1.

6.

Bachelor’s degree in finance, accounting, or business administration, five(5) years’ experience in accounting
including banking and investing funds, and two (2) or more years supervisory experience, and/or an equivalent
combination of education and experience.

Knowledge of state and local laws governing the assessment and collection of real estate taxes.

Knowledge of legal property descriptions and common property instruments such as warranty and quit claim
deeds, death certificates, and plats.

Must possess excellent written and communication skills with eh ability to prepare clear, concise, and accurate
reports, and maintain effective working relationships with the public and other employees.

Ability to perform day-to-day accounting operations, technical computer skills, sufficient in the implementation
of an integrated financial management system, and problem solving and analytical skills, sufficient to identify
problem areas.

Moust have valid North Dakota drivers license with clean driving record.

Working Conditions/ Physical and Mental Demands

l.

2.
3.

Physical environment consists of a desk job in the standard environment, repetitive motion, sitting, standing,
lifting, and completing a variety of recurring activities independently.

Requires operation of specialized equipment such as a computer, adding machine, business machines, copiers, etc
Mental demands require the ability to interpret and choose the appropriate work procedure from available choices
and judgment to select the appropriate guidelines.

Clarification Clause:

This job description is not intended and should not be construed to be a complete list of all duties, skills, responsibilities,
or working conditions associated with the job. It is intended to be a reasonable outline of those principal job elements
essential in maintaining the Deputy Auditor/Treasurer position. The job description is not a contract. The County reserves
the right to modify job descriptions at any time.

Employee Signature Date
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Burleigh County, North Last Date Revised

04/17/2023
Dakota Job Description #
05-41410-502
Job Descr
Employee: Location: Bismarck
Job Title: Executive Assistant — Elections Coordinator Department: Auditor/Treasurer/Tax
Equalization
Job Status: Exempt Reports to: Auditor/Treasurer/Tax
Salary Grade: 9 DBM Rating: C41

Job Summary: Under the supervision of the Auditor/Treasurer, is responsible for the high-level administrative duties for
the Auditor/Treasurer and the Burleigh County Commission. Assist the Auditor/Treasurer in all aspects of the election
process. Perform other projects required by the Auditor/Treasurer/Tax Equalization department.

Responsibilities:

50 % time 1. Assist the Auditor/Treasurer with complex administrative tasks for
administration of elections and real property taxation.

30 % time 2. Assist the Auditor/Treasurer/Tax Equalization Department with high-level
administrative duties and project coordination for both the office and the
Burleigh County Commission.

20 % time 3. Provide administrative support for Burleigh County Commission and various
county auxiliary bo u ration and dissemination of agendas,
minutes, and corres e and meeting schedules.

Essential Job Duties:

1.

10.

Under the guidance of the Auditor/Treasurer; research develop and provide recommendations and resolutions for
the election administration process and other processes for the Auditor/Treasurer/Tax Equalization Department
and the Burleigh County Commission.

Responsible for the development and coordinat sts for Proposal (RFP) and coordinating bulk mailings
with the USPS according to federal regulations es and with mailing house operations in data transfer
for tax statements and elections.

Responsible for coordinating the Auditor/Treasurer/Tax Equalization Department internal calendar of duties and
projects to be edbyt

Coordinate m ce and ent of office equipment (copy machine, communication devices).
Coordinate with IT on repair/replacement of computer equipment and new user setup (authorities, email,
passwords) for the Auditor/Treasurer/Tax Department.

Provide confidential administrative support for the Auditor/Treasurer and Burleigh County Commission by
preparing and coordinating various meetings, meeting arr materials, agendas, and minutes.

Serve as one of the contact people for all website content s to the website for the department and the
county commission.

In coordination with the Auditor/Treasurer; administer the election process and all policies and procedures that
fall under the election process.

Assist the Auditor/Treasurer with the development of an annual election budget and monitor the election
administration to the media, public, and other government agencies.

Assist the Auditor/Treasurer with any outreach and education regarding voting, voting processes, and election
administration to the media, public, and other government agencies.

In coordination with the Auditor/Treasurer review all appropriate correspondence issued by the Secretary of
State’s office and act as required.

Page 1 of 2



11.

12.
13.

14.

Burleigh County, North Last Date Revised:

04/17/2023
Dakota Job Description #

05-41410-502
Job escription

In coordination with the Auditor/Treasurer, develop the test programs and test procedures to verify the logic and
accuracy of each ballot style used prior to each election.

