
 

NOTICE OF MEETING 
OF THE 

CITY OF DIBOLL CITY COUNCIL 
 

The City Council will meet in a regular session meeting in the City Hall Council Chambers, located 
at 400 Kenley, Diboll, Texas, on Tuesday, June 11, 2024 at 5:15p.m. 
 
Call to Order 

 Invocation 

Pledge of Allegiance 
 
CITIZENS PRESENTATION: (Limited to 3 minutes) 
This item provides the opportunity to address the City Council on any matter whether or not it is 
posted on the agenda. However, in accordance with the Texas Open Meetings Act, Section 
551.041, the Council cannot discuss, deliberate, or take any action on matters not listed on the 
agenda. At this time, the Council will receive citizen comments, and if necessary, may refer the 
matter to City staff for research, resolution, or referral to Council on a future agenda. 
 
Item #1: CONSENT AGENDA: All matters listed under Consent Agenda are considered to be 
routine by the City Council and will be enacted by one motion. There will not be separate 
discussion. If discussion is desired, that item will be removed from the consent agenda and will be 
considered separately. Consider approval of the following reports: 

a. Minutes from May 14, 2024, Regular Session Meeting 
b. Financial Statement for May 2024 
c. 12-Month Attendance Record for May 2024 

 
Item #2: Oath of office administered by Mayor Trey Wilkerson, to unopposed Council Member.  
 
Item #3: Oath of office administered by Mayor Trey Wilkerson, to swear-in appointed Council 
Member.  
 
Item #4: Consideration and possible action to appoint a board member for Deep East Texas 
Council of Governments & Economic Development District (DETCOG) Board. 
 
Item #5: Consideration and possible action to approve the appointment of members to the 
Planning and Zoning Commission.  
 
Item #6: Consideration and possible action to approve modifications to the City of Diboll 
Personnel Policies Manual. 
 
Item #7: Consideration and possible action to approve the American Rescue Plan Act State & 
Local Fiscal Recovery Funding (ARPA-SLFRF) Financial Management Policies & Procedures. 
 
Item #8: Consideration and possible action to approve the American Rescue Plan Act State & 
Local Fiscal Recovery Funding (ARPA-SLFRF) Document Management & Records Retention 
Policy. 



 

Item #9: Consideration and possible action to approve the American Rescue Plan Act State & 
Local Fiscal Recovery Funding (ARPA-SLFRF) Standards of Conduct and Conflict of Interest 
Policy. 
 
Item #10: DEPARTMENT HEAD REPORTS 

a. Fire Department Report 
b. Police Department Report 
c. Public Works Report 
d. Code Compliance Report 
e. Finance & Court Report 
f. City Manager Report 

 
 

Adjournment 
 
Note: Mayor and Council Reports on Items of Community Interest- Pursuant to Texas Government 
Code Section 551.0415 the City Council may report on the following items (1) expression of 
thanks, congratulations, or condolences; (2) information about holiday schedules; (3) recognition 
of individuals; (4) reminders about upcoming City Council events; (5) information about 
community events; (6) announcements involving imminent threat to public health and safety. 
 
I certify that this Notice of Meeting was posted in a glass-enclosed case in front of City Hall at 
400 Kenley Street, Diboll, Texas, and available for viewing by the public prior to 5:15 p.m. on 
June 7, 2024, as well as at the City’s website. 

 
 
 
 

                 Rosa M. Olvera 
 

Rosa M. Olvera - City Secretary 
Posted: 06/07/2024 
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MINUTES OF THE GOVERNING BODY OF THE CITY OF DIBOLL, TEXAS 
REGULAR SESSION MEETING ON TUESDAY, MAY 14, 2024, AT 5:15 P.M., IN 
THE DIBOLL CITY HALL CHAMBERS. 
 
COUNCIL PRESENT 
Mayor Trey Wilkerson, Mayor Pro Tem Daniel Lopez, Councilmembers Jana Coulter, Luis 
Maldonado, Nora Munoz and Ruben Terrazas 
 
COUNCIL ABSENT 
Councilmember Ray Williams, Jr. 
 
STAFF PRESENT 
City Manager Jason A. Arnold, City Secretary Rosa Olvera, Finance Director Sam Durham, 
Chief of Police Michael Skillern and Public Works Director Joshua Richard 
 
Call to Order: Mayor Trey Wilkerson called the meeting to order at 5:15p.m. 

Mayor Trey Wilkerson gave the invocation, then led the Pledge of Allegiance which was 
recited by those in attendance. 
 
CITIZENS PRESENTATION: (Limited to 3 minutes) 
This item provides the opportunity to address the City Council on any matter whether or not 
it is posted on the agenda. However, in accordance with the Texas Open Meetings Act, Section 
551.041, the Council cannot discuss, deliberate, or take any action on matters not listed on the 
agenda. At this time, the Council will receive citizen comments, and if necessary, may refer 
the matter to City staff for research, resolution, or referral to Council on a future agenda. 
 
Public Participation: NONE 
 
Item #1: CONSENT AGENDA: All matters listed under Consent Agenda are considered to 
be routine by the City Council and will be enacted by one motion. There will not be separate 
discussion. If discussion is desired, that item will be removed from the consent agenda and 
will be considered separately. Consider approval of the following reports: 

a. Minutes from April 9, 2024, Regular Session Meeting 
b. Financial Statement for April 2024 
c. 12-Month Attendance Record for April 2024 
d. Investment Report for Quarter ending March 2024 

 
Daniel Lopez made a motion to approve and Luis Maldonado second. 
All in Favor, none opposed, motion carries. 

 
Item #2: Oath of office administered by Justice of the Peace Precinct 4, the honorable Rodney   
Cheshire, to swear-in unopposed Council Members.  

 
JP Rodney Cheshire administered the Oath of Office and sworn in Council: 
Mayor, Trey Wilkerson; Councilmember District 2, Luis Maldonado; 
Councilmember District 4, Daniel Lopez. 
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Item #3:  Consideration and possible action to nominate and vote for a Mayor Pro Tem. 
 
Daniel Lopez was nominated by Jana Coulter. No other nominations. 
Jana Coulter made a motion to approve Daniel Lopez for Mayor Pro Tem and 
Luis Maldonado second. All in Favor, none opposed, motion carries. 

 
Item #4: Mayor Trey Wilkerson to present the Oath and Statement of Officer to newly hired Police 
Officer. 

 
Chief of Police Michael Skillern introduced Officer Ham and Mayor Trey 
Wilkerson administered the Oath of Office. 

 
Item #5: Recognition of Police Officer Feliciano (Felix) Estrada for his 20 years of service. 

 
Chief of Police Michael Skillern and Assistant Chief of Police Jacob Hopper 
presented Officer Estrada with a Years of Service Recognition Award with the 
Diboll Police Department and the City of Diboll. 

 
Item #6: Presentation of Life Saving Award by Police Chief. 

 
Dispatcher Brian Tomez, Sergeant Isaias Rodriguez and Officer Sterling 
Linebaugh were each presented with a Life Saving Award by Chief of Police 
Michael Skillern. The citizen they rendered aid to was present and also gave 
thanks to the group.  

 
Item #7: Consideration and possible action to approve Ordinance 2024-05-001 that formally 
announces the pursuit of “Recognized” status from the Texas Police Chiefs Association’s Law 
Enforcement Best Business Practices Recognition Program and meeting the minimal requirements to 
do so.  

 
Chief of Police Michael Skillern gave a brief overview to Council. 
Daniel Lopez made a motion to approve and Nora Munoz second. 
All in Favor, none opposed, motion carries. 

 
Item #8: Diboll Booster Club to present the 2024 Diboll Day Queen Candidates. 

 
President of the Diboll Booster Club, Rodney Cheshire gave a 2024 Diboll 
Day event brief and presented the Diboll Day Queen Candidates: Hannah 
Jones, Hailey Lovelady, Kyna Rios and Ariel Webb 

 
Item #9: Consideration and possible action to approve bid results for the 2024 Street Overlay Project. 

 
Danny Hays with KSA gave an overview of the bid results to Council and Jason 
Arnold gave his recommendation to award bid to Lakey, Inc. of Lufkin, Texas. 
Daniel Lopez made a motion to approve and Luis Maldonado second. All in 
Favor, none opposed, motion carries. 

 
Item #10: Consideration and possible action to approve the TLL Temple Library Endowment 
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expenditure in the amount of $35,000 for flood damage repairs. 
 
Finance Committee recommended approval at May 14, 2024 Finance 
Committee Meeting. Council reviewed the letter from TLL Temple 
Library detailing the request. Jana Coulter made a motion to approve and 
Nora Munoz second. All in Favor, none opposed, motion carries. 

 
Item #11: Consideration and possible action to approve the Special Event Permit Application Policy. 

 
Luis Maldonado made a motion to approve and Ruben Terrazas second. 
All in Favor, none opposed, motion carries. 

 
Item #12: Consideration and possible action to approve the Citizen Award and Recognition Program. 

 
Luis Maldonado made a motion to approve and Daniel Lopez second. 
All in Favor, none opposed, motion carries. 

 
Item #13: Consideration and possible action to approve Ordinance 2024-05-002 for the second (2nd) 
amendment to the 2023-2024 Operating Budget. 

 
Nora Munoz made a motion to approve and Luis Maldonado second. 
All in Favor, none opposed, motion carries. 

 
Item #14: PUBLIC HEARING regarding proposed Zoning Change at 1410 N Hendrick Ave, Diboll, 
Texas from (“B2”) Business District to (“SF2”) Mixed Residential District as recommended by the 
Planning and Zoning Commission. 
 
Public Participation: Tami Jones, Realtor representing the seller of this property spoke briefly 
regarding the requested change. 
 OPEN: 5:52p.m. 
 CLOSED: 5:53p.m. 
 
Item #15: Consideration and possible action to approve Ordinance 2024-05-003, Zoning Change at 
1410 N Hendrick Ave, Diboll, Texas. 

 
Daniel Lopez made a motion to approve and Luis Maldonado second. 
All in Favor, none opposed, motion carries. 

 
Item #16: PUBLIC HEARING regarding proposed voluntary annexation of the following one (1) 
Property in Angelina County, Property ID 39951, Owner - GALLTER INVESMENTS LLC 
 
Public Participation: NONE 
 OPEN: 5:54p.m. 
 CLOSED: 5:54p.m 
 
Item #17: Consideration and possible action to approve Ordinance 2024-05-004, the voluntary 
annexation, Property ID 39951. 
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Jason Arnold gave a brief overview to Council. 
Nora Munoz made a motion to approve and Jana Coulter second. 
All in Favor, none opposed, motion carries. 

 
Item #18: DEPARTMENT HEAD REPORTS 

a. Fire Department Report 
b. Police Department Report 
c. Public Works Report 
d. Code Compliance Report 
e. Finance & Court Report 
f. City Manager Report 

 
Item #19: Consideration and possible action to accept resignation for Councilmember District 1 – 
Jana Coulter. 
 

Council Reconvened at 6:04p.m. then discussed Item #19 and #21 
Luis Maldonado made a motion to approve and Nora Munoz second. 
All in Favor, none opposed, motion carries. 
 

Item #20: The Diboll City Council will convene into a closed Executive Session, in accordance 
with Open Meetings Act, Chapter 551, Texas Government Code 551.074, for the purpose of 
discussing appointment for Councilmember District 1. 
 
Council will reconvene into open session following closed door session and possibly take action 
on matters discussed in Executive Session. 
   

Start: 5:56p.m.  
Reconvened: 6:04p.m.  

 
Item #21: Consideration and possible action to appoint Councilmember for District 1 as discussed 
in Executive Session. 

 
Daniel Lopez made a motion to approve appointment of Schuyler Bacon as 
Councilmember for District 1 and Ruben Terrazas second. 
All in Favor, none opposed, motion carries. 

 
Adjournment 
 
Mayor Wilkerson called to adjourn at 6:05p.m. 
 
Minutes of the May 14, 2024 Regular Session Meeting approved by council on this the 11th 
day of June, 2024. 
 

 

 
Trey Wilkerson, Mayor 
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ATTEST BY: 
 
_____________________________________  
Rosa M. Olvera, City Secretary 

 
STATE OF TEXAS § 
ANGELINA COUNTY § 
CITY OF DIBOLL § 
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Financial Report
City of Diboll Group Summary

For Fiscal: 2023-2024 Period Ending: 05/31/2024

MTD Activity YTD Activity
YTD Activity +

Encumbrances
Budget

RemainingCategory

Current
Total Budget

Original
Total Budget

Fund: 01 - General Fund

Revenue

500.00 9,000.00 9,000.00 0.009,000.00 9,000.003100 - Charges for Service

33,457.89 193,870.44 193,870.44 82,209.56276,080.00 276,080.003200 - Fines and Fees

2,120.39 25,815.74 25,815.74 184.2626,000.00 26,000.003210 - Licenses & Permits

26,824.03 113,756.33 113,756.33 261,243.67375,000.00 375,000.003500 - Franchise Tax

16,570.10 1,414,208.09 1,414,208.09 6,809.911,421,018.00 1,421,018.003550 - Property Tax

121,084.62 700,373.01 700,373.01 164,626.99865,000.00 865,000.003700 - Sales Tax

669.49 19,929.71 19,929.71 12,070.2932,000.00 32,000.003800 - Interest

5,226.45 49,707.17 49,707.17 -9,907.1739,800.00 39,800.003805 - Miscellaneous

0.00 28,463.32 28,463.32 -26,903.991,559.33 1,559.333940 - Contributions & Grants

0.00 10,800.00 10,800.00 0.0010,800.00 10,800.003960 - Donations

206,452.97 2,565,923.81 2,565,923.81 490,333.523,056,257.33 3,056,257.33Revenue Total:

Expense

1,589.56 68,238.87 68,238.87 -638.4367,600.44 67,600.444000 - Insurance

0.00 433.20 433.20 -433.200.00 0.004010 - Grant Expense

0.00 99.00 99.00 301.00400.00 400.004030 - Fines & Fees

20,391.94 211,765.99 212,645.57 36,570.43249,216.00 249,216.004040 - Administrative

0.00 22,377.00 22,377.00 1.0022,378.00 22,378.004080 - Capital Purchase

9,642.79 146,637.43 147,137.43 56,267.58203,405.01 203,405.014100 - Contractual & Professional Services

12,924.67 43,394.29 43,394.29 127,605.71171,000.00 171,000.004110 - Intergov't Contracts

7,033.96 29,674.36 31,836.77 60,260.3792,097.14 92,097.144210 - Project Expense

9,028.82 64,003.74 64,003.74 45,436.26109,440.00 109,440.004300 - Utility

13,705.80 119,382.24 122,754.84 171,761.18294,516.02 294,516.024400 - Repairs & Maintenance

53,312.63 129,812.51 130,442.35 53,218.55183,660.90 183,660.904460 - Materials & Supplies

166.06 6,677.41 6,327.41 665.406,992.81 6,992.814500 - Miscellaneous

249,962.61 1,526,915.88 1,526,915.88 684,544.752,211,460.63 2,211,460.634800 - Payroll Expense

1,711.12 26,109.33 27,141.07 20,833.9347,975.00 47,975.004860 - Personnel

0.00 0.00 0.00 -465,939.62-465,939.62 -465,939.629999 - Transfers

379,469.96 2,395,521.25 2,403,747.42 790,454.913,194,202.33 3,194,202.33Expense Total:

-173,016.99 170,402.56 162,176.39 -300,121.39-137,945.00 -137,945.00Fund: 01 - General Fund Surplus (Deficit):
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MTD Activity YTD Activity
YTD Activity +

Encumbrances
Budget

RemainingCategory

Current
Total Budget

Original
Total Budget

Fund: 02 - Utility Fund

Revenue

252,420.47 2,125,690.75 2,125,690.75 1,591,706.253,717,397.00 3,717,397.003100 - Charges for Service

152,037.98 896,999.67 896,999.67 -871,999.6725,000.00 25,000.003130 - Penalties & Interest

0.00 13,032.06 13,032.06 7,967.9421,000.00 21,000.003800 - Interest

866.21 35,700.83 35,700.83 -21,700.8314,000.00 14,000.003805 - Miscellaneous

115,026.45 449,522.45 449,522.45 -449,522.450.00 0.003940 - Contributions & Grants

520,351.11 3,520,945.76 3,520,945.76 256,451.243,777,397.00 3,777,397.00Revenue Total:

Expense

0.00 32,297.27 32,297.27 50.0032,347.27 32,347.274000 - Insurance

115,026.45 219,072.45 219,072.45 -219,072.450.00 0.004010 - Grant Expense

0.00 288.44 288.44 1,466.561,755.00 1,755.004030 - Fines & Fees

1,009.75 42,276.15 42,314.97 -12,615.9729,699.00 29,699.004040 - Administrative

0.00 60,270.50 60,270.50 151,081.50211,352.00 211,352.004080 - Capital Purchase

15,719.50 710,660.58 723,098.58 160,926.46884,025.04 884,025.044100 - Contractual & Professional Services

0.00 24,344.10 24,344.10 25,655.9050,000.00 50,000.004110 - Intergov't Contracts

12,745.90 100,916.50 100,916.50 49,703.50150,620.00 150,620.004300 - Utility

5,554.27 132,106.40 145,322.77 124,628.23269,951.00 269,951.004400 - Repairs & Maintenance

15,649.06 125,663.90 128,010.35 110,445.38238,455.73 238,455.734460 - Materials & Supplies

65,667.69 415,080.62 415,080.62 191,425.72606,506.34 606,506.344800 - Payroll Expense

0.00 796.88 796.88 8,204.129,001.00 9,001.004860 - Personnel

0.00 464,467.00 464,467.00 876,317.621,340,784.62 1,340,784.629999 - Transfers

231,372.62 2,328,240.79 2,356,280.43 1,468,216.573,824,497.00 3,824,497.00Expense Total:

288,978.49 1,192,704.97 1,164,665.33 -1,211,765.33-47,100.00 -47,100.00Fund: 02 - Utility Fund Surplus (Deficit):



Financial Report For Fiscal: 2023-2024 Period Ending: 05/31/2024

6/4/2024 2:07:13 PM Page 3 of 20

MTD Activity YTD Activity
YTD Activity +

Encumbrances
Budget

RemainingCategory

Current
Total Budget

Original
Total Budget

Fund: 03 - Recreation Fund

Revenue

90.00 1,570.00 1,570.00 -1,570.000.00 0.003100 - Charges for Service

5,856.71 53,548.75 53,548.75 16,551.2570,100.00 70,100.003900 - Rentals & Leases

5,946.71 55,118.75 55,118.75 14,981.2570,100.00 70,100.00Revenue Total:

Expense

0.00 630.10 630.10 -30.10600.00 600.004000 - Insurance

117.45 1,369.52 1,369.52 44.481,414.00 1,414.004040 - Administrative

60.00 860.00 860.00 590.001,450.00 1,450.004100 - Contractual & Professional Services

5,021.84 39,555.89 39,555.89 16,780.1156,336.00 56,336.004300 - Utility

0.00 19,563.50 20,763.50 36.5020,800.00 20,800.004400 - Repairs & Maintenance

0.00 0.00 0.00 40,647.0040,647.00 40,647.004800 - Payroll Expense

0.00 0.00 0.00 -51,147.00-51,147.00 -51,147.009999 - Transfers

5,199.29 61,979.01 63,179.01 6,920.9970,100.00 70,100.00Expense Total:

747.42 -6,860.26 -8,060.26 8,060.260.00 0.00Fund: 03 - Recreation Fund Surplus (Deficit):
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MTD Activity YTD Activity
YTD Activity +

Encumbrances
Budget

RemainingCategory

Current
Total Budget

Original
Total Budget

Fund: 05 - Special Revenue Fund

Revenue

0.00 0.00 0.00 169,613.00169,613.00 169,613.003805 - Miscellaneous

0.00 1,330.96 1,330.96 1,610.212,941.17 2,941.173940 - Contributions & Grants

0.00 1,330.96 1,330.96 171,223.21172,554.17 172,554.17Revenue Total:

Expense

534.50 16,724.11 16,724.11 91,499.89108,224.00 108,224.004010 - Grant Expense

2,656.40 2,981.40 3,357.57 1,986.605,344.17 5,344.174210 - Project Expense

3,190.90 19,705.51 20,081.68 93,486.49113,568.17 113,568.17Expense Total:

-3,190.90 -18,374.55 -18,750.72 77,736.7258,986.00 58,986.00Fund: 05 - Special Revenue Fund Surplus (Deficit):
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MTD Activity YTD Activity
YTD Activity +

Encumbrances
Budget

RemainingCategory

Current
Total Budget

Original
Total Budget

Fund: 06 - Hotel/Motel Tax Fund

Revenue

0.00 7,315.38 7,315.38 6,684.6214,000.00 14,000.003400 - Hotel Motel Tax

0.00 0.00 0.00 31,000.0031,000.00 31,000.003805 - Miscellaneous

0.00 7,315.38 7,315.38 37,684.6245,000.00 45,000.00Revenue Total:

Expense

0.00 0.00 0.00 35,250.0035,250.00 35,250.009999 - Transfers

0.00 0.00 0.00 35,250.0035,250.00 35,250.00Expense Total:

0.00 7,315.38 7,315.38 2,434.629,750.00 9,750.00Fund: 06 - Hotel/Motel Tax Fund Surplus (Deficit):



Financial Report For Fiscal: 2023-2024 Period Ending: 05/31/2024

6/4/2024 2:07:13 PM Page 6 of 20

MTD Activity YTD Activity
YTD Activity +

Encumbrances
Budget

RemainingCategory

Current
Total Budget

Original
Total Budget

Fund: 07 - Seized Fund

Revenue

1.30 10.18 10.18 -10.180.00 0.003800 - Interest

0.00 0.00 0.00 7,604.007,604.00 7,604.003805 - Miscellaneous

1.30 10.18 10.18 7,593.827,604.00 7,604.00Revenue Total:

Expense

0.00 0.00 0.00 1,500.001,500.00 1,500.009999 - Transfers

0.00 0.00 0.00 1,500.001,500.00 1,500.00Expense Total:

1.30 10.18 10.18 6,093.826,104.00 6,104.00Fund: 07 - Seized Fund Surplus (Deficit):
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MTD Activity YTD Activity
YTD Activity +

Encumbrances
Budget

RemainingCategory

Current
Total Budget

Original
Total Budget

Fund: 08 - Diboll Day Fund

Expense

0.00 0.00 0.00 1,500.001,500.00 1,500.004040 - Administrative

0.00 0.00 0.00 6,000.006,000.00 6,000.004100 - Contractual & Professional Services

0.00 0.00 0.00 6,250.006,250.00 6,250.004460 - Materials & Supplies

0.00 0.00 0.00 2,000.002,000.00 2,000.004800 - Payroll Expense

0.00 0.00 0.00 -15,750.00-15,750.00 -15,750.009999 - Transfers

0.00 0.00 0.00 0.000.00 0.00Expense Total:

0.00 0.00 0.00 0.000.00 0.00Fund: 08 - Diboll Day Fund Total:
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MTD Activity YTD Activity
YTD Activity +

Encumbrances
Budget

RemainingCategory

Current
Total Budget

Original
Total Budget

Fund: 09 - MC Security Fund

Revenue

1,144.52 5,800.14 5,800.14 1,367.867,168.00 7,168.003200 - Fines and Fees

0.00 0.00 0.00 11,211.0011,211.00 11,211.003805 - Miscellaneous

1,144.52 5,800.14 5,800.14 12,578.8618,379.00 18,379.00Revenue Total:

Expense

0.00 0.00 0.00 3,168.003,168.00 3,168.004300 - Utility

0.00 0.00 0.00 4,000.004,000.00 4,000.009999 - Transfers

0.00 0.00 0.00 7,168.007,168.00 7,168.00Expense Total:

1,144.52 5,800.14 5,800.14 5,410.8611,211.00 11,211.00Fund: 09 - MC Security Fund Surplus (Deficit):
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MTD Activity YTD Activity
YTD Activity +

Encumbrances
Budget

RemainingCategory

Current
Total Budget

Original
Total Budget

Fund: 10 - MC Tech Fund

Revenue

971.80 5,031.10 5,031.10 1,976.907,008.00 7,008.003200 - Fines and Fees

0.00 0.00 0.00 7,105.007,105.00 7,105.003805 - Miscellaneous

971.80 5,031.10 5,031.10 9,081.9014,113.00 14,113.00Revenue Total:

Expense

241.78 1,910.28 1,910.28 5,097.727,008.00 7,008.004300 - Utility

241.78 1,910.28 1,910.28 5,097.727,008.00 7,008.00Expense Total:

730.02 3,120.82 3,120.82 3,984.187,105.00 7,105.00Fund: 10 - MC Tech Fund Surplus (Deficit):
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MTD Activity YTD Activity
YTD Activity +

Encumbrances
Budget

RemainingCategory

Current
Total Budget

Original
Total Budget

Fund: 11 - PEG Fund

Revenue

0.00 0.00 0.00 57,602.0057,602.00 57,602.003805 - Miscellaneous

0.00 0.00 0.00 57,602.0057,602.00 57,602.00Revenue Total:

0.00 0.00 0.00 57,602.0057,602.00 57,602.00Fund: 11 - PEG Fund Total:
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MTD Activity YTD Activity
YTD Activity +

Encumbrances
Budget

RemainingCategory

Current
Total Budget

Original
Total Budget

Fund: 12 - Red Light Fund

Revenue

25.73 202.23 202.23 -202.230.00 0.003800 - Interest

0.00 0.00 0.00 50,414.0050,414.00 50,414.003805 - Miscellaneous

25.73 202.23 202.23 50,211.7750,414.00 50,414.00Revenue Total:

25.73 202.23 202.23 50,211.7750,414.00 50,414.00Fund: 12 - Red Light Fund Total:
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MTD Activity YTD Activity
YTD Activity +

Encumbrances
Budget

RemainingCategory

Current
Total Budget

Original
Total Budget

Fund: 13 - Debt Service Fund

Revenue

2,528.65 150,020.48 150,020.48 -4,576.48145,444.00 145,444.003550 - Property Tax

42.93 128.13 128.13 -128.130.00 0.003800 - Interest

0.00 0.00 0.00 80,000.0080,000.00 80,000.003805 - Miscellaneous

2,571.58 150,148.61 150,148.61 75,295.39225,444.00 225,444.00Revenue Total:

Expense

0.00 518,657.88 518,657.88 90,303.12608,961.00 608,961.004015 - Bond Expense

396,682.72 396,682.72 396,682.72 -4,401.72392,281.00 392,281.004020 - Note Expense

0.00 475.00 475.00 475.00950.00 950.004030 - Fines & Fees

0.00 -464,467.00 -464,467.00 -392,281.00-856,748.00 -856,748.009999 - Transfers

396,682.72 451,348.60 451,348.60 -305,904.60145,444.00 145,444.00Expense Total:

-394,111.14 -301,199.99 -301,199.99 381,199.9980,000.00 80,000.00Fund: 13 - Debt Service Fund Surplus (Deficit):
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MTD Activity YTD Activity
YTD Activity +

Encumbrances
Budget

RemainingCategory

Current
Total Budget

Original
Total Budget

Fund: 14 - Endowment Fund

Revenue

0.00 0.00 0.00 8,050.008,050.00 8,050.003800 - Interest

0.00 0.00 0.00 8,050.008,050.00 8,050.00Revenue Total:

Expense

0.00 0.00 0.00 8,050.008,050.00 8,050.009999 - Transfers

0.00 0.00 0.00 8,050.008,050.00 8,050.00Expense Total:

0.00 0.00 0.00 0.000.00 0.00Fund: 14 - Endowment Fund Surplus (Deficit):
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MTD Activity YTD Activity
YTD Activity +

Encumbrances
Budget

RemainingCategory

Current
Total Budget

Original
Total Budget

Fund: 15 - Restricted Project Fund

Revenue

0.00 0.00 0.00 292,600.00292,600.00 292,600.003805 - Miscellaneous

0.00 0.00 0.00 292,600.00292,600.00 292,600.00Revenue Total:

Expense

0.00 0.00 0.00 45,000.0045,000.00 45,000.004210 - Project Expense

0.00 0.00 0.00 45,000.0045,000.00 45,000.00Expense Total:

0.00 0.00 0.00 247,600.00247,600.00 247,600.00Fund: 15 - Restricted Project Fund Surplus (Deficit):
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MTD Activity YTD Activity
YTD Activity +

Encumbrances
Budget

RemainingCategory

Current
Total Budget

Original
Total Budget

Fund: 16 - MC Local Truancy Prevention & Diversion Fund

Revenue

1,102.73 5,283.64 5,283.64 2,716.368,000.00 8,000.003200 - Fines and Fees

1,102.73 5,283.64 5,283.64 2,716.368,000.00 8,000.00Revenue Total:

Expense

0.00 0.00 0.00 -24,168.00-24,168.00 -24,168.004500 - Miscellaneous

0.00 0.00 0.00 -24,168.00-24,168.00 -24,168.00Expense Total:

1,102.73 5,283.64 5,283.64 26,884.3632,168.00 32,168.00Fund: 16 - MC Local Truancy Prevention & Diversion Fund Surplus (…
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MTD Activity YTD Activity
YTD Activity +

Encumbrances
Budget

RemainingCategory

Current
Total Budget

Original
Total Budget

Fund: 17 - MC Municipal Jury Fund

Revenue

21.94 105.26 105.26 44.74150.00 150.003200 - Fines and Fees

21.94 105.26 105.26 44.74150.00 150.00Revenue Total:

Expense

0.00 0.00 0.00 -483.00-483.00 -483.004500 - Miscellaneous

0.00 0.00 0.00 -483.00-483.00 -483.00Expense Total:

21.94 105.26 105.26 527.74633.00 633.00Fund: 17 - MC Municipal Jury Fund Surplus (Deficit):
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MTD Activity YTD Activity
YTD Activity +

Encumbrances
Budget

RemainingCategory

Current
Total Budget

Original
Total Budget

Fund: 18 - Keep Diboll Beautiful Fund

Revenue

0.00 0.00 0.00 51,780.6951,780.69 51,780.693805 - Miscellaneous

33.29 346.40 346.40 -36.29310.11 310.113960 - Donations

33.29 346.40 346.40 51,744.4052,090.80 52,090.80Revenue Total:

Expense

0.00 9,907.06 9,907.06 42,183.7452,090.80 52,090.804210 - Project Expense

0.00 9,907.06 9,907.06 42,183.7452,090.80 52,090.80Expense Total:

33.29 -9,560.66 -9,560.66 9,560.660.00 0.00Fund: 18 - Keep Diboll Beautiful Fund Surplus (Deficit):
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MTD Activity YTD Activity
YTD Activity +

Encumbrances
Budget

RemainingCategory

Current
Total Budget

Original
Total Budget

Fund: 19 - Street Project Fund

Revenue

86.63 680.96 680.96 -680.960.00 0.003800 - Interest

0.00 0.00 0.00 225,643.00225,643.00 225,643.003805 - Miscellaneous

86.63 680.96 680.96 224,962.04225,643.00 225,643.00Revenue Total:

Expense

0.00 0.00 0.00 225,643.00225,643.00 225,643.004210 - Project Expense

0.00 0.00 0.00 225,643.00225,643.00 225,643.00Expense Total:

86.63 680.96 680.96 -680.960.00 0.00Fund: 19 - Street Project Fund Surplus (Deficit):
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MTD Activity YTD Activity
YTD Activity +

Encumbrances
Budget

RemainingCategory

Current
Total Budget

Original
Total Budget

Fund: 20 - ARPA Fund

Revenue

588.27 4,639.55 4,639.55 -4,639.550.00 0.003800 - Interest

0.00 0.00 0.00 1,159,596.001,159,596.00 1,159,596.003805 - Miscellaneous

588.27 4,639.55 4,639.55 1,154,956.451,159,596.00 1,159,596.00Revenue Total:

Expense

0.00 7,113.60 7,113.60 1,152,482.401,159,596.00 1,159,596.004210 - Project Expense

0.00 7,113.60 7,113.60 1,152,482.401,159,596.00 1,159,596.00Expense Total:

588.27 -2,474.05 -2,474.05 2,474.050.00 0.00Fund: 20 - ARPA Fund Surplus (Deficit):

-276,858.69 1,047,156.63 1,009,314.65Total Surplus (Deficit): 376,528.00376,528.00
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Fund Summary

MTD Activity YTD Activity
YTD Activity +

Encumbrances
Budget

RemainingFund
Current

Total Budget
Original

Total Budget

01 - General Fund -173,016.99 170,402.56 162,176.39 -300,121.39-137,945.00-137,945.00

02 - Utility Fund 288,978.49 1,192,704.97 1,164,665.33 -1,211,765.33-47,100.00-47,100.00

03 - Recreation Fund 747.42 -6,860.26 -8,060.26 8,060.260.000.00

05 - Special Revenue Fund -3,190.90 -18,374.55 -18,750.72 77,736.7258,986.0058,986.00

06 - Hotel/Motel Tax Fund 0.00 7,315.38 7,315.38 2,434.629,750.009,750.00

07 - Seized Fund 1.30 10.18 10.18 6,093.826,104.006,104.00

08 - Diboll Day Fund 0.00 0.00 0.00 0.000.000.00

09 - MC Security Fund 1,144.52 5,800.14 5,800.14 5,410.8611,211.0011,211.00

10 - MC Tech Fund 730.02 3,120.82 3,120.82 3,984.187,105.007,105.00

11 - PEG Fund 0.00 0.00 0.00 57,602.0057,602.0057,602.00

12 - Red Light Fund 25.73 202.23 202.23 50,211.7750,414.0050,414.00

13 - Debt Service Fund -394,111.14 -301,199.99 -301,199.99 381,199.9980,000.0080,000.00

14 - Endowment Fund 0.00 0.00 0.00 0.000.000.00

15 - Restricted Project Fund 0.00 0.00 0.00 247,600.00247,600.00247,600.00

16 - MC Local Truancy Preven… 1,102.73 5,283.64 5,283.64 26,884.3632,168.0032,168.00

17 - MC Municipal Jury Fund 21.94 105.26 105.26 527.74633.00633.00

18 - Keep Diboll Beautiful Fu… 33.29 -9,560.66 -9,560.66 9,560.660.000.00

19 - Street Project Fund 86.63 680.96 680.96 -680.960.000.00

20 - ARPA Fund 588.27 -2,474.05 -2,474.05 2,474.050.000.00

Total Surplus (Deficit): -276,858.69 1,047,156.63 1,009,314.65376,528.00376,528.00



Council Member . 6/13/2023 6/20/2023 7/11/2023 8/8/2023 9/5/2023 9/12/2023 10/10/2023

Schuyler Bacon 0 0 0 0 0 0 0

Luis Maldonado 0 0 0 0 1 0 0

Nora Munoz 0 0 0 0 0 0 0

Daniel Lopez 0 1 0 0 0 0 0

Ruben Terrazas 0 1 0 0 0 0 0

Ray Williams, Jr. 0 0 0 0 0 1 0

Trey Wilkerson 0 0 0 0 0 0 0

Total Absences 0 2 0 0 1 1 0

Council Member 11/14/2023 12/12/2023 1/9/2024 2/13/2024 3/12/2024 4/9/2024 5/14/2024 TOTAL
TO-DATE

Schuyler Bacon 0 0 0 0 0 0 0 0
Luis Maldonado 0 0 0 0 0 0 0 1
Nora Munoz 0 0 1 0 0 0 0 1
Daniel Lopez 0 0 0 0 0 0 0 1
Ruben Terrazas 0 0 0 0 0 0 0 1
Ray Williams, Jr. 0 0 0 0 0 0 1 2
Trey Wilkerson 0 0 0 0 0 0 0 0
Total Absences 0 0 1 0 0 0 1 6

Rosa M. Olvera - City Secretary

DIBOLL CITY COUNCIL                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
12-MONTH ATTENDANCE RECORD



 
Rev. 04/2017  
 
Submit to: 
Custodian of election records 
 
Filing Fee: None 

 

  
OATH OF OFFICE 

This space reserved for office 
use 

 

 

IN THE NAME AND BY THE AUTHORITY OF THE STATE OF TEXAS, 
I,      Ray C. Williams, Jr.  , do solemnly swear (or affirm), that I will faithfully 
execute the duties of the office of     Council, At-Large District 6 for the City of Diboll  of 
the State of Texas, and will to the best of my ability preserve, protect, and defend the Constitution and laws 
of the United States and of this State, so help me God. 
  
 

    
   Signature of Officer 

 
 

 

State of    Texas )  
County of    Angelina )  

 

Sworn to and subscribed before me 
this    11th    day of    June , 20  24 . 