In coordination with the Auditor/Treasurer; is responsible for the recruitment and training of election workers.
Provide backup as needed for telephone calls, assist members of the public, collect tax payments, issue receipts,
and perform other general clerical duties.

Perform other duties as required or assigned.

Job Qualifications, Experience and Education

1.

Associate degree required with coursework in office support, business, or education and five (5) years of
experience in high-level administrative support duties that include participation in the development, or
modification, of major projects or procedures; or an equivalent combination of education and experience such as a
Bachelor degree and three (3) years of.

Requires knowledge of administrative processes, procedures, or methods, and work experience with considerable
knowledge, skill, and ability in duties similar in type and complexity to those performed at this level.

Ability to handle multiple duties and priorities under limited supervision along with the ability to direct and
motivate other employees.

Proficiency in the MS Office Suite of products, specifically, Excel and Word in order to efficiently perform the
administrative tasks assigned to this position.

Requires a high degree of written and/or verbal communication skills dealing with employees, clients, or the
general public.

Working Conditions/ Physical and Mental Demands

l.
2.

3.

Physical environment consists of a desk job in the standard environment, repetitive motion, sitting and standing.
Mental demands require the ability to analyze circumstances and interpret guidelines to select appropriate
procedures, which provide analysis, recommendation, or advice used by others in making decisions.

Frequent use of PC Keyboard and monitor. Will include physical motions of finger dexterity for use of keyboard,
and other office equipment.

Clarification Clause:

This job description is not intended and should not be construed to be a complete list of all duties, skills, responsibilities,
or working conditions associated with the job. It is intended to be a reasonable outline of those principal job elements
essential in maintaining the Executive Assistant related positions. The job description is not a contract. The County
reserves the right to modify job descriptions at any time.

Employee Signature Date
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Burleigh County, North Last Date Revised:

04/17/2023
Dakota
Job Description Number:
Job Descri n 01-41410-016
Employee: Location: Bismarck
Job Title: Auditor/Treasurer/Tax Department: Auditor/Treasurer/Tax
Equalization
Job Status: Elected Reports to: Electorate
Salary Grade: 16 DBM Rating: D63

Job Summary: As a duly elected official, is responsible for duties as Auditor and Treasurer outlined in North Dakota
Century Code, Chapter 11-13 and 11-14, and oversee duties of the Tax Equalization division outlined in N.D.C.C.,
11-10, and provide complete, concise, a and timely 1 comprehensive services to the
of Burleigh County as requested, and to information vices to elected officials and staff so
they may perform their identified duties and responsibilities

Responsibilities:
40 % time 1. Responsible for the management of the offices of Auditor, Treasurer and
Tax Equalization.
30 % time 2. Act as Chief Financial Officer, in cooperation with the County Finance

Director, responsible for providing accurate financial information and
comprehensive services to Elected Officials, County staff, and the public.
10 % time . . . . .
- 3. Responsible for serving as Chief Election officer for the County, managing
all aspects of an election, to make out and deliver notices of general and
special elections.

10 % time 4. Responsible for managing meetings and coordinating with other agencies, act as
clerk of the Board of County Commissioners and keep an accurate record of
official proceedings of the Board.

5. Preserve and keep all documents, books, records, maps, and other papers

o) o
_10_% time necessary to transact County Business.

Essential Job Duties:

1. Perform all responsibilities of Auditor and Treasurer outlined in North Dakota Century Code Chapters 11-13 and
11-14 and oversee certain responsibilities of the Tax Equalization office in accordance with North Dakota
Century code, Chapter 11-10.

2. Act as clerk of the Board of County Commissioners and keep an accurate record of the official proceedings of the

board.
3. Act as Chief Financial Officer for the County and in coop th the Finance Director, and Deputy Finance
Director, keep complete and detailed records of all financ tions, and prepare the annual financial

statement of the County.

4. File and preserve all accounts, documents, books, records, maps, vouchers, and other papers pertaining to the
settlement of all accounts to which the County is a party, and such copies under the hand and seal of the Auditor
shall be admitted as evidence in all courts in the state.

5. As Chief Election Officer for the County, perform all acts required of the auditor relative to the making out and
delivering of notices of general and special elections, making abstracts of and canvassing votes cast at election,
issues certificates of election and forward the abstra :ts of and canvassing votes cast as election, issue certificates
of election and forward the abstract of votes cast to the Secretary of State.

6. Prepare operating budget for combined department, and annual budget for the county, including calculation of tax
mill levies, and prepare assessment list/abstract and tax abstract.

1
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7. Manage the combined offices of Auditor/Treasurer/Tax and hire, train, supervise, and evaluate the performance of
Deputy Auditor/Treasurer, Executive Assistant — Elections Coordinator, and Deputy Auditor/Tax Equalization
Director. And in conjunction with the Finance Director, the Deputy Finance Director.

8. Act as advisor for other County governing boards such as County Planning Commission, County Board of Health,
Water Management Board, Weed Control Board, Park Board, Special Assessment Commission, etc., and keep the
community informed of the direction of the County by communicating with the media, community officials, and
the general public.

9. Act as the custodian for the unorganized township records.

10. Perform other duties as required or assigned.

Job Qualifications, Experience and Education
1. Must be duly elected by the citizens of Burleigh County. Bachelor’s or Master’s Degree in Public Administration,
Business Administration or Accounting would be beneficial.

Working Conditions/ Physical and Mental Demands
1. Physical environment consists of a desk job in the standard environment. Will include physical motions of finger
dexterity for frequent use of PC keyboard and monitor, sitting and standing motions.
2. Often works in high-stress situations. Often works irregular schedules. Must be able to work through stressful
times with high customer counts.

Clarification Clause:

This is an elected position and as such, is subject to election rules. This position is subject to the North Dakota Century
Code, Chapter 11-13 and 11-14 rules and regulations. This job description is not intended and should not be construed to
be a complete list of all duties, skills, responsibilities, or working conditions associated with the job. It is intended to be a
reasonable outline of those principal job elements essential in performing the duties related to the Auditor/Treasurer/Tax
position. The job description is not a contract. The County reserves the right to change the job description as long as it
follows N.D.C.C. 11-13 and 11-14.

Employee Signature Date
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Burleigh County, North Dakota  Last Date Revised:
11/17/2022

Job Description Job Description #
04-41110-680

Employee: Location: Bismarck

Job Title: Deputy Finance Director Department: Finance

Job Status: Exempt (Appointed) Reports to: Commission &
Auditor/Treasurer/Tax

Salary Grade: 12 DBM Rating: C44/C51

Job Summary: Under the supervision of the Finance Director, is responsible for assisting in the
completion of complex administrative duties coordinating the accounting and budgetary operations of the
County. Assists the Finance Director with comptroller responsibilities and financial inquiries from
department heads and the general public.

Responsibilities:
55 % time M adm
in and
ac ove
the County.
20 % time 2 Responsible for ng mill all taxing districts in the County
in accordance w statute, x abstracts for the state and
prepare financial data/information for the State Legislature.
25 % time 3 ible for d annual
review n s for
ng proc

Essential Job Duties:

l.

Assist the Finance Director with the County budget preparation including reviewing preliminary department
budgets and compiling combined budget. Works with the Finance Director and Auditor/Treasurer in conducting
budgetary hearings. Assists with final budget preparation and communication.

Prepare County Budget variance reports on a monthly basis and distribute to appropriate elected officials,
department heads, and general public.

Prepare and monitor journal entries, purchase orders, tax abstracts for the state, and review bank statement
reconciliations as directed.

Assist in the annual budget preparation including calculation of tax levies and preparing assessment list/abstract
and tax abstract.

Responsible for the administration of the County's liability insurance policies to include claims filing and
monitoring.

Prepare and process end-of-year adjusting entries and schedule for annual audit; assist in the preparation of annual
financial statements; assist with audit preparation and implementation of necessary recommendations for intemnal
controls and/or other needed revisions.

Assist with the administration and monitoring for federal grant programs. This includes the research and
interpretation of federal and state regulations.

Preparation of presentations, records, and reports such as flow charts/diagrams, statistical analyses, tax reports,
budget reports, federal and state reports.

Page 1 of 2
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9. Serve as backup to the Financial Director in the preparation of finance items for the Commissioner meetings.

10. Perform responsibilities in a manner that clearly shows effective communication and cooperation and that
promotes open exchange of information, respect, high ethical standards, and professionalism.

11. Perform other duties as required and/or assigned.

Job Qualifications, Experience and Education

1. Bachelor's Degree with major coursework in accounting or business administration or related field and three years
related experience in tax or appraisal work, and/or an equivalent combination of education and experience.

2. Knowledge of state and local laws governing the assessment and collection of real estate taxes.

3. Must have the ability to design, prepare and present complex budget and computerized accounting systems.

4. Must possess excellent communication skills to establish and maintain effective working relationships with
County officials and employees, and the general public.