 

(seal) 

 
 
 
  

  

Signature of Notary Public or Other Officer 
Administering Oath  
 

  Trey Wilkerson 
  Printed or Typed Name  
   
 



 
Rev. 04/2017  
 
Submit to: 
Custodian of election records 
 
Filing Fee: None 

 

  
OATH OF OFFICE 

This space reserved for office 
use 

 

 

IN THE NAME AND BY THE AUTHORITY OF THE STATE OF TEXAS, 
I,      Schuyler Bacon  , do solemnly swear (or affirm), that I will faithfully 
execute the duties of the office of     Council, District 1 for the City of Diboll  of 
the State of Texas, and will to the best of my ability preserve, protect, and defend the Constitution and laws 
of the United States and of this State, so help me God. 
  
 

    
   Signature of Officer 

 
 

 

State of    Texas )  
County of    Angelina )  

 

Sworn to and subscribed before me 
this    11th    day of    June , 20  24 . 

 

(seal) 

 
 
 
  

  

Signature of Notary Public or Other Officer 
Administering Oath  
 

     Trey Wilkerson 
  Printed or Typed Name  
   
 



DETCOG Board Member Designation Form 
 (For Cities and Counties) 

To the DETCOG Member Addressed: 

It’s time for your City Council or County Commissioners Court to designate the members who will serve 
on the DETCOG Board of Directors.  The members you designate will serve a one-year term from July 
1, 2024 through June 30, 2025.  There is no limit on the number of terms a person may serve.  The 
following guidelines are from the DETCOG Bylaws. 

   Cities: DETCOG Board members are selected by the City Council and must be Mayors or 
members of the City Council. 

   Counties:   DETCOG Board members are selected by the County Commissioners Court. 

   Note to Counties:  This does NOT include your county’s Minority Representative. 

Entity:  City of Diboll 
Number of Members: 1 

Current Member(s): 1. Trey Wilkerson
2.
3.
4.

  Designation of Members to serve effective July 1, 2024: 

If there are no changes for the 2024-2025 year, you may check this box and not 
list everyone’s name again. 

Member(s) for 2024-2025 

 Name:    Email Address:    Phone: 

 __________________________________   __________________________   _________________ 

 __________________________________  __________________________   _________________ 

 __________________________________  __________________________   _________________ 

 __________________________________  __________________________   _________________

 CERTIFICATION:   I certify that the information provided above accurately reflects the appointment(s) 
 made by the governing body of ______________________________________. 

  ___________________________________    _________________________   _________________ 
    Signature                   Title Date 
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SECTION 1: Policy and Procedures General Information 

I.     Administration of Policies 

A. The City reserves the right to interpret, change, suspend, or cancel, with or without notice, 
all or any part of these policies, procedures and/or benefits discussed herein. 

B. General and final authority for policy administration rests with the City Manager, with the 
exception of matters reserved to the City Council by State law or the City Charter. 
Authority may be delegated to appropriate staff members to act on the City Manager’s 
behalf in the administration of these policies; however, the final authority on personnel 
decisions shall be reserved by the City Manager. 

C. Each Supervisor is responsible within the scope of their authority for enforcing the 
provisions of these policies in matters involving staff members within their 
department/divisions. Department Heads may create additional policies procedures within 
their own departments which may be more, but not less restrictive than, and which are not 
inconsistent with these policies. 

D. The terms, conditions and provisions defined in these policies and procedures do not 
constitute an employment contract and are subject to change or modification at any time. 

E. Each Supervisor shall not modify these policies or enter into any agreement, oral or written 
without City Manager authorization. 

F. Human Resources or the City Manager’s designee shall be responsible for updating and 
revising these policies and procedures as needed or requested.  Human Resources for 
purposes of these policies, procedures and the processes communicated is defined as 
whomever the City Manager has assigned at the City to handle such until a formal 
department or position is defined. 

G. Operational changes, adding a new policy or updating policies and/or procedures require 
approval by the City Manager. 

H. Questions about application, interpretation or clarification regarding policies herein should 
be directed to Human Resources or to the City Manager. 

II.     Applicability and Scope of Policies 

A. These policies apply to all City employees, unless specifically accepted by law, the terms 
of the policies, or action taken by the City Manager. 

B. Full time is defined as an employee in a position budgeted to work 30 or more hours per 
week. 

C. Part time is defined as an employee in a position budgeted to work less than 30 hours per 
week. 

1.  Part time positions regularly budgeted and scheduled to work less than 1000 hours 
annually are not eligible for TMRS retirement participation. 
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2.  Part time positions working between 20 and 29 hours per week are required to 
participate in TMRS. 

D. Temporary or Seasonal employees may only work up to 29 hours on average per week due 
to provisions under Health Care Reform. If any employee works on average 30 hours or 
more per week (all positions combines) during the prior 12-month period, they are entitled 
to benefits, regardless of whether the position normally allows for benefit participation. 
(1560 hours) 

E. A person on retainer or under contract is not considered to be a City employee in the 
absence of an agreement to that effect. 

III.     Distribution/Dissemination of Policies 

A. All City employees shall be informed as to the existence of these policies and each 
Department Head should maintain a current copy for reference by its employees. 

B. Employees may request printed copies of these policies from Human Resources. 

C. New employees shall receive copies of these policies and shall sign acknowledging receipt. 

D. Employees are responsible for reviewing and understanding policies and procedures and 
for obtaining the most current version available. 

E. Acknowledgement of the policies upon hiring includes responsibility to follow any future 
revisions, amendments, revocations, etc. without additional signatures being obtained. 

SECTION 2: Employment and Compensation 

I.     Employment at Will 

A. The policies and procedures, including any modifications, are prepared for informational 
and guideline purposes only and do not constitute a contract (either express or implied) in 
any respect between the City and its employees. 

B. Employment with the City is “at will,” and either the employee or the employer may 
terminate the relationship at any time for any reason not contrary to law. 

C. Any employee of the City who is not appointed by the City Council may be removed with 
or without cause. 

D. The at-will status of any employee may not be modified or rescinded by oral or written 
statements by any person, including appointed or elected officials, any employee 
handbooks, employment applications or other materials provided to employees. 

II.     Equal Employment 

A. The City shall make reasonable accommodations for qualified individuals with known 
disabilities unless doing so would result in an undue hardship, safety, and/or health risk. 
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B. This policy applies to all terms and conditions of employment including, but not limited to 
recruitment, hiring, placement, training, transfer, promotion, termination, reduction in 
force, leaves of absence, compensation and benefits. 

III.     Work Standards 

A. Supervisors are expected to ensure they organize and direct the work of their departments 
and personnel to achieve the highest standards. 

B. Any deficiencies in the work standards noted shall result in appropriate application of the 
progressive discipline policy until such behavior is corrected to expected levels or the 
employee is separated from service. 

IV.     Political Activities 

A. Except as allowed by law, the following restrictions on political activity shall apply to City 
employees: 

1.  Employees shall refrain from publicly using their positions for or against any 
candidate for public office in any jurisdiction. 

2.  No employee while on duty shall take an active part in any political campaign of 
another person for an elective position of the City. The term “active part” means 
making political speeches, passing out cards or other political literature, writing 
letters, signing petitions, actively and openly soliciting votes, and making public 
derogatory remarks about the candidates. 

3.  Employees may not be required to contribute money, labor, time or other valuable 
thing to any person for City election purposes. 

4.  No employee shall hold an appointive or elective City office of public trust, partisan 
office in any jurisdiction, or any other office where service would constitute a direct 
conflict of interest with City employment, with or without remuneration. 

V.     Solicitation 

A. Solicitation of contributions or anything of value for any purpose whatsoever shall be 
prohibited without City Manager authorization. 

B. Employees are not required to make contributions.  

VI.     Conflict of Interest/Gifts 

A. Employees of the City shall not accept, directly or indirectly, any gift favor, privilege, or 
employment having a monetary value in excess of twenty-five dollars ($25.00) from any 
person, firm, or corporation doing business with, or seeking to do business with the City 
during the term of office or during the employment of such employee of the City and in 
connection with such office or employment, except as may be authorized by the City 
Manager and/or City Council on behalf of the City or its benefit. 

B. Under no circumstance shall cash be accepted as a gift. 
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C. Employees of the City who are employed, directly or indirectly, by any person, firm, or 
corporation doing business with, or seeking to do business with the City shall not in any 
manner participate in any discussion or decision of any agency, board, commission, or 
instrumentality of the City having to do with the business done or sought to be done with 
the City by such person, firm or corporation without first declaring publicly such 
employment. 

D. Employees of the City shall not solicit, accept or engage in outside employment or enter 
into any contract or business relationship which would impair independence of judgment 
in, or the faithful performance of their official duties, that results in a conflict of interest 
with their duties as an employee of the City. 

VII.     Secondary Employment 

A. Outside employment is not expressly prohibited by the City, but the full-time position the 
employee holds with the City shall take precedence over any other occupational 
involvement of the employee. Employees of the City shall not engage in any occupation or 
outside activity which interferes with their employment with the City or presents a conflict 
of interest. 

VIII.     Payday 

A. Employees are paid on a biweekly basis on Friday. Pay dates falling on a City- designated 
holiday shall be scheduled for the preceding business day. 

IX.     Dress Code 

A. This policy is designed to ensure that all employees project a professional image for our 
customers, the citizens of Diboll, as well as other visitors. This policy applies to all 
permanent and temporary employees. Employees in violation of this policy may be sent 
home. Under such circumstances, nonexempt employees shall not be paid for work time 
missed.  

B. Employees of the City are expected to dress in a professional manner, practice good 
grooming and hygiene, and maintain a neat and clean appearance in good taste.  

C. The City recognizes that different styles shall be necessary depending on changes of 
seasons, degree of customer contact, the nature of the work, and safety issues. 

D. Casual or themed days may be authorized by the City Manager. 

E. Attire and hygiene may be deemed appropriate or inappropriate based on Department Head 
discretion. 

F. Each Department Head is responsible for implementing the dress code policy and 
communicating it to their employees. Departmental dress codes may be more restrictive 
than the policy. Exceptions to the dress code may be approved by the Department head or 
City Manager under certain circumstances, including a special departmental event, holiday 
weeks, etc. 

G. Clothing should not be revealing in any manner. This includes body-hugging, sheer, 
strapless, or low-cut attire.  
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H. Shirts and/or blouses should not be low cut or backless and should not reveal the midriff 
area or undergarments. 

I. City uniform or logo shirts are not to be worn outside of working hours. An exception is 
made when employees are not working, such as on breaks, heading to and from work, or if 
the City logo can be covered up.  No City uniform or logo shall be worn while purchasing 
or consuming alcohol. 

J. Hair styles and colors must be appropriate to the work environment. Extreme hairstyles 
such as unnatural colors i.e., green, blue, purple, etc. 

K. Visible tattoos, body jewelry or body modifications that could be deemed offensive, 
inappropriate, or do not project a professional image are prohibited. 

L. Questions about proper attire should may be directed to the employee's Department Head, 
Human Resources or City Manager. 

X.     Bar from Employment 

A. An applicant or employee who is separated or resigns in lieu of separation from 
employment for gross misconduct such as fraud, theft, harassment or discrimination may 
be barred from employment indefinitely. 

XI.     Nepotism 

A. This section refers to the practice of favoring relatives, roommates or cohabitants over 
others. 

B. Relatives Defined: 

1.  Relatives include, but are not limited to, the first, second, and third degree of 
consanguinity (blood); adoption; and the first and second degree of affinity 
(marriage). 

i.      Persons related through the third degree of consanguinity (blood relation) 
include: 

a. FIRST DEGREE – father, mother, daughter, son. 

b. SECOND DEGREE – brother, sister, grandparent, grandson 
or granddaughter. 

c. THIRD DEGREE – uncle, aunt, niece, nephew, great 
grandparent, great grandson, or great granddaughter. 

ii.      Persons related through the second degree of affinity (relative through 
marriage) include: 

a. FIRST DEGREE – husband, wife, son-in-law, daughter-in-law, 
mother-in- law, father-in-law, stepmother, stepfather, stepson, 
stepdaughter. 
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b. SECOND DEGREE – brother-in-law, sister-in-law, or spouse’s 
grandparent, grandchild, step-grandparent, stepsister or 
stepbrother. 

2.  Cohabitants are persons who live together in a sexual relationship but are not 
married, nor are declared to be married. 

3.  Roommates are anyone sharing the same residence in a non-sexual relationship. 

C. General Provisions: 

1.  No applicant or employee may be hired, transferred or promoted into a position 
which would cause them to be regularly in the direct line of supervision of a 
relative, cohabitant or roommate. 

2.  All internal and external applicants must, at the time of application/hire, disclose 
the name(s) of any relative(s), cohabitant or roommate serving as elected City 
officials or currently working for the City in any capacity. 

i.      Nondisclosure of this information shall be deemed as falsification of an 
application and shall result in non-consideration for a position or termination 
if the person has already been placed on the payroll. In the case of collusion, 
the current employee who is a relative shall be disciplined up to and including 
termination. 

3.  No relatives, cohabitants, or roommates shall be placed in positions allowing for 
financial signature approval of any purchasing or payroll transactions for one 
another. 

i.      In the case where business demands require indirect or temporary supervision 
of relatives, the Department Head of the employees is responsible for 
establishing a process of auxiliary review for the affected employees to 
include review and signature authority over timesheets, purchase orders and 
any other action where a conflict could arise from the reporting relationship 
of family members. 

4.  The hiring and promotion of relatives shall not be allowed if that action creates a 
conflict of interest for the City as determined by the City Manager. When any 
relationship through blood, marriage, cohabitation or roommate presents a conflict 
of interest for the City, the City reserves the right to take appropriate action to 
eliminate the conflict. 

5.  Any relationship that creates a disruption to the work environment during or 
following that relationship may be addressed in the disciplinary policy. 

6.  Should a relationship develop that presents a conflict of interest for the City, the 
following procedures apply: 

i.      One of the employees must resign his/her position and may apply for another 
position within the City through the established employment process. 
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ii.      The decision as to which employee shall vacate his/her position shall, 
initially, be left up to the affected employees. 

iii.      The affected employees shall be given thirty (30) calendar days to decide 
and vacate the position. If the affected employees do not make a decision as 
to who should vacate within the 30 calendar days, the Department Head 
shall notify the employee with the least seniority based on hire date that 
he/she must vacate their position. 

XII.     Residency Requirements 

A. All Department Heads shall live within 30 miles of the Diboll City limits unless released 
or extended upon majority vote of the City Council. 

B. Employees allowed take home vehicles may be required to reside within a reasonable 
mileage from the City as determined by the City Manager. 

XIII.     Overtime and Compensatory Time 

A. Definitions for this section: 

1.  Exempt employees are defined by the Fair Labor Standards Act (FLSA) as salaried 
employees who, based on their duties and salary level, are ineligible to receive 
overtime, even if hours worked exceed 40-hours per week. 

2.  Non-exempt employees, as defined by the FLSA, are employees who are paid 
hourly and do not meet the salary and duties requirements of an exempt employee. 

B. For all scheduled and approved time worked in excess of a regular work week, 
compensation shall be at the rate of one and one-half time the employee’s regular base pay 
rate. Overtime, when ordered for the maintenance of essential City functions, shall be 
allocated as evenly as possible among all employees qualified to perform the work. 

C. Overtime pay shall be paid for all time worked over the employee’s normal work week 
schedule unless the employee is exempt from overtime pay eligibility. No sick time or time 
traveling to and from schools, conferences, or seminars shall be considered when 
determining overtime pay. 

D. Exempt employees may flex their working schedule to accommodate a work week in 
excess of 40 hours. 

E. Supervisors may implement an On-Call policy for their respective departments.  All On-
Call policies must be approved by the City Manager and made available to all employees 
subject to the On-Call policy.  Some On-Call policies may include On-Call Pay as approved 
by the City Manager. 

XIV.     Work Period and Schedules – Police 

A. The Police Chief or his designee sets the work schedule for police personnel and notifies 
them in advance of their schedule assignments.  
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B. The City has chosen to establish an extended work period under § 553.201 Statutory 
provisions: section 7(k) of the FLSA (Fair Labor Standards Act). This act provides that 
employees engaged in law enforcement may be paid overtime on a “work period” basis. A 
“work period” may be from 7 consecutive days to 28 consecutive days in length. For work 
periods of at least 7 but less than 28 days, overtime pay is required when the number of 
hours worked exceeds 171 hours in a work period of 28 days. Therefore, City of Diboll 
law enforcement personnel shall receive overtime after 84 hours worked during a 14-day 
work period.  

C. Each Officer is limited to 30 minutes for a meal during the shift. During this meal time, the 
officers are required to remain in contact with the department: therefore, the meal break 
counts as “hours worked” under FLSA.  

XV.     Termination Pay 

A. Upon separation from employment, employees shall be paid any hours worked and 
overtime compensation due. 

B. Only employees who have completed one (1) year of continuous employment shall be paid 
for unused vacation time earned. 

C. No pay is provided for unused sick leave. 

D. Any indebtedness to the City which the employee might have incurred shall be deducted 
from his or her final paycheck. Final paychecks may be held and processed during the next 
scheduled processing period. 

E. If any employee dies while employed by the City, the City shall pay the beneficiary any 
unpaid pay, unused vacation and accumulated benefits as applicable to normal payouts. 

XVI.     Acting Pay 

A. Acting pay may be authorized by the City Manager at the request of a Department Head. 
Acting pay is only considered for a full-time employee to be temporarily promoted to a 
higher-level position, and should typically be for a duration of more than two weeks. 

B. Occasional or short-term help provided to cover higher level duties does not necessarily 
qualify for acting pay. 

C. Such acting pay is typically only authorized for a high level or key position which is 
necessary to maintain safe, efficient and effective operations. 

D. Employees who are temporarily assigned to a higher-level position must be qualified to 
perform. 

XVII.     Recruitment 

A. General Information 

1.  Positions may be filled resultant from two different methods: 

i.      External applicants. 
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ii.      Internal applicants via a promotion, demotion or transfer for employees 
qualified to perform the position to which they are moving or interested. 

a. Promotion: movement of an employee from a lower pay grade 
or position to one in a higher position, grade, duties and 
responsibilities in the organization.  This usually involves an 
increase in pay. 

b. Demotion: assignment of an employee from a higher pay grade 
or position to one in a lower position, grade, duties and 
responsibilities in the organization. This may be disciplinary or 
non-disciplinary, at the employee’s request, or as an alternative 
to a reduction in force affecting the employee.  This may result 
in a decrease in pay to remain equitable to other similarly 
situated employees. 

c. Transfer: reassignment of an employee from one position to 
another that have similar responsibilities, authority, and in the 
same pay range/grade. Transfers can be done administratively at 
the discretion of the department head, or with authorization from 
the City Manager if between departments. 