5. Must possess computer skills with proficiency in MS Excel. Must have the ability to plan, organize and supervise
the work of others, and analyze, interpret, and prepare reports and records.

6. Must have valid North Dakota drivers license with clean driving record.

7. Applicants will be subject to a standard post offer background and criminal records check.

Working Conditions/ Physical and Mental Demands
1. Physical environment consists of a desk job in the standard environment. Will include physical motions of finger
dexterity for use of keyboard, sitting and standing motions.
2. May endure high levels of stress while preparing budget, establishing mill levies, working with tenants, and
ensuring expenditures do not exceed budget.
3. May travel and be exposed to extremes of weather when going on location to attend meetings or attend finance
duties.

Clarification Clause:

This is an appointed position and is subject to reappointment by the Board of County Commissioners on an annual basis.
This job description is not intended and should not be construed to be a complete list of all skills, duties, responsibilities,
or working conditions associated with the job. It is intended to be a reasonable outline of those principal job elements
essential in maintaining the Deputy Finance Director position. The job description is not a contract. The County reserves
the right to modify job descriptions at any time.

Employee Signature Date
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Burleigh County, North akota  Last Date Revised:
04/17/2023

Job Description Job Description #
03-41110-061

Employee: Location: Bismarck

Job Title: Finance Director Department: Finance

Job Status: Exempt (Appointed) Reports to: Board of Commissioners
Salary Grade: 16 DBM Rating: D63

Job Summary: Under supervision of the Board of County Commissioners, performs complex
administrative duties directing the accounting and budgetary operations of the County acting as
comptroller in charge of revenue and expenditures.

Responsibilities:

40 % time 1. Responsible for performing complex administrative duties and professional
work in directing the accounting and budgetary operations of the County,
acting as comptroller overseeing all revenue and expenditures for the
County.

20 % time 2. Responsible for computing mill levies for all taxing districts in the County

in accordance with state statue, prepare tax abstracts for the state and
prepare financial data/information for the State Legislature.

25 % time 3. Responsible for assisting department heads in preparation and review of
annual budgets, review purchase orders, and journal entries, develop and
implement accounting techniques, internal auditing, and internal controls.

_10 % time 4. Responsible for creating, implementing, monitoring for effectiveness,
policies and procedures that pertain to the County’s finances. Auditing the
polices and procedures to ensure continued relevancy, compliance, and
internal control systems are in place.

_5 % time 5. Responsible for ensuring the Board of County Commissioners have timely
updates on all financial activities including the annual audit, final budget
communication and budget variance reporting. Provide Supervision for
staffs in the finance department.

Essential Job Duties:

1. Oversee County budget preparation including reviewing preliminary department budgets and compiling combined
budget. Works with Auditor/Treasurer in conducting budgetary hearings. Prepare final budget allocation. Review
and monitor adherence to budget.

2. Advise County Commissioners and Department Heads on financial issues and assist with reviewing budgets and
financial audits; attend Commission meetings.

3. Prepare and review journal entries, purchase orders, tax abstracts for the state, and review bank statement
reconciliations.

4. Oversee the computation of mill levies for all taxing districts in the County in accordance with state statutes.

5. Prepare financial data and information for State Legislators, compile data for County Auditor’s Certificate of
Indebtedness, and administer the County’s liability insurance policies.

6. Prepare, review end-of-year adjusting entries and schedule for annual audit; prepare annual financial statements;
schedule audit and work with auditors; draft the annual financial report including footnotes for audit; review audit
results and implement necessary recommended internal controls and/or other revisions.

7. Administer federal grants adhering to all regulations, research, and ensure compliance with policies and practices
that pertain to the different types of grants.
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Burleigh County, North Dakota  Last Date Revised:
04/17/2023

Job escription Job Description #
03-41110-061

8. Advise the Board of Commissioners on financial condition of the County, prepare a wide variety of presentations,
records, and reports such as flow charts/diagrams, statistical analyses, tax reports, budget reports, federal and state
financial reports, payment requests, year-end report schedules, user fees, etc.

9. Develop and recommend financial policies and procedures; prepares financial agenda items for Commissioner
meetings.

10. Perform responsibilities in a manner that clearly shows effective communication and cooperation and that
promotes open exchange of information, respect, high ethical standards, and professionalisn.

11. Provide general supervision for staff in the finance department.

12. Perform other related duties as required or assigned.

Job Qualifications, Experience and Education

1. Bachelor’s Degree in Accounting, Business Administration, or related field; must be a Certified Public
Accountant and have 3-5 years’ experience in a similar position with general knowledge of accounting
techniques, laws, and regulations pertaining to governmental accounting practice.