B. Vacancy/Job Posting 

1.  Department Heads shall notify Human Resources as soon as they determine a 
vacancy exists. 

2.  A personnel action form should be completed to notify Human Resources of the 
position, vacancy date, date needed to be filled, and any posting requests. 

3.  Human Resources shall properly post all open positions. 

4.  Promotions: For promotional opportunities, Department Heads may choose to only 
open the position to internal candidates. Internal candidates are considered an 
existing employee. 

C. Applications and Disqualifiers: 

1.  Each Department Head shall receive applications, review candidates, conduct 
interviews and other activities related to the recruitment process for their 
department positions. 

2.  Applicants may be required to complete additional forms or take job related 
examinations such as oral, written or skills testing if requested by the hiring 
supervisor. 

3.  Applications may be considered incomplete and removed from consideration if: 

i.      Responses have not been provided to all entries on the employment 
application and supplements, 
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ii.      The applicant has not signed and dated all designated areas, or necessary 
diplomas, licensure, certification, or other requested documents have not 
been furnished as requested by the hiring manager. 

4.  Any applicant who is found to have made a false statement or who has practiced 
any deception, fraud, or misconduct in connection with his/her application, 
examination or appointment may be removed from further consideration, or if 
already working, be subject to disciplinary action up to and including termination. 

5.  Falsification of the application by failing to fully disclose information relating to 
criminal convictions shall result in automatic disqualification from employment; 
and may result in termination of employment if the employee is already hired when 
the falsification is discovered. 

6.  The City shall conduct criminal history records checks on all selected applicants, 
including those in part-time, seasonal, temporary and volunteer positions. The City 
Manager has the authority to waive or modify any testing requirements for 
temporary, seasonal, volunteer or other such positions that are not full time. 

7.  The criminal history is only one of several factors considered in the application and 
hiring process and does not automatically disqualify a candidate. 

8.  Department Heads shall not hire, promote, transfer or allow an employee to begin 
working without City Manager authorization. 

D. Conditional Job Offer: 

1.  Once a final candidate is selected, the hiring manager may make a conditional job 
offer. Once the conditional job offer is made, the employees filling a safety and/or 
security sensitive position shall be required to complete a drug and alcohol screen 
at a City designated testing site. Medical examinations may be required for some 
positions as determined appropriate by the City. 

2.  The selected candidate shall undergo any of the following job-appropriate 
background checks: reference/prior employment check, criminal history, motor 
vehicle, credit check as determined appropriate by the City. 

3.  All conditional job offers are contingent upon the satisfactory completion of the 
testing and background checks and verification of information listed on the 
application. Refusal to take a drug test, physical examination or work fitness test 
shall result in automatic removal from further hiring consideration. 

E. On-boarding: 

1.  Departments are responsible for covering department-specific orientations to 
advise new or transferred employees of any specific procedures or practices such 
as explaining working conditions, teaching proper use of equipment, and 
scheduling employees to attend new employee orientation. 
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XVIII.     Probationary Period 

A. All employees must fulfill a minimum ninety (90) day probationary period starting from 
the date of employment. 

B. All Police Sworn Personnel must fulfill a minimum six (6) month probationary period 
starting from the date of employment. 

C. All employees who are promoted shall serve a ninety (90) day probationary period from 
the date of promotion. 

D. All Police Sworn Personnel who are promoted shall serve a six (6) month probationary 
period after the date of the promotion. 

E. The City reserves the right to terminate the probationary employee's service on the basis 
of unsatisfactory performance or on the basis of other reasons deemed sufficient by the 
City. 

1.  If the employee is terminated during the probationary period, there is no appeal 
right except on the grounds of discrimination or harassment. Such appeal must be 
filed within five (5) business days of the termination. 

2.  Promoted employees who fail the probationary period in the new position may be 
returned to the former position if the vacancy still exists and the Supervisor 
approves the reinstatement. Reinstatement to the former position is an option, not 
a requirement. 

F. All employees who have completed the required probationary period shall receive a 
probationary period evaluation. 

G. Probationary periods may be extended.  

XIX.     Annual Evaluation Policy 

A. This policy is intended as a supplement to, not a substitute of, timely coaching and 
correction of employees as needed. Evaluations must be a consistent and continuous 
endeavor of all supervisors.  

1.  Evaluations shall be completed for all full-time employees who have a minimum 
of (1) one year of continuous employment with the City.  

2.  Evaluations shall consist of a written review of each employee and a verbal 
consultation discussing the written review.  

3.  The written review portion of annual evaluations shall be placed in the employee’s 
personnel file.  

4.  Evaluations of employee’s shall be completed by the immediate supervisor and 
approved by the appropriate Department Head prior to the verbal consultation. 

5.  Evaluations of Department Heads shall be completed by the City Manager. 
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6.  Evaluation of the City Manager shall be completed by the Mayor and City Council.  

7.  Evaluations shall be completed each January.  

XX.     Administrative Team Evaluation Policy 

A. This policy is intended as an opportunity for employees to formally evaluate the 
Administrative Team. This is not a substitute to members of the Administrative Team 
making themselves available to employees with questions, concerns, etc. throughout the 
year. See Section 4. II.  Grievance/Appeals for matters that require prompt attention.  

1.  Evaluations may be voluntarily completed by full-time employees who have a 
minimum of (1) one year of continuous employment with the City.  

2.  Digital copies shall be emailed to all employees with City of Diboll email addresses 
and distributed via hard copy by Department Heads.  

3.  Current members of the Administrative Team shall be listed on the evaluation form. 

4.  Evaluations shall consist of a written review of the Administrative Team submitted 
anonymously via drop box at City Hall.  

5.  Evaluations shall be completed each January.  

XXI.     Time Clock 

A. Hourly employees may be required to utilize the appropriate time clock for their 
department. 

B. If an employee must leave work for any reason including their lunch break, they must 
clock-out upon leaving and clock-in upon return. Prior to leaving, supervisor approval must 
be given. 

XXII.     Meal Periods 

A. Supervisor Responsibility 

1.  Supervisors are responsible for scheduling the time for employee rest, meal and 
lactation breaks and should take into consideration the work load and nature of the 
job performed. 

2.  Whenever necessary, the supervisor may change the frequency and length of rest 
breaks. 

B. Meal Periods 

1.  Full-time employees, are provided one unpaid meal break near the middle of the 
workday. Meal break length is determined by Supervisor to ensure proper 
performance of the work responsibilities and work schedules of each department.  

2.  Meal periods may be staggered by the Supervisors in order to minimize 
departmental interruption. 
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3.  Supervisors shall provide employees with the starting and ending times for their 
specific meal periods. 

4.  Employees shall be relieved from work responsibilities during unpaid meal breaks. 
Employees may not extend meal breaks beyond their assigned period, without 
express approval from their supervisor. 

XXIII.     Mother Friendly Worksite 

A. The City shall provide working mothers with a reasonable amount of break time to 
breastfeed or express breast milk during the workday. Employees may use their normal 
meal or rest break time to breastfeed or express breast milk. If more time is needed beyond 
the normal breaks provided, a supervisor shall to arrange additional lactation breaks 
throughout the day. 

B. This policy specifically prohibits: 

1.  Adverse employment actions of any kind as a result of time used for lactation. 

2.  Acts of discrimination or retaliation against lactating mothers or those who may 
become lactating mothers. 

3.  Disapproving comments or criticisms of staff who use time for lactation. 

4.  Jokes, comments, or ridicule that may result in embarrassment for a lactating 
mother or other staff. 

C. Breastfeeding in Public Space 

1.  In accordance with Texas Health and Safety Code § 165.002, City of Diboll 
recognizes that a mother is entitled to breastfeed her baby in any location in which 
the mother is authorized to be. Mothers opting for more privacy may use designated 
private rooms for breastfeeding.   

D. Private Room 

1.  The City shall provide a private space, other than a bathroom, for lactating mothers 
to express milk. The space shall include access to a nearby source of running water 
and a sink and a hygienic storage alternative (e.g., refrigeration or the employee’s 
own cooler with an ice pack) for the mother’s milk. In field locations with limited 
space options, the site supervisor must work with the lactating mother to identify 
feasible space and coordinate priority use of that space. 

E. Employee Responsibilities 

1.  Employees who wish to express milk during the workday shall coordinate with their 
supervisors as needed so they can work together to satisfy the needs of both the 
employee and the City. 

2.  Employees must provide their own equipment and supplies for milk expression. 
Employees must keep their equipment in a safe place. The City shall not replace 
any equipment that is lost or stolen.  
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3.  Breastfeeding mothers must provide their own containers to store breast milk. All 
expressed breast milk must be taken home each night. 

4.  Employees must keep the room clean and sanitary for the next user.  

XXIV.     Computer, Internet, & Electronic Communications Usage 

A. General Usage 

1.  Electronic messages include texts, emails, messages via social media platforms, 
etc.  

2.  Electronic messages should only be accessed by parties they are intended for. 

3.  Employees shall be cautious when opening electronic messages received from 
unknown senders as these may contain viruses, email bombs, or Trojan horse codes. 

4.  Employees shall not send sensitive information over unknown or uncertain email 
locations or broadcast channels. 

5.  Employees must not use e-mails to conduct financial transactions on behalf of the 
Organization unless explicit permission has been obtained from management and 
the necessary security controls is in place. 

6.  Access to email accounts for individuals no longer with the City will be promptly 
disabled immediately. 

7.  Explicit management consent is required before an e-mail or system administrator 
may access e-mail messages that are not his/her own. 

B. User Identity 

1.  Employees must not use a user or messaging account assigned to another 
individual.  

2.  Employees must not use any City software or City account login information 
assigned to another individual.  

3.  Employees must not allow anyone else to send messages using his or her accounts. 

4.  Misrepresenting, obscuring, suppressing, or replacing a user’s identity is forbidden. 

5.  Employees should not use private messaging platforms for official City 
communication purposes. 

C. Expectation of Privacy 

1.  Electronic messages sent or received regarding City business, including on personal 
devices, are considered to be Public Information and therefore subject to disclosure 
or release to the public per requirements of the Texas Public Information Act.  
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2.  Employees expressly waive any right of privacy in anything they create, store, send, 
or receive on a City device or through the City Internet or through any City 
computer network. 

3.  The City has the right, but not the duty, to monitor any/all aspects of its computer 
system, including, but not limited to, monitoring sites visited by employees on the 
Internet, monitoring social media, chat groups and newsgroups, reviewing material 
downloaded or uploaded by employees to the Internet, and reviewing electronic 
messages sent and received by employees. 

D. Usage Accountability 

1.  Electronic messages generally must be used only for City activities. Incidental 
personal use is permissible so long as it does not consume more than a trivial 
number of resources, does not interfere with user productivity, and/or does not pre-
empt any City activity.  

E. Prohibitive Usage 

1.  Employees shall not send electronic messages containing profanity, seditious 
content, language or images of defamatory nature or other unlawful or 
inappropriate remarks. 

XXV.     Personal Social Media Usage 

A. Employees are free to express themselves as private citizens on their personal social media 
sites or web logs (blogs). However, employees are prohibited from using language or 
images that are obscene or sexually explicit, or that ridicule, malign, disparage, or 
otherwise expresses bias, or implies violence or physical harm against any person or group 
based on race, gender, religion, national origin or other protected characteristic. 

B. Any person identified as an employee of the City on a publicly accessible site is also 
expected to maintain an online image that would encourage the public to have confidence 
in that employee. To this end, employees shall not post subject matter containing images 
or statements suggesting that the employee has engaged in theft, public intoxication, illegal 
drug activity, or other criminal behavior. Additionally, employees are prohibited from 
engaging in defamatory speech. Individuals who violate this policy may be subject to 
disciplinary action up to and including termination of employment. 

XXVI.     Tobacco Use 

A. This directive applies to all employees of the City, including volunteer, seasonal, 
contractor, temporary, full time or part time. 

B. The term "tobacco product" means any product made or derived from tobacco that is 
intended for human consumption, including any component, part, or accessory of a tobacco 
product. This includes, among other products, cigarettes, cigarette tobacco, smokeless 
tobacco, and any electronic delivery devices such as electronic cigarettes and vapor 
cigarettes. 

C. The term “City operated facilities and buildings” includes all buildings, parking lots, 
grounds, sidewalks or other areas surrounding the worksite. 
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D. The term “City vehicles and motorized equipment” includes all City-owned and operated 
automobiles, motorcycles, mobile equipment, including but not limited to tractors, riding 
lawnmowers, backhoes, etc. 

E. The use of all tobacco products is prohibited in/around any City operated facility and/or 
buildings or when performing job duties or operating City vehicles and/or motorized 
equipment. 

F. Use of tobacco products are not allowed around or within a hazardous range of flammable 
liquids or highly volatile substances. 

G. Supervisors are responsible for seeing that employees in their areas comply with this 
policy. Employees who are in violation of this policy may have disciplinary action taken 
against them up to and including termination. 

XXVII.     Reduction in Force 

A. Reduction in Force (RIF) is the elimination of a position or dismissal of an employee 
because of a change in a City program, a departmental reorganization, a budgetary 
restriction, the expiration of a grant or contract, or in the event of a financial or other 
urgency. 

B. Department Heads shall be strictly prohibited from sharing any information about the RIF 
until specifically authorized to do so by the City Manager. Any breach of sensitive 
information determined may result in disciplinary action up to and including termination. 

XXVIII.     Exit-Processing 

A. Purpose 

1.  The purpose of this directive is to establish a process to be followed whenever an 
employee separates employment from the City. 

B. Resignations 

1.  A minimum of a two-week notice is expected for employees resigning from the 
City. 

2.  An earlier notice is desirable for employees who resign from highly skilled, 
executive, or technical positions or where replacement may require extensive 
recruitment. 

3.  Resignation letters are considered accepted when submitted to a supervisor or 
supervisor’s designee. 

4.  An employee resignation cannot be withdrawn without City Manager authorization. 

5.  An employee who resigns, then demonstrates a poor attitude, work ethic, or 
undesirable work habits may be required by the supervisor to end employment prior 
to the resignation date. In such cases, the resignation date may be adjusted to the 
day released due to employee’s actions. 
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C. Involuntary Terminations 

1.  Involuntary terminations shall be reviewed with the City Manager prior to 
termination. 

D. Procedures 

1.  All exiting employees must go through exit-processing with Human Resources to 
ensure that s/he receive any required federal, state or local benefits, retirement or 
other such notices. 

2.  Employees must return all City property in his or her possession; failure to do so 
may result in monies withheld from final pay, final pay being withheld until the 
processing date, and or legal action by the City. 

3.  Supervisors must complete exit-processing checklist from Human Resources 
noting what City property has or has not been turned in by the employee. 

4.  Supervisors must forward a copy of the exit-processing checklist and the 
resignation/termination letter to Human Resources as soon as possible and prior to 
separation of the employee. 

5.  Employees terminated for cause may not return to their work area. 

a. The supervisor shall set a time to collect personal belongings. 

b. This shall always be supervised, and the supervisor has the right 
to review any property the employee is removing to ensure it is 
personal and not City property. 

6.  The employee should call or email Human Resources to schedule the exit- 
processing on or near their last day. 

SECTION 3: Benefits 

I.     Benefit Plans offered by the City 

A. The City shall offer medical or other such benefits at its discretion. 

1.  For details of coverage, see City’s Benefits Summary. 

2.  This insurance is effective so long as the employee remains on the full-time payroll. 

3.  Benefits determined by the City; including plans, coverage, eligibility, cost, and 
effective dates are at the sole discretion of the City and may be modified, added, or 
dropped by the City as deemed necessary. 

B. Additional supplemental or “voluntary” insurance coverage for employees and members 
of their families may be offered by the City and shall be communicated if such benefits are 
instituted, added or changed. Supplemental or “voluntary” benefits are paid 100% by the 
employee. 
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II.     Workers Compensation 

A. In cases of job-related injuries, provisions and benefits available under workers’ 
compensation are activated. 

B. Employees must notify their immediate supervisor in writing within 24 hours of an injury 
or illness that is job-related.  

III.     Social Security 

A. Employees of the City are covered under the Federal Insurance Contribution Act (FICA).  

IV.     Unemployment 

A. Employees of the City are covered under the Texas Unemployment Compensation 
Insurance program and the Federal Unemployment Tax Act (FUTA).  

V.     Holidays   

A. All full-time employees are eligible for Holiday Pay for the following fourteen (14) days: 
New Year’s Day, Martin Luther King, Jr. Day, Presidents’ Day, Good Friday, Memorial 
Day, Juneteenth, Fourth of July, Labor Day, Veterans’ Day, Thanksgiving Day, day after 
Thanksgiving, Christmas Eve, Christmas Day and an 8-hour Floating Holiday. 

B. Any other day as declared by the City Manager and/or City Council as a designated City 
Holiday. 

C. Full-time employees shall receive Holiday Pay for their regularly scheduled shift on the 
day the holiday is observed. 

D. Full-time employees who are scheduled to work on the day a holiday is observed, or called 
into work on the day a holiday is observed, shall be compensated with time and one half 
overtime for all hours physically worked. 

E. Full-time employees whose regularly scheduled day off coincides with the day a holiday 
is observed shall receive paid Holiday Leave hours equal to a regularly scheduled shift. 
Paid Holiday Leave must be used within one (1) year or the hours shall be lost. 

F. Unless prior approval has been received from the department head, employees are required 
to work their regularly scheduled shift before and following an observed holiday to be 
eligible for Holiday Pay and/or paid Holiday Leave. 

G. Employees who call in sick for their regularly scheduled shift before and following an 
observed holiday may be required to provide a doctor’s note to be eligible for Holiday Pay 
and/or paid Holiday Leave. 

H. For holidays that fall on a Saturday or Sunday, it is the City Manager’s discretion to choose 
which day the holiday shall be observed. 

I. Floating Holiday Leave shall be equal to an employee’s regularly scheduled shift for the 
day off requested.  
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J. Floating Holiday leave shall be issued on January 1st and expire on December 31st. 