2. Must have the ability to design, prepare and present complex budget and computerized accounting systems.

3. Must possess excellent communication skills to establish and maintain effective working relationships with
County officials and employees, and the general public.

4. Must possess computer skills with proficiency in MS Excel.

5. Must have the ability to plan, organize and supervise the work of others, and analyze, interpret, and prepare
reports and records.

Working Conditions/ Physical and Mental Demands
1. Physical environment consists of a desk job in the standard environment. Will include physical motions of finger
dexterity for use of keyboard, sitting and standing motions.
2. May endure high levels of stress while preparing budget, establishing mill levies, working with tenants, and
ensuring expenditures do not exceed budget.

Clarification Clause:

This is an appointed position and is subject to reappointment by the Board of County Commissioners on an annual basis.
This job description is not intended and should not be construed to be a complete list of all skills, duties, responsibilities,
or working conditions associated with the job. It is intended to be a reasonable outline of those principal job elements
essential in maintaining the Finance Director position. The job description is not a contract. The County reserves the right
to modify job descriptions at any time.

Employee Signature Date

Page 2 of 2



00s

00S

00€

00s

00€

00S

00s

NOLLVINDTYD
3avyo 9ns

Iavis

TO'TEOE-TT
T90-0TTTY-€E0

a *
a *
J
*
a
J
a -
a *
awn jo
anvd a8ejuadsag
%S
%0T
%S¢C
a
%0t
a
%0t
# uopIsod

14 uonnduasaqg

Ajlenuuy ‘Apalienp

papaau sy

Ajjenuuy

Aljenuuy

Aflenuuy
Alleg
Alleg

Aea

[(Allenuuy "Ajsauend
‘Myuoy ‘Apjasm ‘Ajteq)
Asuanbaiy

awy) jo

juedep

BAII31dIIu|

ELLEILIE ]|

|euoniesadp

EVGEILIENT]

aAllalidiaju|
|euonessdp
2AI381dI31U|

EYVENIEMT]]

{pauysq '|euonessag
‘5533014 ‘annnaidiaiu] ‘Suiwwessoad)
pasinbay suoispaq

(pa1uloddy) 1dwax3
10133l1q dueuly

‘238
‘saay JasN ‘sa|npayas ‘Hodal pus-1eaA ‘sisanbal juawAed ‘s110dal |leIURUY BlRYS
pue |esada} ‘syiodal 198png ‘syiodal Xey ‘sasAjeue |edllsiiels ‘sweldeip/suyel
MoO[4 e yans sylodas pue ‘spiodal ‘suojiejuasald Jo A1LIBA SPIM €

aledasd ‘Ajunod ay3 JO UOIIPUG) [BIIURUIY UO 513UOISS|WIWIOD JO pIeoq ay] BSIApY
‘sjuess

4o sadAy juasaylp ayl 01 uleyad jey) saai3deld pue sandjod Yam asujejdusod
2insua pue ‘ysJeasas ‘suone|ndau ||e 01 Suliaype sjuels |esapay JalsiuiWpy

‘SUOISIASI JAY10 JO/PUE S[0J1U0D [BUIDIUI PAPUSWIWIOISI AJBSSID3U Juawaldul
pue s3NsaJ Ipne MajAal {1Ipne Joj sajouloo) Bulpnioul Lodal [ejoueuy [enuue
9Y3 1JBIp {JOLIPNE YJIM }JOM pue Jipne 3|npayas {SuswWalels [BIDUBUY |enuue
asedaud ‘pne Joj ainpayds pue salua Bunisnipe JeaA-jo-pus malaal ‘atedald
's3190|0d @aueJnsul AJ|IGel|

s, AJUNOD 3yj J21SIUlWIpe pue ‘sssupalqapu| 4O 31ealyIua) s!olipny Auno)
Joj ejep 3)1dwoo ‘s101e|s1897 21€1S JO) UOIIEWIOUL pue elep [ejoueuly aJedald
'S3INILIS 31LIS YUM 3dUepIOIIE

ur AJuno) ayj ul s3013sip SuIxe] || Jo) SBIAB] ||IW JO uol3eINdWOI BY3 99513A0

'SUO{IE1{19U0J3 JUBWA]L]S JUBY MBIABI pue

‘91B1S 3Y1 10§ S1IRJISGE X} ‘SI1ap.Io aseyaund ‘Saliua |euinol mataal pue asedalqd
*sSUI1@aW UOISSILIWIOD PUINIE S}IPNE {BIDUELI PUB 5138pNq SUIMalaal UM Isisse
pue sanss| |eIIUBUlY U0 Spea| JuawpiedaQ PUe SIUOISSILIWOD AJUNOD BSIAPY

"128pnq 03 8J81aypE Jojuow

pue malAsy ‘uoledoie 198pnq |euly ssedsid ‘s8ulteay Atejadpnq Sui3anpuod

Ul Jainseal /1o1pny Yiim syiop ‘128png pauiquioa Suljidwoa pue s198pnq
juawpedap Aseujwijaid Suimalaaa Buipnipul uoiieledald 1a8png AJuno) aasiaAQ
:531Inq [eljuass3y

‘Juswpndep aoueuly syl

ul Jels oy uolsiasadns apiaold "Builiodss soueiiea 198pnq pue UoiIe3IUNWIWOI
128png |BUly “IIpPNE [ENUUR 8] SuIPN|DUl SIIIIAIIIE [B1DUBUY || U0 SBlepdn
AjaWw)} aney s1auolssiwwo) Aluna) jo pieog ayl Bulinsua 1o} a|qisuodsay

aJe|d Ul ale SaWISAS
|oJ3U0D |eutalul pue ‘@sule|dwod ‘AdueAR|ad S3NUITUOI 21NSud 03 sainpadold
pue salajod ay3 Sulpny ‘sasueuly s,A3undQ ay3 o1 ulenad jey) saunpasold pue
sa1a1j0d ‘ssauaAlIaya Joj Sultojiuow ‘Buinuawa|dwy ‘Buiiesss oy s|qisuodsay
*§]0J3U02 [BUJR1U| pue ‘Buijiipne [eJuaiu| ‘sanbjuyda) ujzunodde

1uaw?a|dwy pue dojaasp ‘salijua [eusnol pue ‘sisplo aseysind malaal ‘s}adpng
|enuue jo maiaal pue uojiesedaud u) speay Juwaiiedap Sunsisse 1o} 3|qisuodsay

‘ainje|s|ga| a1e1S Y1 J0J UOIIWIROUI/elep |RIJUBUY

asedaid pue a3e)s a3 10 s10e415qe xe) aiedald ‘@njels 33e1s Y1m ajueplodde
uf AJunod ay3 uj 53911351 Suixel [|e Joy saiAs| |Iw Buiindwad Jo) ajqisuodsay
*AJUNOD BY1 10} S3INPUIEX3 PUB 3NUBABI [[e FUIS3SIIA0 13)(0430W03

se Suj3oe ‘Ayuno) sy jo suoiiesado Aie1adpng pue Suilunadde ayl Suigdaaip Ul

310M [BUOISS40.d puB SBIINP BAle.YIsUIWpe X3)dwod Bujwioyad Joy a|gisuodsay

:apeJn
9L



09°'60T°2YT §

09'6¥'SET §

09°'T00'62T §
L1 d91s

00°000'80T $

00 065'90T $

00 000802 S
wnuwxen

006
00T
00€

00S

08 09%'82T
09'SYETeT
09'TZ5'9TT

€1 aals

00°098'T6T

00011291

00 05€°ZST
%SL

s|elo)
T
4

$
$
$

00'€EL' 70T
00'ZS8'TIT
00785901
00 000°S8
00'869'£6
00'7SE'STT
00'89T°L1T
00°8LE'68

08829711

07°6L1°60T

0T'6L6'€0T
6 dais

00'0TLTET

00°0gL'STT

00'0667ZT
ey

wr

00'€EELVOT §
00 ZS8'TIT $
00 T85'90T
0000058 $
0086926 S
00'¥SE'SCT §
00'89T°LTT §
00'8L£'68

Y3|H 192png

09'T96'T0T S

or've0’L6 S

08'9Lv't6 S
S daxs

00'0¢9'66 S

00'066'S6 S

0008686 S
%S

00°€£2 70T
00'ZS8'TTT
00'785'90T
00 000°S8
00'869°L6
00'vSE'SZT
00'89T°LTT
00'8L£'68

w W ! v

Mo 193png

09 €£8'T6
09 50528
08 vZE'E8
T da1s

00°0v0°LL
00°0SE'9L
00°0T8'8L

wr

v

'spJolal pue

safesany

Auno) swej|jim

AUno) plep

AUNOD YIelS

Auno) uoloW

AJUno) sy104 pueig

Aluno) sse)