K. Unused Holiday Leave hours are not paid out upon separation from employment. 

VI.     Vacation Leave 

A. Full-time employees with less than one (1) year of service shall earn forty (40) hours of 
vacation leave per year. Employees who have completed one (1) year of continuous service 
with the City, but less than five (5) years of service, shall earn eighty (80) hours of vacation 
per year. Employees who have completed five (5) years of continuous service with the 
City, but less than fifteen (15) years of continuous service, shall earn one hundred twenty 
(120) hours of vacation leave per year. Employees who have completed fifteen (15) years 
of continuous service with the City shall earn one hundred sixty (160) hours of vacation 
leave per year. Salaried department head vacation annual earning rate shall be determined 
by the City Manager.  

B. Vacation accrual and leave shall be administered according to the following:  

1.  <1 years of employment: 1.5384 hours per pay period  

2.  1-5 years of employment: 3.0769 hours per pay period  

3.  5-15 years of employment: 4.6153 hours per pay period  

4.  15+ years of employment: 6.1538 hours per pay period 

C. An employee shall be allowed to use vacation leave after completing ninety (90) days of 
continuous, full-time service with the City.  

D. Vacation leave shall not be earned for any month during which the employee is not in a 
full-time pay status for more than half the standard number of paid days for his/her position.  

E. No employee may have more than one hundred sixty (160) hours of vacation leave to his 
or her credit at any time.  

F. Official holidays occurring during a vacation shall not be charged to vacation leave.  

G. Vacation leave may be taken in one-hour increments with the approval of the department 
head.  

H. Vacation leave may not be advanced to employees.  

I. With approval of the City Manager, leave credits for vacation may be transferable between 
employees in the event that the transferring employee wishes to benefit another employee 
who has contracted an illness requiring the employee to deplete his or her sick and vacation 
accruals.  

J. A supervisor may approve or reject a vacation request dependent upon minimum staffing 
or other departmental needs. 
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K. Vacation leave may not be used in lieu of the termination notice. Payment upon separation 
from employment shall be made for unused vacation leave only after twelve (12) months 
of continuous service and shall be paid based on the final completed work cycle.  

VII.     Sick Leave 

A. Full-time employee shall earn 3.6923 hours bi-weekly of sick leave hours.  

B. An employee shall be allowed to use sick leave after completing ninety (90) days of 
continuous, full-time service with the City.  

C. Sick leave shall not be earned for any month during which the employee is not in a full-
time pay status for more than half the standard number of paid days for his/her position.  

D. No employee may have more than four hundred twenty (420) hours of sick leave to his or 
her credit at any time.  

E. Sick leave may not be advanced to employees unless authorized by the Supervisor.  

F. Employees shall be charged sick leave based on the hours taken or the total hours they are 
scheduled to work on that day if absent a full day. 

G. Sick leave may be used for an employee’s illness or to care for a spouse/child/parent, non-
work-related injury or health-related appointments that cannot be reasonably scheduled 
during non-working hours. An employee can use sick leave to take their pet to a 
veterinarian. A payment receipt is required to use sick leave for your pet. 

H. Excessive use, misuse, misrepresentation and/or abuse of sick leave benefits is grounds for 
disciplinary action up to and including termination. 

I. Departments may request a doctor’s note or other verification if deemed warranted in any 
case. Employees shall provide a doctor’s note for any absence greater than 3 consecutive 
workdays. Failure to do so may result in dismissal, suspension and/or forfeiture of such 
pay. 

J. Unused sick leave is not paid out upon separation from employment. 

VIII.     Family Medical Leave Act (FMLA)  

A. As a public agency, the City shall provide FMLA leave for all employees who qualify 
under the Family Medical Leave Act. 

B. Employees must apply for FMLA leave with the City Secretary thirty (30) days in advance 
of the need to take FMLA leave. If thirty (30) days is not possible, applications must be 
submitted within twenty-four (24) hours of the need arising. 

C. Employees who qualify for absence under the provisions of FMLA shall first be required 
to utilize all accumulated leave prior to starting an unpaid absence. 
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IX.     Bereavement 

A. All full-time employees may be granted leave with pay for a period not to exceed three (3) 
work days to attend a funeral and handle the necessary family details in case of death in 
their immediate family or other relative living in the same household. 

B. Immediate family for the purposes of this leave, include spouse, son, daughter, mother, 
father, mother-in-law, father-in-law, employee’s grandparents, brother, sister, brother-in-
law and sister-in-law. 

X.     Special Leave 

A. Leave with pay may be granted by the City Manager as deemed appropriate.  

B. The City Manager may authorize other leave without pay for other conditions not 
specifically noted herein. Employees taking leave without pay shall not lose or gain 
seniority. All employee benefits with the exception of vacation and sick time accruals shall 
remain in effect during periods of authorized leave without pay.  

XI.     Confidentiality of Medical Information 

A. Federal law requires that the City maintain all employee medical information in separate, 
confidential files. Therefore, in addition to personnel files, the City maintains a separate 
medical file for each employee. 

XII.     Group Health Continuation Coverage 

A. COBRA is a federal law that requires most employers who sponsor group health plans to 
offer employees and their families the opportunity to temporarily extend their group 
coverage at group rates in certain instances where coverage under the employer’s group 
health plan would otherwise terminate. The employee is responsible for paying for the total 
cost of any such continuation coverage plus a 2% administration fee (102% total of the 
employee and City portion combined). 

B. Employees must notify the City within 60 days of the occurrence of the employee’s legal 
separation or divorce and of a covered dependent ceasing to qualify as a dependent under 
the medical plan. 

XIII.     Education, Certifications and Licenses 

A. The City shall reimburse an employee for certifications, licenses or continuing education 
if such is: 

1.  Required for the position by another entity (such as the State of Texas or TCEQ) in 
order for the employee to be able to perform certain functions of his/her position 
(such as a water quality or signal technician license). 

2.  Not required, but is directly relevant to the position for which the employee is 
occupied and obtaining such would add value to the employee and the City. 

3.  And approved by the City Manager. 
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B. Approvals for licenses, certifications and continuing education are at the discretion of the 
City Manager and may change without notice. 

XIV.     Longevity Pay 

A. Longevity begins to accrue at a rate of $4.00 per month after the first year of employment. 
The maximum allowed for longevity is $1200.00 per year. 

B. Payouts are made in the month of November each year. 

C. Payouts are calculated based on prior fiscal year. 

D. In order to be eligible to receive the end of fiscal year payout, the employee must be in 
active status during the first payroll period of November of that year. 

XV.     Retirement 

A. All full-time and part-time employees budgeted and scheduled to work at least 1,000 hours 
per year at the time of their employment shall become members of the Texas Municipal 
Retirement System. 

1.  Seven (7) percent of the employee's gross wages shall be deducted each pay period 
for deposit into the system. 

2.  The City shall contribute a 2:1 match in the system to be credited toward the 
employee's retirement fund. 

XVI.     Jury Duty 

A. Employees receiving a jury duty summons are expected to fulfill their obligation of 
citizenship by serving when called. 

B. Employees who are subpoenaed as witnesses for the City or as an expert witness shall be 
excused from duty for the amount of time necessary to attend the jury selection process 
and/or service. 

1.  Employees must notify the supervisor as soon as notice is received and shall receive 
regular pay during such period required to be in attendance for jury selection, 
service, and/or witness testimony. 

2.  Supervisors shall require the employee to provide an official Certificate of 
Attendance.  

XVII.     Registered Voter 

A. Employees on duty on the date of any national, state, or local election and who are eligible 
to vote in such elections shall be granted time off without the loss of pay or benefits to 
exercise this right if they cannot reach their polling place outside of working hours. 
Evidence of voter registration and voting may be required by the supervisor. 
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XVIII.     Military Leave 

A. Covered Employees 

1.  The City complies with all state and federal laws relating to employees in reserve 
or active military service and does not discriminate against employees who serve 
in the military. 

B. Notice to City of Need for Leave 

1.  Employees must provide written notice within twenty-four (24) hours of receiving 
military orders to the City for all military duty.  

2.  To be eligible for paid military leave, employees must complete and submit a 
military leave request along with the official documents setting forth the purpose 
of the leave and, if known, its duration within seventy-two (72) hours of receiving 
military orders. 

C. Paid and Unpaid Leave for Training and Duty 

1.  Employees shall be paid for military absences of up to a maximum of 15 work days 
per fiscal year. 

2.  Employees who have exhausted all available paid military leave may use vacation 
leave, physical fitness leave, compensatory time or donation day leave. 

3.  After an employee has exhausted all available paid, the employee shall be placed 
on leave without pay. 

XIX.     Health Insurance Portability and Accountability Act (HIPAA) 

A. The City shall make every reasonable effort to remain compliant with HIPAA and requires 
all employees to do the same. 

XX.     Guarantee of Benefits 

A. The City retains the right to modify or discontinue any and all benefits at any time if the 
City deems necessary.  

SECTION 4: Employee Relations 

I.     Discipline and Performance Management 

A. General Guidelines 

1.  Supervisors are expected to use “Progressive Discipline” to communicate 
expectations in a professional and respectful manner. 

2.  Progressive discipline establishes formal levels of discipline to correct discipline 
problems with fairness and consistency. 

3.  Supervisors may skip levels of suggested progressive discipline in instances where 
the behavior, pattern or incidents are severe enough to warrant such. 
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4.  The following criteria should be used to help determine which level of discipline to 
use: 

i.      Severity and kind of offense(s), 

ii.      Impact of the offense(s) on other employees and/or operations in the City, 

iii.      Employee’s length of service and work record, 

iv.      Period of time since counseling and/or coaching or previous disciplinary 
action, if any, and past disciplinary actions taken City-wide for similar 
offense(s). 

5.  Ignorance of the rules and regulations is not an excuse or justification for any 
violation of them by an employee. Employees are responsible for their own 
behavior and acts. An employee shall not attempt to shift the burden of 
responsibility for executing or failing to execute the employee's assigned 
instructions or responsibilities. 

B. Grounds for Discipline 

1.  The City shall not take corrective or disciplinary action against an employee except 
for just cause, as defined below.  The below examples are not all-inclusive and 
other behaviors or performance issues may warrant discipline at the discretion of 
the Supervisor. 

2.  Job Performance 

i.      Inefficiency, incompetence or negligence in the performance of duties 

ii.      Misuse of City time, equipment, materials, or property 

iii.      Failure to assist the public and notify Supervisor 

iv.      Failure to obtain or maintain a current license or certificate required as a 
condition for performing essential functions 

v.      Conducting outside business while on duty  

vi.      Failure to report incidents to Supervisor involving injury and/or damage to 
property 

vii.      Incurring unauthorized expenses and/or duties under the name of the City 
of Diboll  

viii.      Unsafe and/or illegal operations of vehicles, equipment, and/or tools 

ix.      Violation of confidentiality or disclosing confidential information. 

3.  Attendance 

i.      Failure to begin work at the designated start time or to call in when the 
employee is unable to work for any reason 
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ii.      Absence from three (3) consecutive scheduled work shifts without 
Supervisor notification and approval with or with/out plans to return and 
without formal submission of a notice of resignation shall be considered job 
abandonment and may result in termination of employment 

iii.      Misuse of authorized leave, including engaging in extra duty employment 
or any other actions that are inconsistent with the stated reason for taking 
paid or unpaid leave 

iv.      Absence without Supervisor approval 

v.      Frequent leave may be subject to review by the Supervisor and may result 
in disciplinary action. 

4.  Personal Conduct 

i.      Unbecoming conduct and/or conduct prejudicial to good order, both on and 
off the job, that could bring the City into disrepute or which reflects 
discredit upon or which impairs the operation of the City 

ii.      Participation in any incident involving immoral conduct or moral turpitude 
which causes the City or department to be brought in to disrepute. 

iii.      Inter-office dating that creates a disruption to the work environment during 
or following that relationship and which falls outside provisions outlined in 
the policy. 

iv.      Harassment or discrimination as defined in these policies, see Section 4. III.  
Discrimination/Harassment 

v.      Fraudulent employment by willfully misrepresented or omitted facts 
concerning personal, educational, employment history, qualifications for 
employment, physical condition and/or criminal history 

vi.      Intentional manufacture, falsification, destruction or withholding of 
information or knowingly making false accusations  

vii.      Failure to submit to tests upon the order of the Department Head or Human 
Resources 

viii.      Provoking or engaging in disorderly conduct while on duty, on City 
property or in City uniform 

ix.      Horse playing including rough or boisterous play while on duty, on City 
property, or in City uniform 

x.      Fictitious illness or injury reports intended to deceive 

xi.      Unauthorized use of information systems for anything other than official 
City business. 
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xii.      Insubordination: disobeying a supervisor's order; clear defiance of City or 
Departmental directive, rule, or regulation; criticizing or arguing with a 
supervisor in public or in front of other employees; blatantly ignoring 
supervisor's instructions; disrespect toward a supervisor including tone of 
voice, and facial expressions; or leading/ participating in an effort to 
undermine the supervising authority or refusing to accept a reasonable work 
assignment. 

xiii.      Failure to truthfully answer questions or to provide information relative to 
City operations upon request of a supervisor 

xiv.      Possession of prohibited weapons, explosives, or fireworks on City property 
unless otherwise authorized by the City Manager, see Section 6. III.  
Firearms Policy 

xv.      Misuse of City fund 

xvi.      Negligent or willful damage or destruction to property 

xvii.      Using City equipment or property for personal use 

xviii.      Willful acts of any kind that would endanger lives and/or damage property. 

xix.      Reporting to work under the influence of alcohol, illegal use of drugs, 
possession, sale, manufacture or use of illegal drugs or other actions 
violating City drug policies 

xx.      Discourteous treatment of the public or another employee 

xxi.      Failure to notify Supervisor within 24 hours of being arrested or charged 
with any crime other than a minor traffic violation; for purposes of this 
policy, a “criminal charge” occurs when an individual is officially charged 
with a criminal offense by the prosecuting agency 

C. Progressive Discipline 

1.  Coaching: an everyday activity performed by supervisors to teach and show 
employees how to perform their jobs properly. Coaching is not a formal level of 
discipline. 

2.  Verbal Counseling: the first step in the performance improvement/discipline 
process. This is a discussion with the employee which is then documented and 
placed in the supervisor’s file, but not sent to Human Resources for the employee’s 
file. 

3.  Written Reprimand: required when an employee's commitment to improve is not 
immediately met and sustained following verbal counseling or an initial infraction 
of nature and seriousness that justifies a written reprimand. The written reprimand, 
known as the “Employee Disciplinary Action Form,” is signed by the employee 
and a copy is sent to Human Resources to be placed in the employee’s personnel 
file. 
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4.  Termination / Suspension: required when an employee's commitment to improve is 
not immediately met and sustained following a written reprimand or an initial 
infraction of nature and seriousness that justifies termination or suspension. 

D. Refusal to Sign Employee Disciplinary Action Form 

1.  Employees may not agree with discipline, but are required to sign the Employee 
Disciplinary Action Form. 

2.  Employees may submit a response to Employee Disciplinary Action Form or notate 
a comment on the document that they do not agree with the facts as stated, but must 
sign. 

3.  Refusal to sign the Employee Disciplinary Action Form means the employee is 
immediately resigning from employment due to their unwillingness to accept the 
expectations communicated for continued employment. 

II.     Grievances/Appeals 

A. The City believes that open communication is essential when employees have problems or 
concerns about their jobs. Should a situation persist, that cannot be resolved satisfactorily 
at the lowest level of supervision, an employee should follow the procedures outlined in 
this directive to bring the grievance to administration's attention. 

B. Areas Covered by this Directive 

1.  Disagreements regarding interpretation, application, or violation of a specific law, 
ordinance, resolution, written policy, rule or regulation that an employee believes 
has affected him or her adversely. 

2.  Disciplinary actions that the employee feels are unjustified such as suspensions, 
demotions, or terminations. 

C. Areas Not Covered by this Directive 

1.  Generalized feelings of unfairness; grievance must be specific. 

2.  Disagreements regarding performance evaluations or verbal counseling and written 
reprimands. 

D. General Information 

1.  An official grievance must be submitted in writing thru the next level chain of 
command. 

2.  When an official grievance is submitted based on a termination, the department 
shall not be allowed to fill the position until the official grievance has been resolved. 

3.  Every effort shall be made to resolve problems at the lowest possible supervisory 
level. 
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4.  Grievances may be discussed during work hours without loss of pay to the 
employee. 

5.  Grievance discussions are not intended to be formal hearings. Discussions shall be 
conducted privately and shall not be recorded without full knowledge of all 
involved parties. 

6.  Employees shall not be subject to reprisal or any form of retaliation for using this 
procedure. 

7.  Human Resources shall monitor the grievance procedure and facilitate problem 
solving. 

E. Grievance Procedures 

1.  Employees unable to resolve grievances by communication with their supervisor 
and/or chain of command, may file an Official Grievance within 5 working days 
from the date the discipline was issued.  

2.  After receiving the grievance, the Supervisor shall notify the Department Head and 
City Manager. If the grievance is with a Department Head, the grievance shall be 
reviewed by the City Manager. 

3.  If the Department Head was not the cause or issuer of the grievance, they shall 
review the grievance, research the facts, and may choose to speak with the 
employee or others involved in order to fairly consider the issue and to consider 
any optional resolution. Once a course of action, if any, is determined to address 
and/or resolve the grievance, they shall discuss with the City Manager.  

4.  The Department Head/City Manager shall meet with the employee to advise them 
of their decision. 

5.  The City Manager has the authority to uphold, revise, or overturn the Official 
Grievance. 

6.  The decision of the City Manager is final. 

III.     Discrimination/Harassment 

A. General Information 

1.  The City is committed to a work environment in which all individuals are treated 
with respect and dignity. Each individual has the right to work in an atmosphere 
that promotes equal employment opportunities and prohibits discriminatory 
practices, including harassment. 

2.  The City of Diboll is committed to ensure equal employment opportunity, without 
discrimination or harassment on the basis of race, color, religion, gender, age, 
disability, national origin, or any other characteristic protected by law. The City 
shall not tolerate any discrimination or harassment of another based on any of the 
above, nor shall it tolerate reprisals or retaliation against any employee who makes 
a harassment complaint or participates in the investigation of a complaint. No 
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employee shall discriminate against or favor any individual on the basis of the 
above areas with regard to any employment decisions. 

3.  Conduct prohibited by this directive is unacceptable in the workplace or in any 
work-related setting outside the workplace, such as during business trips, business 
meetings, and business-related social events. 