|4ng

$HU0d3Y ASAINS Asejes 0DSVAN |

L1 @pelg
91 8pelg
ST apein
apeln Aed Ayuno) y3a(ajing

531815 panun
e10%eq Y1IoN

Ealy Uepuey-yalewsig
00'TE0E-TT

2l pue

PJOM SIA PUE [39X3 SIN Al[eidadss ‘a1ns 3140 SIA Ul Aduaiaiyold yum

Jopayg adeuyy

Xe] /1ainseal] /ioypny
9T apeuD Aed u| SQOF Je|jw|s Ayuno) yzjapng

Yo1easay 13IN-0
yaseasay 13IN-0
yaseasay 1IN-0
siazeuepy adugd

pue ‘s13Y310 JO }JOM BY1 pue 01  Ige 3y} aAey ISNIA

s Jaindwoo ssassod 1sni

211qnd Jesauad oy pue ‘s93A0|dWS PUE s[ea1140 AJUNOD Y3 SAIYSUOITR|al Bul0M AINIDLS UIBIURUI PUR YSI[gRIS3 03 S|{1S UOHEIIUNWLLOI JU3|[33X3 59550 1SN

‘s‘a1sAs uSipunodde pazliandwoa pue }38pnq xa|dwiod Juasald pue ‘aledald ‘udisap 03 All|ige ay3 aAey 1SN

“aa119e1d Sununoooe [eauswusanod o Sujujepad suonendas pue ‘sme| ‘sanbiuyaa Suilunodde Jo 38pajMmou [eI3UBS YIM

papaau sy

Alleg
Alteg

papaap sy

pauyaq

|euonessdo
aAlaldialy|

ELGETLICIT]

5 & Ul 32ualIadxa s13A (G)aA1) 01 {£) P3JYT BABY PUE JUBIUNOIIY J1|qNd P3IY1Ia) € 3q 1SNW ‘pjaly Pale(al 1o ‘UolIeJlSIuILpY Ssaulsng ‘Builunoddy ul 33183

uopesnp3 pue ajualiadxy

‘paugisse Jo/pue paJinbas se salnp paje|al 18y3o Wiojlad

"Juswiledap aJueuly 3y3 U 4els 1oy uolsiaidans |esauad apiaold

‘WISI|BUOISS240.4d pue ‘spiepuesls [ediyla

Y31y ‘199dsas ‘uojjeurioju) jo adueyaxa uado sejowo.d ey} pue uofiesadood pue
UO1EIIUNWWIOD DAI1I3HA SMOYS AjJed|d 1Byl JOUURI B U] S3131[1GISU0ASaI W.0jJad
*s9u|193W 3UOISSILIWOY 10§ SWaY epuade

|e1pueuly saledaud ‘sainpadosd pue saidijod JelpuBLY PUBWIWOIRI pue dojaAaq




Burleigh County, North Last Date Revised:
Dakota 04/17/2023

Job Description #

Job escription 03-41420-431
Employee: Location: Bismarck
Job Title: Appraiser I Department: Auditor/Treasurer/Tax
Job Status: Non-Exempt Reports to: Deputy Auditor/Tax Equalization Director
Salary Grade: 5 DBM Rating: B22

Job Summary: Under supervision of the Deputy Auditor/Tax Equalization Director, is responsible for performing
routine technical appraisals of commercial, residential, manufactured, and agricultural property to determine value for tax
assessment purposes.

Respounusibilities:

50 % time Provide technical support documenting tax findings, property assessments,
prepa ecords, inputting eparation of
manu statements, and p other clerical duties
including customer service.

20 % time 2. Provide assistance to the Deputy Auditor/Tax Equalization Director with
building appraisal and assessment.

15 % time 3. Compile and maintain documentation to substantiate transactions, balance,
and reconcile accounts, search records, complete and process applications,
prepare other documentation.

15 % time 4. Provide assistance by inspecting properties and recording statistical information

on such properties.

Essential Job Duties:

1.

Receive and refer telephone calls, assist members of the public, create tax estimates for County properties and
mobile homes, receive payments, complete and process various applications and documents, assist with elections,
and other general clerical duties.

Participate in building appraisal and assessment work by inspecting and measuring buildings to determine the
proper classification of the structure; sketch an outline of the structure.

Participate in land appraisal and assessment work by inspecting properties to record the type of property,
improvements, area measurements and related information necessary for value determination.

Transfer information from source documents such as reports and statements to permanent records such as real and
manufactured home records, deeds, property assessment roles, etc.