4.  Employees are expressly prohibited from displaying any form of conduct, verbal or 
non-verbal, which has the purpose or effect of interfering with another individual's 
work performance or which creates a hostile, offensive or intimidating work 
environment. 

B. Scope 

1.  This directive applies to applicants and employees, as well as those employees who 
work with but who are not directly connected to the City (e.g., outside vendor, 
consultant, or customer) but whom are on City premises or interact with employees 
for City related business. 

C. Policies 

1.  Human Resources shall provide information to employees and supervisors in the 
City regarding policies of the City and prohibited conduct under this policy. 

2.  The City is responsible for ensuring employees work in an environment free from 
harassment/discrimination and correct any such prohibited behavior.  

3.  The City requires immediate reporting of all perceived incidents of discrimination, 
harassment, or acts of retaliation.  It is the policy of the City to investigate all reports 
of discrimination, harassment, and retaliation. 

4.  Any employee who is proven to have knowingly made malicious false accusations 
of harassment or discrimination shall be subject to disciplinary action up to and 
including termination. 

D. Harassment Defined 

1.  Harassment includes implicit or explicit verbal or physical conduct that degrades 
or shows hostility or aversion toward an individual and that: 

i.      Has the purpose or effect of creating an intimidating, hostile, or offensive 
work environment; 

ii.      Interferes with an individual’s work performance; or 

iii.      Adversely affects an individual’s employment opportunities. 

2.  Examples of prohibited general harassing conduct include but are not limited to: 
epithets, slurs, or negative stereotyping; threatening, intimidating, or hostile acts; 
denigrating jokes, or written or graphic material placed on walls or elsewhere on 
the employer’s premises, or circulated in the workplace. 
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E. Sexual Harassment Defined 

1.  Sexual harassment is defined as unwelcome sexual advances, requests for sexual 
favors, and other verbal or physical conduct of a sexual nature when: 

i.      Submission to such conduct is made either explicitly or implicitly as a term 
or condition of an individual’s employment; 

ii.      Submission to or rejection of such conduct by an individual is used as the 
basis for employment decisions affecting such individuals; or 

iii.      Such conduct has the purpose or effect of unreasonably interfering with an 
individual’s work performance or creating an intimidating, hostile, or 
offensive work environment. 

2.  Examples of prohibited conduct including, but not limited to: 

i.      Un-welcome or offensive sexual flirtation, advances, propositions, touching 
and/or hugging; 

ii.      Graphic/suggestive comments of a sexual nature and/or suggestive or 
insulting sounds, leering, whistling or obscene gestures; or 

iii.      Display, possession or forwarding of sexually suggestive objects or pictures 
in the workplace or during working hours. 

F. Complaint Procedure 

1.  The City requires immediate reporting of all perceived incidents of discrimination, 
harassment, or acts of retaliation.   

2.  A written statement shall be requested to detail the facts, dates/times, and/or any 
witnesses to the events.  

3.  Any person notified of a complaint of harassment or discrimination has an 
obligation to advise their next level chain of command. 

4.  Allegations of prohibited conduct under this directive shall be investigated by a 
person designated by the City Manager in a prompt, fair, and thorough manner. 
This may include an outside consultant/attorney. 

5.  Knowingly making malicious false accusations shall be considered a serious 
offense. Any individual proven to have made a false accusation shall be subject to 
disciplinary action up to and including termination. 

6.  A complainant may withdraw a complaint at any time. However, once made aware 
of the accusations, the City shall still pursue the investigation to conclusion.  

IV.     Drug and Alcohol Abuse Policy 

A. The City is concerned for the well-being of its employees. The City believes it has a 
responsibility to provide a safe, healthy, and productive working environment for all of its 
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employees. The City adopts the following policy in furtherance of its goal to establish a 
drug-free workplace. 

B. The City of Diboll demands an alcohol-free and drug-free workplace. Being under the 
influence, possession or use of illegal drugs (including prescription drugs) and alcohol in 
the workplace is, therefore, prohibited. The City recognizes that use and abuse of alcohol, 
prescription drugs, and illegal drugs outside the workplace may also cause problems in the 
workplace. 

C. The implementation of a drug and alcohol abuse policy by the City shall further the overall 
interests of the City by (1) ensuring public safety; (2) developing public trust and integrity; 
(3) discouraging corruption; (4) developing high morale and safety in the workplace; (5) 
preventing a loss of productivity; and (6) minimizing or eliminating liability. 

D. Illegal Drug or Alcohol Use in the Workplace 

1.  If it is determined that an employee is under the influence of, used, consumed, 
possessed, cultivated, or manufactured:  

i.      illegal drugs  

ii.      alcohol, during work hours or while off duty if such use or consumption in 
anyway impairs their ability to perform their job duties, that employee may 
be terminated. A drug screen or breath alcohol test shall be performed, if 
possible, to confirm the consumption or use by the employee.  

iii.      prescription drugs or any other substance, during work hours or while off 
duty if such use or consumption in anyway impairs their ability to perform 
their job duties, that employee may be terminated. A drug screen shall be 
performed, if possible, to confirm the consumption or use by the employee.  

iv.       

2.  An “illegal drug”, for purposes of this policy, shall include cocaine, marijuana, 
PCP, opiates, amphetamines, ecstasy, as well as any prescription narcotic, opiate, 
and/or amphetamine-based drug for which the employee does not have a current 
valid prescription in their name and/or is not being used as prescribed.  

3.  Furthermore, a breath alcohol concentration of .02 or greater and/or not using 
medication as prescribed shall constitute a positive finding for purposes of this 
policy. Employees who engage in any prohibited conduct shall be subject to 
dismissal. 

V.     Drug and Alcohol Screening and Testing 

A. Testing Based on Reasonable Suspicion during Employment 

1.  If there is reasonable suspicion to believe that an employee is using or possessing 
illegal drugs or is under the influence of alcohol while working for the City, this 
employee may be administered a drug screen and/or breath alcohol test.  
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2.  Supervisors are required to specify in writing the exact facts, symptoms, and/or 
observations of drug or alcohol use. Any corroboration by other sources, which 
formed the basis for a reasonable suspicion, must also be documented. The 
documentation is to be immediately forwarded to the employee’s Department 
Head. The Department Head shall, in turn, forward the documentation to the 
Director of Human Resources who shall, in turn, set up a drug screen and/or breath 
alcohol test. 

3.  Circumstances which provide a basis for determining reasonable suspicion may 
include, but are not limited to: 

i.      Direct observation of drug or alcohol use 

ii.      Presence of physical symptoms consistent with drug or alcohol use, i.e., 
alcohol odor, slurred speech, poor coordination and/or reflexes 

iii.      Abnormal or erratic behavior by the employee 

iv.      Information concerning recent drug or alcohol use by the employee, from a 
reliable and credible source 

B. On-the-Job Testing 

1.  Any employee who suffers an on-the-job injury that may result in a workers’ 
compensation claim shall be subject to a drug screen and/or breath alcohol test. If 
the test results are positive for drug or alcohol use, workers compensation benefits 
may not be paid to the employee 

2.  The injured employee must submit to the breath alcohol test and/or drug screen 
immediately upon request.   Failure to adhere to these time constraints may subject 
the employee to termination of employment and/or denial of workers’ 
compensation benefits. 

VI.     Operators of City Owned Vehicles and Equipment 

A. Random Testing 

1.  Employees in safety and/or security sensitive positions, including drivers of City-
owned vehicles and equipment, or work in an area where injury can occur, may be 
subject to at random drug and alcohol testing during work hours. The City may 
submit at random a list of employees from each applicable department for testing. 

B. Post-Vehicular Accident  

1.  A driver/operator of a vehicle involved in an accident while on duty may be given 
a drug screen and\or breath alcohol test immediately following any vehicular 
accident. “Immediately” is defined as “as soon as reasonably possible in the 
circumstances”. The Director of Human resources shall be responsible for the 
scheduling of the drug and alcohol screening.  

2.  If the law enforcement officer who investigates the accident determines that the 
City driver was not at fault, and there is no injury to any person involved in the 



 

COD – HR Policies & Procedures (Updated May 2024) 37 | P a g e   
 

accident, and no vehicle has to be towed because of damage, and the driver does 
not show signs of being under the influence, the drug test/alcohol test may not be 
immediately required. The investigating police officer shall document their 
findings and determinations and supply that document to the Director of Human 
Resources the following business day. The Director of Human Resources, after 
reviewing the documents, may require that the drug and alcohol testing be 
administered. 

3.  If the driver is seriously injured and cannot provide a specimen for the screen, the 
driver must authorize the release of any hospital reports that would indicate the 
presence or non-presence of alcohol or controlled substances in their system. 
Failure to adhere to the time constraints of the testing procedure and to the release 
of records, could subject the employee to termination of employment. Drivers who 
operate under a CDL license must also comply with the CDL regulations relating 
to accidents. 

C. For Public Safety Employees 

1.  This policy does not supersede any drug or alcohol testing policies already in place. 
It is merely designed to supplement and in no way intended to repeal any policies 
utilized by the Police Department.  

D. Employee Search  

1.  The City reserves the right to search for illegal drugs and alcohol on any employee, 
City vehicles and equipment, on City property, personal affects and private 
vehicles.  

E. Drug and Alcohol Testing Procedure 

1.  An employee who is requested to submit to a drug or alcohol screen pursuant to 
this policy must submit to such testing and be tested or be subject to termination. 
The testing may include, but is not limited to, the collection of urine, hair (non-
pubic), and/or breath. If the testing involves the collection of hair and the employee 
intentionally cuts or removes hair thus making the testing reasonably impossible, 
without a valid medical or other excuse, failure to provide such a sample shall be 
deemed a refusal to submit to testing and could subject the employee to punishment, 
up to and including termination. 

2.  An employee who is requested to submit to a drug or alcohol screen shall report 
immediately to the City designated testing or collection facility. This is a priority 
over all other duties. All drug and alcohol testing procedures shall be in accordance 
with rules and regulations of the testing or collection facility. 

F. Substances Covered by Drug/Alcohol Testing 

1.  Employees shall be tested for their use of commonly-abused controlled substances, 
including, but not limited to: Amphetamines, Barbiturates, Benzodiazepines, 
Opiates, Cannabinoids, Cocaine, Methadone, Methaqualone, Phencyclidine (PCP), 
Propoxyphene, and chemical derivatives of these substances. 

G. Testing Methods and Procedure 
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1.  All testing shall be conducted by a licensed independent medical laboratory, which 
shall follow established testing standards. The City shall pay for the cost of the 
initial testing. The testing lab shall retain samples in accordance with the law, so 
that a candidate may request a retest (safety net) of the sample at their own expense 
if he or she disagrees with the test result. 

H. Right to Review Records 

1.  The City shall only provide a copy of test results to individuals who test positive. 
An individual’s test results shall not be released publicly unless agreed to by the 
employee or ordered by a court or administrative body. Information may be used 
for internal administrative purposes; however, the City shall strive not to breach the 
employee’s expectation of privacy. 

I. Drug and Alcohol Abuse Treatment 

1.  If an employee voluntarily admits to abusing alcohol, or the use of illegal drugs, or 
other mood or mind- altering substances and desires treatment, that employee may 
request treatment from any supervisory personnel of their department or request 
help from a medical provider outside the department. This request shall be kept 
confidential. The City of Diboll supports such requests for help and shall 
accommodate the needs of such employees. There shall be no disciplinary action 
taken against an employee for requesting such treatment; so long as such request is 
made prior to any of the following having occurred: an alleged violation of this 
policy, any City mandated drug screen or breath alcohol test request, and/or the 
arrest of such employee for a drug or alcohol related offense or crime. An employee 
shall be permitted to take advantage of the provisions of this subparagraph on no 
more than two (2) occasions during employment with the City. (Treatment is 
defined as the admission to a recognized inpatient or outpatient rehabilitation 
program and the subsequent follow-up care.) Providing false or misleading 
information to a treatment facility, department head, or other City official 
concerning the use of drugs is prohibited, and a violation shall result in termination 
from employment under this and other provisions of this handbook. Employees 
who cannot report to work while undergoing such rehabilitation may use sick leave, 
then vacation, then no-pay for the duration of the absence. If the employee is 
eligible under FMLA, it shall be properly designated.  

2.  Upon completion of treatment, the employee must adhere to all aftercare contracts 
and agreements imposed by the healthcare provider and the City and may be subject 
to a random drug screening. If the employee does not adhere to the terms and 
conditions of these agreements, disciplinary action, up to and including 
termination, may be brought against the employee. Each employee utilizing the 
provisions of this subparagraph shall be required to sign a form agreeing to be 
bound by this requirement. 

SECTION 5: General Operations Procedures 

I.     Purchasing Policy   

A. All City employees shall be informed of the “Procurement Policies and Procedures” and 
the City shall maintain a current copy for reference by its employees. 
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B. All purchases are subject to review during the City’s annual audit by an external auditing 
firm to determine compliance with the City’s policies along with state and federal 
purchasing requirements. 

C. It is the responsibility of each employee with purchasing authority to utilize all resources 
when expending funds belonging to the citizens of Diboll. The best value method should 
be used, regardless of how small the purchase.  

D. It is the responsibility of each employee with purchasing authority to ensure compliance 
with the City’s “Procurement Policies and Procedures”, up to and including reporting 
employees who repeatedly fail to meet the requirements of the policy, which may lead to 
revocation of purchasing privileges.  

E. All Vendors must be approved by the Finance Department prior to doing business.  
Vendors shall not be approved without proper vendor information including but not limited 
to their completed IRS Form W-9. 

F. The City is exempt from federal, state, and local taxes in most cases. An exemption 
certificate must be provided to City vendors or contractors prior to doing business. 

G. Requisitions and Purchase Orders shall be entered, approved, and processed in a timely 
manner in accordance with the guidelines set by the Finance Department.   

H. No purchases shall be made without a Purchase Order unless otherwise authorized by the 
Finance Director. 

I. All invoices shall be directed to the Finance Department and include purchase order 
number and/or Department Supervisor’s authorization signature and budget code. 

J. Any questions regarding purchasing compliance should be directed to the Finance Director 
prior to purchase. 

II.     Expense Reporting 

A. All completed expense documentation, including but not limited to receipts, packing slips, 
purchase orders, and invoices, shall be turned in no later than 30 days after the date of the 
expense. All expenses occurring September 1st-30th must be turned in prior to completion 
of end of fiscal year reporting. Any expense reports not turned in within the designated 
time frame are subject to rejection of payment. 

III.     Invoicing Policy 

A. It shall be the Department Head’s responsibility to provide the Finance Director with all 
information needed to create an invoice by completing an “Invoice Request Form”. 

B. Invoice Request Forms must be submitted as soon as information becomes available. 

C. The Finance Director shall create an invoice and send out to the person or business within 
thirty (30) business days. 
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IV.     Contacting the City Attorney 

A. The City Attorney shall not be directly contacted by any employee, unless specifically 
authorized by the City Manager.  

V.     Travel Policy 

A. This policy is applicable to all City employees and applies to all travel on City business 
outside the City limits and to all travel reimbursements, subject to budget limitations and 
authenticated expenses. 

1.  Travel and Business Meals shall be paid by the City if they are reasonable, 
appropriately documented, properly allocated and authorized, accommodated by 
the relevant operating budget or sponsored project funding, and within the 
guidelines of these policies. 

i.      Travel Meals:  Travel Meals are those taken by the individual employee, or 
employees traveling together, when away on City business.  All 
reimbursements for travel meals must include a complete explanation of the 
City’s business purpose for the expense. 

a. Meals shall be reimbursed for overnight travel on a per diem 
basis using federal GSA rates for the travel location. 

b. If a meal has been paid for as part of a registration fee or 
included in the hotel rate and the traveler wishes to use the 
federal per diem, a deduction must be made from the per diem 
allowance.  

ii.      Business Meals:  Business meals are those taken with business associates, 
City guests, job applicants, professional colleagues, or donors, during which 
City business discussions take place or hospitality is extended to 
distinguished guests.  Receipts are required for all business meals and 
entertainment expenses and reimbursement must be approved by the City 
Manager. 

iii.      Alcoholic Beverages:  Alcoholic beverages are never reimbursable. 

2.  Overnight Accommodations:  Overnight accommodations shall be reimbursed 
using federal GSA rates for the travel location or the conference hotel rate, if it is 
higher.  When requesting reimbursement over the GSA rate, hotel receipts must be 
submitted upon return.  If receipts are not returned, the difference between the GSA 
rate and the hotel rate paid shall be due to the City and shall be deducted from the 
employee’s next pay check. Reimbursement shall not be made when the hotel is 
paid as part of registration fee. 

3.  Travel Per Diem Advances:  Travel per diem advances are available for approved 
travel.  All travel per diem requests must be approved by the Department Head, 
Finance Director and City Manager.  Travel Per Diem Request forms must be 
submitted to the Finance Director no later than 15 days prior to travel and included 
the dates of travel, the business purpose and the total amounts requested.  The 
Travel Per Diem Request form must be accompanied by supporting documentation, 
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including conference/training registration forms, maps with mileage, and hotel 
reservation confirmations.  

VI.     Vehicle Use Policy 

A. Vehicle Use 

1.  The purpose of this vehicle policy is to provide for the safe and effective utilization 
of the City vehicle fleet through rules, regulations and procedures. 

2.  This policy applies to all City owned vehicles and all persons assigned a vehicle, 
inclusive of operators and passengers. 

3.  All persons shall not operate a City owned vehicle without a valid driver’s license. 

4.  All persons are required to immediately notify their chain of command if their 
driver’s license becomes invalid or suspended. 

5.  All City equipment and vehicles are intended for official City business use only.  

6.  Except for maintenance, service and repair, only City officials and employees are 
allowed to operate a City vehicle. Ridership should be limited to employees or 
persons on official City business. Due to the nature of certain employees being 
required to be on call and take a vehicle home, the City Manager may exercise 
limited discretion in situations wherein the ridership policy might cause 
transportation difficulties to an employee required to be on standby and use a City 
vehicle. 

7.  Those personnel assigned use of a vehicle or piece of equipment shall be 
responsible for the maintenance and care of said vehicle/equipment. Damage 
arising from misuse or neglect attributable to operator negligence is subject to 
review by the City Manager and subsequent repair at the expense of employee held 
responsible for same. 

8.  No one shall operate a City vehicle or piece of equipment that is unsafe and the 
operator shall be responsible for exercising good judgment and performing a 
cursory inspection prior to operating said vehicle or equipment. 