Track and maintain records on all sales, deed transfers, building permits, and two-year tax exemptions on systems
that can be used by county employees as well as other appraisers, and the general public looking for general sales
information.

Calculate taxes on new construction and prepare tax estimates for abstractors, lenders, realtors, and owners.
Maintain manufactured homes master files, audits of each mobile home court at last twice a year in person to
ensure each park follows North Dakota Century Code (NDCC), create mobile home tax bills, prepare abatements
as necessary for County properties and mobile homes, create and maintain the three (3) year delinquent tax list for
the Sheriff’s Department, and assist with the collection of taxes on manufactured homes.

Assist with real property and mobile home tax inquiries, senior citizen exemptions, moving permits, and name
changes.
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10.

11.

12.

Burleigh County, North Last Date Revised:

04/17/2023
Dakota
Job Description #
Job Description 03-41420-431

Assist the public with locating information needed for tax assessment, sales, and other documentation needed for
real estate transactions.

Perform clerical duties such as answering phones, documenting information, maintaining files, assist in elections,
and assist with the public.

Assist citizens of the county and mobile homeowners with Homestead Credit Applications and Disabled Veteran
Credits (either in the office or in their home), maintain database for Homestead Credits and Disabled Veteran
Credits for the County, and enter all City Homestead and Disabled Veteran Credits in taxwise.

Perform other duties as required or assigned.

Job Qualifications, Experience and Education

L.

7.

Associate Degree or two (2) years of technical trade school with course work in accounting, cost estimating,
construction trades, architectural drafting, or related, field, and one (1) to three (3) years related tax or appraisal
work experience. And/or an equivalent combination of education and experience.

Must have knowledge of modern building methods and/or appraisal techniques for tax assessment purposes; the
ability to read land descriptions and to locate a property from a map; ability to understand and work from building
plans and blueprints.

Must have knowledge of the laws, regulations, policies, rules, and procedures governing the conduct of the
Department of Tax Equalization and counties.

Requires the ability to establish and maintain effective working relationships with the public and other employees.
Proficiency in the MS Office Suite of products, specifically, Excel and Word in order to efficiently perform the
administrative tasks assigned to this position.

Moust obtain a current assessor’s certificate issued by the North Dakota State Supervisor of Assessment within two
(2) years of hiring.

Must have a valid North Dakota driver’s license with a clean driving record.

Working Conditions/ Physical and Mental Demands

l.

2.

3.

Physical environment consists of a desk job in the standard environment. Will include physical motions of finger
dexterity for frequent use of PC keyboard, Sitting and standing motions.

Some travel may be required. Exposure to elements of varied weather conditions may be encountered when
responding to emergencies.

Frequent use of PC keyboard and monitor.

Clarification Clause:

This is an appointed position and is subject to reappointment by the Board of County Commissioners on an annual basis.
This job description is not intended and should not be construed to be a complete list of all duties, skills, responsibilities,
or working conditions associated with the job. It is intended to be a reasonable outline of those principal job elements
essential in maintaining Tax Appraiser I related position. The job description is not a contract. Burleigh County reserves
the right to modify job descriptions at any time.

Employee Signature Date
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Burleigh County, North Last Date Revised:

04/17/2023
akota
Job Description #
Job Description 03-41420-432
Employee: Location: Bismarck
Job Title: Appraiser II Department: Auditor/Treasurer/Tax
Job Status: Non-Exempt Reports to: Deputy Auditor/Tax Equalization Director
Salary Grade: 7 DBM Rating: B31

Job Summary: Under the supervision of the Deputy Auditor/Tax Equalization Director, is responsible for performing
technical work involving the review and appraisal of commercial, residential, manufactured, and agricultural property to
determine proper valuation for tax assessment purposes. The employee may be required to provide guidance and
assistance to other less experienced staff members.

Responsibilities:

55 % time 1. Provide technical support documenting tax findings, property assessments,
and performing other clerical duties including customer service.
25 % time 2. Independently inspect and list property; compile and record statistical
information on property.

20 % time 3. Assist the Deputy Auditor/Tax Equalization Director with building appraisals,
assessments, and equalization.

Essential Job Duties:

1. Review properties by the type of construction, interior systems, and other details; take measurements of buildings
or additions to determine the total amount of square footage; prepare field sketches and/or take photographs of
property as needed.

2. Participate in land appraisal and assessment work by inspecting properties to record the type of property,
improvements, area measurements and related information necessary for value determination.

3. Compile sales data information of property through deed transfers and conduct sales ratio studies t