9.  All operators and passengers shall be individually accountable for abiding with all 
laws pertaining to vehicles and their operation. 

10. All operators and passengers must be secured with a vehicle safety belt while and 
before the vehicle is in motion. 

11. No one is allowed to operate a City vehicle or piece of equipment while under the 
influence of alcohol, medication or drugs that in any way impairs their ability to 
perform their job duties.  No alcohol shall be transported in a City vehicle. 

12. Any person who is injured or becomes ill shall obtain assistance rather than try to 
operate a vehicle or piece of equipment. 
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13. It shall be the responsibility of each operator of a City vehicle or piece of equipment 
to properly fill out any paperwork associated with the use, mileage, gas/lubricant 
application or any other documentation which may be required from time to time. 

B. Take-Home Vehicle 

1.  Take-home vehicle assignments shall be designated by the Department Head and 
finalized by the City Manager. 

2.  To be eligible for a take-home vehicle, the employee selected for assignment must 
be in a position where direct on-call or emergency responses are part of the job 
duties. 

3.  An employee with an assigned vehicle understands that under no circumstance shall 
personal business or transportation of non-City employees be conducted while 
operating the vehicle unless specifically authorized by the City Manager.  This 
includes school drop-offs and pick-ups. 

4.  Any violation to the Vehicle Use or Take-Home Vehicle policy shall result in the 
loss of City vehicle use privileges and may be subject to discipline, including 
termination. 

VII.     Essential Personnel Policy  

A. This policy provides guidelines for the utilization of Essential Personnel during 
emergencies when normal operations may be suspended. Reasons for modified operations 
or emergency closure for which essential personnel are designated include but are not 
limited to inclement weather, a natural disaster, a public health incident, an active threat, 
or major facilities impairment. During a suspension of normal operations, Essential 
Personnel shall provide services that relate directly to the health, safety, and welfare of the 
citizens of Diboll, ensure continuity of key operations, and maintain and protect City 
property. Due to the size of the City's workforce and the scope of potential 
emergencies, all employees are considered Essential Personnel. 

1.  Essential Personnel may be required to work extended shifts before, during, or after 
an emergency.  

2.  Essential Personnel shall provide their updated contact information to supervisors 
immediately if a change is made.   

3.  Essential Personnel are expected to maintain communication with the chain of 
command before, during and after an emergency.  

4.  Nonexempt employees who perform work during an emergency closure shall 
receive payment of one-and-half multiplied by their hourly rate. 

VIII.     Firearms Policy 

A. Pursuant to the rights of employers under Texas law, the City prohibits its employees from 
the possession and carrying of a firearm on City property, or while conducting City 
business off-premises with the following exception. 
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B. Exception:  Employees who are holders of a valid License to Carry in the State of Texas 
(“LTC”) may possess and carry a properly concealed firearm upon written permission of 
the City Manager and successful completion of a Diboll Police Department Employee 
Active Shooter Defense Course.  

IX.     Property Control 

A. Department Heads shall ensure that property under their control is properly safeguarded, 
accounted for, and administered. 

B. The Department Head shall maintain or delegate the maintenance of an up- to-date 
inventory of all City property. All acquisitions, disposals, or transfers of property shall be 
reported to the Finance Department or City Manager’s designee. 

C. No City owned property shall be used for personal use without specific approval. 

X.     News Releases  

A. All news releases by City employees shall be approved prior to their release by the City 
Manager and Mayor, as applicable. 

B. The Public Information Officer for the City of Diboll shall be the Mayor and or City 
Manager or designee. 

XI.     Chain of Command.   

A. Individual City employees are responsible to the Department Head or to a supervisor 
designated by the Department Head or City Manager. The City Manager is responsible to 
the City Council. Directions regarding work to be done, expected results, the adequacy of 
work performance, and grievances shall follow the Chain of Command. 

XII.     Abandonment of Position 

A. Unauthorized absence from work for a period of three (3) consecutive working days shall 
be considered a resignation. Unless the City Manager determines otherwise, the resignation 
is not in good standing and the employee is not eligible for reemployment.  
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SECTION 6: Employee Acknowledgement 

The City of Diboll (the “City”) Policy and Procedure Manual (the “Manual”) effective May 
14, 2024 and as amended at any time in the future, with or without notice, describes important 
information about the City’s personnel policies and procedures. I have entered into my 
employment relationship with the City voluntarily and acknowledge that there is no specified 
length of employment. Accordingly, either I or the City can terminate the relationship at will, 
with or without cause, at any time. 

 

With the exception of the City’s employment-at-will policy, all of the information, policies, 
and benefits described in the Manual are subject to change. I acknowledge that revisions to 
the Manual may occur, except to the policy of employment-at-will provision. I understand 
that revised information may supersede, modify, or eliminate existing policies. 

 

I acknowledge that this Manual is neither a contract of employment nor a legal document. I 
have received the Manual, understand my responsibility to read and comply with the policies 
contained herein and any as amended in the future. I also understand that the policies in this 
Manual supersede all prior written and/or oral City policies, except those as provided within 
departments for operating procedures. No departmental policy shall conflict with these 
policies. 

 

Furthermore, I acknowledge that upon termination of my employment with the City of Diboll, 
I agree to return any city property in my possession.  I acknowledge that failure to do so may 
result in monies withheld from final pay, final pay being withheld until the next processing 
date and or legal action by the city against me.  

 

__________________________________  ___________________________ 

Employee Printed Name    Date 

 

__________________________________ 

Employee Signature 



 

                                                                  

 

 
 

AMERICAN RESCUE PLAN ACT   
STATE & LOCAL FISCAL RECOVERY FUNDING 

 

 FINANCIAL MANAGEMENT 
 POLICIES & PROCEDURES 

 
 

  City of Diboll 
 

June 11, 2024 
 

 
This document does not void existing internal policies and procedures.  

In the event of a conflict with existing local policies and procedures, 
the most stringent requirements should be applied. 

 
 
 
 
 

 
These Policies and Procedures are adopted by the City Council on June 11, 2024 
 
 
_Trey Wilkerson, Mayor______   _June 11, 2024__________________ 
Official’s Name, Title     Date 
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SECTION 1 – ARPA-SLFRF KEY RESOURCES 
 

• The ARPA-SLFRF Award Terms & Conditions 
• 31 CFR 35.6 – Eligible uses 
• Uniform Guidance: 2 CFR 200, Parts A-F 
• Final Rule Jan 2022 & Final Rule Overview 
• 2022 Final Rule FAQs  
• Compliance & Reporting Guidance  
• Project & Expenditure Report User Guide 
• 2023 Interim Final Rule  
• Compliance Supplement  
• Alternative Examination Engagement (ACEE) Guide 

 

SECTION 2 – OVERVIEW & PURPOSE OF ARPA FUNDING 
 
This Financial Management Policy and Procedures guidance provides an overview of the requirements applicable 
to the financial management of the American Rescue Plan Act – State and Local Fiscal Recovery Funding (ARPA – 
SLFRF) and related City procedures.  This document covers critical aspects of internal controls, reporting and 
monitoring, audits, procurement and cost principles, and the City’s related policies and procedures, specifically as 
it relates to ARPA-SLFRF (often referred to as “ARPA” hereafter in this document).    
 
All local governments that have received ARPA State and Local Fiscal Recovery Funds (ARPA-SLFRF) are responsible 
for ensuring that they establish and maintain effective internal controls that provide reasonable assurance that 
funds are being managed in compliance with all applicable federal statutes, regulations, and the terms and 
conditions of the federal award.  The City will comply with the ARPA Award Terms and Conditions and the Uniform 
Guidance requirements, particularly as outlined in 2 CFR 200.302. 
 
ARPA funds must be spent on allowable activities and expenses, with consideration of equity and negative 
economic impacts which include:  

• Supporting public health expenditures 
• Addressing negative economic impacts caused by the public health emergency 
• Replacing lost public sector revenue (government services) 
• Providing premium pay for essential workers  
• Investing in water, sewer, and broadband infrastructure 
• Expanded surface transportation, Emergency disaster relief, and Title I projects 
• SLFRF allowable projects (both enumerated and non-enumerated) and related expenditure categories are 

outlined in greater detail in the Treasury’s Final Rule, Project & Expenditure Guide, 31 CFR 35.6 -- Eligible 
uses, and other resources. 

 
SLFRF is considered “other financial assistance” per 2 CFR section 200.1 and is administered as direct payments for 
specified use.  ARPA-SLFRF may be used for direct and indirect administrative expenses involved in administering 
the program. Cost-sharing/matching is not a requirement of ARPA-SLFRF. 
 
SLFRF allocations made to ARPA Recipients are not subject to the requirements of the Cash Management 
Improvement Act and Treasury’s implementing regulations at 31 CFR part 205 or 2 CFR 200.305(b)(8)(9). As such, 
recipients can place funds in interest-bearing accounts, do not need to remit interest to the Treasury, and are not 
limited to using that interest for eligible uses under the SLFRF award. 
 
The Assistance Listing for the Coronavirus State and Local Fiscal Recovery Funds (SLFRF) was published May 28, 
2021, on SAM.GOV under Assistance Listing Number (“ALN”), formerly known as CFDA Number, 21.027.  

https://www.ecfr.gov/current/title-31/subtitle-A/part-35/subpart-A/section-35.6#p-35.6(b)(3)(i)(C)
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/section-200.302
https://www.ecfr.gov/current/title-31/subtitle-A/part-35/subpart-A/section-35.6#p-35.6(b)(3)(i)(C)
https://www.ecfr.gov/current/title-31/subtitle-A/part-35/subpart-A/section-35.6#p-35.6(b)(3)(i)(C)
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The Assistance Listing includes helpful information including program purpose, statutory authority, eligibility 
requirements, and compliance requirements for recipients. The ALN is the unique 5-digit number assigned to 
identify a federal assistance listing and can be used to search for federal assistance program information, including 
funding opportunities, spending on USASpending.gov, or audit results through the Federal Audit Clearinghouse. 
 
The City will adhere to generally accepted accounting principles (GAAP) and adequately trace all obligated/ 
budgeted funds, expenditure categories, disbursements, and balance data back to the source. In addition to tying 
all procurements, agreements and subawards to SLFRF, the City will add source or identification codes as part of 
its chart of accounts and reporting records for ease of tracking cost details. 
 
SECTION 3 – PERIOD OF PERFORMANCE & OBLIGATIONS 
 
In accordance with Treasury requirements, ARPA-SLFRF funds must be used to cover “costs incurred/obligated” 
between March 3, 2021, and December 31, 2024, and funds must be expended by December 31, 2026.  
 
As outlined in the Interim Final Rule (August 2023), SLFRF costs incurred for expanded surface transportation and 
Title I projects must also be obligated by December 21, 2024, but must be expended by September 30, 2026. 
 
As indicated in the Reporting & Compliance Guidance, any funds not obligated or expended for eligible uses by the 
timelines above must be returned to the Treasury, including any unobligated (Dec 2024) or unexpended (Dec 2026) 
funds that have been provided to subrecipients and contractors as part of the award closeout process pursuant to 
2 CFR 200.344(d). 
 
For the purposes of determining expenditure eligibility, the Treasury’s final rule provides that “incurred” means 
the recipient has incurred an obligation, which has the same meaning given to “financial obligation” in 2 CFR 200.1: 
 

Financial obligations, when referencing a recipient’s or subrecipient’s use of funds under a federal 
award, means orders placed for property and services, contracts and subawards made, and similar 
transactions that require payment. 

 

SECTION 4 – INELIGIBLE USES & RECOUPMENT 
 
The following uses of SLFRF funds are NOT allowable:  

• Deposits into any pension funds,  
• Offsetting a reduction in net tax revenue, 
• Non-federal match for other federal programs whose statute or regulations bar the use of federal funds to 

meet matching requirements, 
• Contributions to rainy day funds, financial reserves, or similar funds as such payments constitute savings 

for future spending needs of the City, 
• Payment of interest or principal on outstanding debt instruments, including, for example, short-term 

revenue or tax anticipation notes, or other debt service costs. Fees or issuance costs associated with the 
issuance of new debt would also not be covered using payments from the Fiscal Recovery Funds because 
such costs would not themselves have been incurred to address the needs of the pandemic response or its 
negative economic impacts, 

• Satisfaction of any obligation arising under or pursuant to a settlement agreement, judgment, consent 
decree, or judicially confirmed debt restructuring plan in a judicial, administrative, or regulatory 
proceeding, except to the extent the judgment or settlement requires the provision of services that would 
respond to the COVID-19 public health emergency. 
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Any project that conflicts with or contravenes the purpose of the American Rescue Plan Act, (e.g., uses of funds 
that undermine COVID-19 mitigation practices in line with CDC Guidance and recommendations) or violation of the 
Award Terms and Conditions or conflict of interest requirements under the Uniform Guidance, and other federal, 
state, and local laws and regulations is not allowed.  

Pre-award costs, as defined in 2 CFR § 200.458, may not be paid with funding from this award.  

Funds used in violation of the final rule are subject to remediation and recoupment. As outlined in the Final Rule, 
Treasury may identify funds used in violation through reporting or other sources. While not anticipated, the City 
understands, that if any amount of the ARPA-SLFRF allocation is considered at risk, the City will be provided with 
an initial written notice of recoupment with an opportunity to submit a request for reconsideration before the 
Treasury provides a final notice of recoupment. If the City does not submit a request for reconsideration, the initial 
notice will be deemed the final notice. Treasury may also pursue other forms of remediation and monitoring in 
conjunction with or as an alternative to, recoupment.  

In addition to Treasury-specified guidelines, a more comprehensive list of unallowable or restricted costs can be 
referenced under 2 CFR 200 Subpart E. This list is also summarized in Section 12 – Cost Principles of this document 
in greater detail.  
 
ARPA-SLFRF funding classified under Revenue Loss expenditures have reduced requirements as outlined within 
Treasury Guidance (re: Final Rule updates and, specifically, FAQ 13.15). 
 

SECTION 5 – ACCOUNTING SYSTEMS & INTERNAL CONTROLS  
 
ACCOUNTING SYSTEMS  
The City is responsible for ensuring all expenditures are equitable, eligible, proportionate, and authorized in an 
approved, documented budget. 
 
Pursuant to 2 CFR § 200.302(a), the City’s financial management system, including records documenting 
compliance with federal statutes, regulations, and the terms and conditions of the federal award, must be sufficient 
to permit the preparation of reports required to demonstrate compliance with general and program-specific terms 
and conditions; and the tracing of funds to a level adequate to establish that such funds have been used according 
to the federal statutes, regulations, and the ARPA-SLFRF terms and conditions. 

The City’s financial management system includes the following: 

1. Accurate, current, and complete disclosure of financial results, 
2. Records that identify adequately the source and application of grant funds, 
3. Comparison of actual outlays with amounts budgeted under ARPA-SLFRF, 
4. Procedures to minimize the time elapsed between approval and disbursement of funds throughout 

the performance period,  
5. Procedures for determining reasonableness and allowable costs, 
6. Accounting records that are supported by appropriate source documentation, and 
7. A systematic method to assure timely and appropriate resolution of audit findings and, 

recommendations. 
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INTERNAL CONTROLS – 2 CFR§200.303  
An internal control is a process, carried out by an entity’s oversight body, management, and other personnel that 
provides reasonable assurance regarding the achievement of objectives in effectiveness and efficiency of 
operations, reliability of financial reporting, and compliance with applicable laws and regulations. 
 
Internal controls are the combination of policies, procedures, job responsibilities, personnel, and records that 
together create accountability of the financial system and safeguard its cash, property, and other assets.   
 
Through its system of internal controls, the City can ensure that:  

• Resources are used for authorized purposes and consistent with applicable laws, regulations, and policies.  
• Resources are protected against waste, mismanagement, or loss.  
• Evaluation and monitoring of compliance are integrated into processes. 
• If applicable, prompt action is taken on audit concerns or findings. 
• Information on the source, amount, and use of funds is reliable, secure, up-to-date, and disclosed in the 

appropriate reports and records.  
 
In accordance with 2 CFR § 200.303, the City ensures internal controls through a number of local procedures, 
including ensuring to the extent practicable that the duties of the staff are divided so that no one person handles 
all aspects of a transaction from beginning to end. Some effective techniques and best practices that the City 
follows include:  
 

• An organizational chart and/or written definitions setting forth the actual lines of responsibility of 
personnel involved in financial transactions and that clarifies all key roles and an adequate segregation 
of duties. 

• Maintaining City accounting policy and procedures that includes specific approval authority for 
financial transactions and guidelines for controlling expenditures, as typically followed for local funds. 
(This guide will include written procedures for recording transactions; maintaining a chart of accounts, 
a general ledger and other typical internal controls established by the City that will also be applied to 
ARPA-SLFRF.) 

• Bank Depository: The City maintains funds in a bank, designated as its depository for banking services. 
The City Council reviews the selection in accordance with the City’s charter or financial procedures. 
The City Council follows the internal financial procedures for all expenditures unless an individual 
funding agency/source prescribes specific (and more stringent) requirements.  

• Accounts Payable: Four (4) individuals are authorized to sign checks written on the bank depository 
account: Mayor, City Manager, Finance Director, City Secretary. All checks require two (2) authorized 
signatures. No exceptions.   

• Accounting: The Finance Director is responsible for establishing the structure for the City Chart of 
Accounts and for assuring that procedures are in place to properly record financial transactions and 
report the City’s financial position. The Finance Director shall provide financial reports to the City 
Council monthly.  

• Audit of Accounts: An independent audit of City accounts is performed annually. The Auditor is 
retained by and is accountable directly to the City Council. The City Council reviews the selection 
every five (5) years unless circumstances deem otherwise. The City will follow the audit requirements 
as outlined in the audit section of this document. 

• Internal Controls: Whenever possible, written procedures will be established, maintained, and 
assessed per 2 CFR 200.303 by the City Secretary/Finance Director for all functions involving cash 
handling and/or accounting throughout the City. These procedures will embrace the general 
concepts of fiscal responsibility set forth in this policy statement.   

 
Other internal controls the City follows include the following: 

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/section-200.303


 
 City of Diboll ARPA Financial Management Policies & Procedures                                          Page 7 of 8 

• A chart of accounts will include account names and the numbers assigned to each and provides the 
following categories: assets, liabilities, net assets/fund balance, revenues, and expenses. 

• Maintaining journal entries that are properly approved and supported by adequate source 
documentation and note the effective period of the agreement, list disbursement amounts paid out 
(or properly accrued); expended on eligible items; and approved by the appropriate official(s) within 
the organization.  

o Adequate documentation is not limited to but includes signed purchase orders with invoices 
to support authorizations, timecards to support labor, detailed receipts to support spending, 
periodic monitoring reports with support of review, and approval by management. 

• Maintaining hiring policies that ensure financial staff qualifications are equal to job responsibilities and 
that individuals hired are competent to do the job. 

• Adequately controlling access to accounting records, assets, blank forms, and confidential records, 
such that only authorized persons may access them. 

• Conducting periodic comparisons of financial records to actual assets and liabilities (i.e., reconciliation). 
o Monthly reconciliation and verifications of cash balances with bank statements shall be made 

by employees who do not handle or record cash, or sign checks. 
• Maintaining accounting records indicating the amounts budgeted for eligible activities and establishing 

Budget Controls (i.e., procedures to compare and control expenditures against approved budgets 
throughout the period of performance). 

• Comparing actual obligations and expenditures to date against planned obligations and expenditures, 
and against projected accomplishments.  

• Reporting deviations from budget and program plans and requesting approval for budget and program 
plan/scope revisions. 

• Monitoring updated ARPA-SLFRF related regulations and guidance to continue integration into local 
implementation and/or financial management procedures. 

• Reviewing, investigating, and/or reporting all claims of fraud, waste, or abuse related to ARPA-SLFRF 
addressing identified control risks and remediating plans while targeting continuous process 
improvements. 

• Managing fixed assets through tracking and reporting to ensure compliance with Treasury guidance 
related to changes in use and disposition. 
 

PROCEDURES FOR INVOICE REVIEWS & PAYMENTS  

• An invoice is received and, if necessary, a request for payment is prepared by authorized staff and 
proper signatures obtained from Mayor, City Manager, Finance Director as authorized in original grant 
approval.  

• Auditor’s office reviews the invoice and compares it to the grant budget.    
• Invoices must be approved by a city official involved in the financial management oversight or the 

Mayor. Approval is acknowledged by initialing the original invoice or through City Council action.  
• Upon receipt of an approved and acknowledged invoice, Accounts Payable Clerk, records the 

expenditure and generates a check.  Both Mayor and City Secretary signatures appear on the 
approved checks. Checks are then disbursed to the appropriate vendors. The Finance Director is 
responsible for ensuring that checks are signed and disbursed within five (5) calendar days.  

• Copies of the request for payment, invoice, canceled check copy, and bank statement showing receipt 
of grant money are retained in the grant file in the City Secretary’s office.   

• The City Manager and Finance Director authorize payments and issuance of checks. Two (2) signatures 
are required on each check – the Mayor, City Manager, Finance Director, or City Secretary. The 
Finance Director is responsible for reconciling the monthly bank statements.    
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SECTION 6 – PROPERTY MANAGEMENT & DISPOSITION 
 
The City provides safeguards for all property, whether cash or other assets. Personnel duties will be segregated to 
the extent practicable for the City such that the individual or personnel responsible for the physical custody of an 
asset will be distinct from the designated personnel keeping the records related to assets. 
 
The City will continue to monitor, track, and assess that all assets are being used solely for authorized purposes.  
The City will provide proper reporting and resolve discrepancies according to Treasury and applicable Uniform 
Administrative requirements. 
 
As outlined in the ARPA Final Rule FAQ, except for property, supplies, or equipment acquired using revenue loss 
funds (EC 6.1), the City must follow the applicable provisions of the Uniform Guidance regarding property standards 
(2 CFR 200.310-316), subject to the requirements set out in the Final Rule FAQ (13.16). During the period of 
performance, a recipient may use property, supplies, or equipment purchased or improved with ARPA funds for a 
purpose other than the purpose for which it was purchased or improved if such other purpose is also consistent 
with the eligible use requirements. 
 
If the City changes the use of an asset to an ineligible use or sells the asset prior to the end of the period of 
performance, then the City will follow the disposition procedures in the Uniform Guidance. See 2 CFR 200.311, 
200.313, 200.314, and 200.315.  
 
After the period of performance, the property, supplies, or equipment must be used consistent with the purpose 
for which it was purchased or improved or for any other eligible purpose in the same category as the purpose 
reported to Treasury as of the final reporting period, as set forth in the table below: 
 

Category Use Requirements 
Public Health and Assistance to 
Households and Individuals 

Property, supplies, or equipment last reported as being used to respond 
to the public health impacts of the public health emergency, as outlined 
in 31 CFR 35.6(b)(3)(i) or being used for the provision of services to 
households provided in 31 CFR 35.6(b)(3)(ii)(A), are authorized to fulfill 
any eligible use of funds provided in these subparagraphs of the Final 
Rule. 
 

Assistance to Small Businesses, 
Nonprofits, and Impacted 
Industries 

Property, supplies, or equipment last reported as being used for the 
provision of services to small businesses, nonprofits, and impacted 
industries outlined in 31 CFR 35.6(b)(3)(ii)(B)-(D) are authorized to fulfill 
any eligible use of funds outlined in the public health and negative 
economic impacts eligible use category. 
 

Water, Sewer, or Broadband 
Infrastructure 

Property, supplies, or equipment last reported as being used to make 
investments in water, sewer, or broadband infrastructure pursuant to 31 
CFR 35.6(e) are authorized to fulfill any eligible use of funds outlined in 
the water, sewer, and broadband infrastructure eligible use category. 
 

Government Services/Revenue 
Loss 

Property, supplies, or equipment acquired with revenue loss funds are 
exempt from the use and disposition requirements of the Uniform 
Guidance, regardless of award size. 
 

Premium Pay N/A 
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If an asset’s use shifts within the parameters of the eligible purpose according to the above table after the period 
of performance, no repayment would be required. For example, converting a hospital to a behavioral health facility 
would qualify as being used for the eligible purpose because both expenditures respond to the public health 
impacts of the public health emergency, as outlined in 31 CFR 35.6(b)(3)(i), so reimbursement to Treasury would 
be unnecessary. 
 
If an asset’s use shifts outside the parameters of the eligible purpose according to this table after the period of 
performance, then the City will follow the disposition procedures in the Uniform Guidance. See 2 CFR 200.311, 
200.313, 200.314, and 200.315. 
 

SECTION 7 – AUDITS 
The City follows all prescribed federal, state, and local audit requirements.  Specifically, for all federal funds, the 
Uniform Guidance, Subpart F provides additional standards for non-federal entities that expend $750,000 or more 
in federal awards during each fiscal year, including the requirement to have a single audit or program-specific audit. 

• Single audits (or alternative audits, if applicable) are to be performed by independent public 
accounting firms engaged by the City. 

• Costs for single audits are borne by the City and are allowable expenditures under ARPA-SLFRF. 
• A program-specific audit may be conducted in lieu of a single audit only when ARPA funds are the 

only federal expenditures represented in a given fiscal year. 
 
More specifically to ARPA-SLFRF and in lieu of a single audit, an “Alternative Compliance Examination 
Engagement” (ACEE) may also be applicable to the City for each fiscal year during the period of performance, if 
other (non-ARPA) federal expenditures did not exceed $750,000 beyond the ARPA expenditures. 

 
If the City (and any of its subrecipients) expends less than $750,000 in a fiscal year in federal funds, a single audit 
or program-specific audit will NOT be required for that year. 

 
As agreed, upon in the ARPA-SLFRF Award Terms and Conditions, all City records pertinent to the financial and 
programmatic aspects of the ARPA-SLFRF allocation will be fully accessible. The City (and its selected auditors) will 
consult the most up-to-date Compliance Supplement which provides information on the existing, important 
compliance requirements that the federal government expects to be considered for either the single audit or the 
alternative audit.  
 
If single audits or program-specific audits are required, the City will submit the requisite audit reports to the 
Federal Audit Clearinghouse (FAC) thirty (30) to sixty (60) days after receipt of the auditor’s report(s), or nine (9) 
months after the end of the fiscal year-end date, whichever comes first.  
 
 Alternative audits have the same completion timelines as single audits, but the audit report will be required to 
be uploaded to the Treasury’s portal (as outlined in the Treasury’s Alternative Compliance Examination 
Engagement Report User Guide) rather than to the FAC.   
 
At the completion of the audit, the City will prepare, in a document separate from the auditor’s findings as 
described in the Audit Findings section, a corrective action plan to address each audit concern or finding included 
in the current year auditor’s reports. The corrective action plan must provide the name(s) of the contact person(s) 
responsible for the corrective action, the corrective action planned, and the anticipated completion date. If the 
auditee does not agree with the audit findings or believes corrective action is not required, then the corrective 
action plan must include an explanation and specific reasons. 
 
 Corrective action means action taken by the City that: 

a. Corrects identified deficiencies 
b. Produces recommended improvements; or 
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c. Demonstrates that audit findings are either invalid or do not warrant auditee action. 
 
The City considers continuous process improvement as critical to operations and will respond to all audit concerns 
in a timely manner. 
 
Best Practice: To demonstrate a commitment to financial accountability and transparency, the City may also decide 
to obtain an annual independent financial statement audit, when practical. The City also produces internal financial 
statements at least quarterly, at a minimum, income statements and statements of financial position (balance 
sheet), which are monitored by leadership and the board. 
 

SECTION 8 – STANDARD OF CONDUCT & CONFLICT OF INTEREST POLICY 
 
The City will maintain a conflict-of-interest policy consistent with 2 CFR § 200.318(c) and that such conflict-of-
interest policy will be applicable to each activity funded under this award.  
 
City officials, employees, and affiliates may not have a direct or indirect interest, including financial and other 
interests, engage in a business transaction or professional activity, or incur an obligation of any nature that is in 
substantial conflict with the proper discharge of the officer or employee’s duties in the public interest. By statute, 
officers and employees must comply with certain ethical responsibilities and disclosure obligations. The 
consequences for noncompliance may include a void contract, personal liability for ultra vires acts, or a criminal 
penalty. For specific information regarding the professional standards applicable to a particular business 
transaction, City employees or officers will consult with the City’s legal counsel or other designated representative. 
 

SECTION 9 – FINANCIAL RECORDS MANAGEMENT & RETENTION  
 

The City will adhere to the following record-keeping policies, as agreed upon in the CLFRF Award Terms and 
Conditions and as outlined in 2 CFR 200.334-337. 
 

a. The City will maintain records and financial documents sufficient to evidence compliance with section 
603(c) of the Act and all Treasury’s regulations and guidance related to implementing that section. 

b. The Treasury Office of Inspector General and the Government Accountability Office, or their authorized 
representatives, will have the right of access to records (electronic and otherwise) of the City to conduct 
audits or other investigations. 

c. Records will be maintained by the City for a period of five (5) years after all funds have been expended or 
returned to Treasury, whichever is later. 

Accounting records will be maintained to adequately identify the source and application of funds provided for 
ARPA-funded activities.  Accounting records should also be fully supported by source documentation. 

Source documentation should explain the basis of the costs incurred and the actual dates of the expenditure. For 
example, source documentation on payments to contractors would include a request for payment, proof of 
inspection to verify work and materials, and canceled checks. 
 
Financial records include, but are not limited to the following: 
 

● Transaction registry documenting: 
o All invoices associated with each Request for Payment; and 
o Source of funds for each invoice (disbursed funds by activity, matching funds, and/or other funds) 

 
● Although not limited to the list below, source documentation will typically include the following:  

o Executed contract/purchase agreements, with terms and conditions 
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o Purchase orders, invoices, and contractor requests for payments 
o Purchase vouchers/receipts 
o Payrolls 
o Time and attendance records  
o Addendum record of direct deposit payments 
o Verification of deposits 
o Monthly bank statements with canceled checks 
o Check register/transaction ledger 
o Employee time sheets; if applicable 
o Equipment time record sheets  
o Property inventory 
o Performance/milestone reports or other status reports 
o Electronic Transfer Form (ETF), etc. 

 
Additional documentation examples related to financial management include a chart of accounts, financial 
statements, audit reports and corrective action plans, procurement records (micro-small through formal 
competitive procurements), etc. 
 

SECTION 10 – MONITORING & REPORTING  
 
The City will comply with all Treasury reporting requirements and submit all expenditure data in a timely manner.  
Financial statements and reporting will be complete, current, and reviewed periodically to provide complete 
disclosure of the financial results of all federally sponsored projects or programs. 
 
All recipients of federal funds must complete financial, performance, and compliance reporting. Expenditures may 
be reported on a cash or accrual basis, as long as the methodology is disclosed and consistently applied.  
 
Reporting must be consistent with the definition of expenditures pursuant to 2 CFR 200.1. The City will 
appropriately maintain accounting records for compiling and reporting accurate, compliant financial data, in 
accordance with appropriate accounting standards and principles. 
 
Financial reporting will include Treasury-required data and will be aligned in accordance with [2 CFR 200.302], to 
include budgeted project amounts, advances/reimbursements received to date, actual expenditures/ 
disbursements, current encumbrances/obligations, program income (if applicable), and other miscellaneous 
receipts, and any unpaid requests for payments. 
 
The City will report obligations and expenditures by project according to the corresponding Expenditure Category 
(EC). As noted in the Treasury’s Compliance & Reporting Guidance, there are a wide range of eligible uses of the 
SLFRF funds, and the Treasury must be able to track how funds are used by recipients for oversight and 
transparency purposes. 
 
ARPA reporting will follow the schedule and guidance outlined by the Treasury (shown below) and be accurate and 
specific in describing the project activity within the ARPA-SLFRF approved period of performance.  
 
For the SLFRF program, reporting requirements vary by recipient type, as shown in the table that follows. Detailed 
instructions for the completion and submission of each report are covered in Part 2 of the Compliance & Reporting 
Guidance. 
 
The reporting phase is anticipated to end once the ARPA funds are fully expended with a 0 balance, or April 30, 
2027 (whichever is sooner).  
 

https://home.treasury.gov/system/files/136/Jul-2023-PE-Report-User-Guide.pdf
https://home.treasury.gov/system/files/136/Jul-2023-PE-Report-User-Guide.pdf
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Reporting Requirements by Recipient Type 
 

 
Tier 

 
Recipient 

 
Interim Report 

Project and 
Expenditure 

Report 

Recovery Plan 
Performance 

Report 
 
 

1 

States, U.S. territories, 
metropolitan cities and 
counties with a 
population that exceeds 
250,000 residents 

By August 31, 
2021 or 60 
days after 
receiving 
funding if 
funding was 
received by 
October 15, 
with 
expenditures by 
category. 

 
Note: NEUs 
were not 
required to 
submit an 
Interim Report 

By January 31, 
2022, and then the 
last day of the 
month after the end 
of each quarter 
thereafter 

 
Note: NEUs were 
not required to 
submit a Project 
and Expenditure 
Report on January 
31, 2022. The first 
reporting date for 
NEUs was April 30, 
2022. 

By August 31, 
2021 or 60 days 
after receiving 
funding, and 
annually 
thereafter by 
July 31 

 
 

2 

Metropolitan cities and 
counties with a 
population below 
250,000 residents that 
are allocated more than 
$10 million in SLFRF 
funding, and NEUs that 
are allocated more than 
$10 million in SLFRF 
funding 

 

 
3 

Tribal Governments that 
are allocated more than 
$30 million in SLFRF 
funding 

  

 
4 

Tribal Governments that 
are allocated less than 
$30 million in SLFRF 
funding 

 By April 30, 2022, 
and then annually 
thereafter 

 
 

5 

Metropolitan cities and 
counties with a 
population below 
250,000 residents that 
are allocated less than 
$10 million in SLFRF 
funding, and NEUs that 
are allocated less than 
$10 million in SLFRF 
funding 

  

        Note: Based on the period of performance, reports will be collected through April 30, 2027.  
 
 
Monitoring Subrecipient Activities and Compliance 
 
The City understands the requirements to manage and monitor their subrecipients to ensure compliance with 
requirements of the SLFRF award pursuant to 2 CFR 200.332 regarding requirements for pass-through entities.  
 
Projects funded under the 6.1 Revenue Loss category are not subject to subrecipient designations or monitoring. 
 
Except for projects classified under the revenue loss expenditure category, the City will clearly identify to the 
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subrecipient: (1) that the award is a subaward of SLFRF funds; (2) any and all compliance requirements for use of 
SLFRF funds; and (3) any and all reporting requirements for expenditures of SLFRF funds. 
 
The City will also evaluate each subrecipient’s risk of noncompliance based on a set of common factors. These risk 
assessments will include factors such as prior experience in managing federal funds, previous audits, personnel, 
and policies or procedures for award execution and oversight. Ongoing monitoring of any given subrecipient should 
reflect its assessed risk and include monitoring, identification of deficiencies, and follow-up to ensure appropriate 
remediation. 
 
The City will develop and adhere to written policies and procedures for subrecipient monitoring and risk 
assessment and maintain records of all award agreements identifying or otherwise documenting subrecipients’ 
compliance obligations. 
 
SECTION 11 – PROCUREMENT  
 
The City as an ARPA Recipient will comply with the applicable requirements of the Uniform Guidance regarding 
procurement, contracting, and conflicts of interest and follow the applicable laws and regulations of our 
jurisdiction. When policies are overlapping or duplicated, the most stringent version will be followed. 
 
Projects funded under the 6.1 Revenue Loss category are not subject to the procurement requirements outlined 
under 2 CFR 318-326 but are still required to follow the state and local requirements that the City typically adheres 
to for all local purchases. 
 
Except for projects classified under the revenue loss expenditure category, the City will follow the ARPA required 
procurement requirements as prescribed, specifically in the uniform guidance 2 CFR 318-2 CFR 326.   

 
To the extent practicable, the City will adapt established and standardized procurement materials and will ensure 
the ARPA-SLFRF provisions are included, as applicable.  Authorized procurement specialists, legal, or other 
authorized City representatives will review all procurement and related contract content for quality prior to 
publication and execution. 
 
Additionally, the City has written guidance outlining all procurement-related roles including levels of authorization 
and approvals necessary for all purchasing and contracting transactions.  
 
Important procurement and contracting regulations from 2 CFR Part 200 that the City will follow include:  

• Maintaining records to sufficiently detail the history of the procurement. These records include but are not 
necessarily limited to, the rationale for the method of procurement, selection of contract type, contractor 
selection or rejection, basis for the contract price, the contract document, and any contract modifications 
with signatures of all parties.  

• Setting up procurements in a manner providing full and open competition, outside of justifiable emergency 
purchases and/or sole source scenarios. 

• Performing a cost or price analysis in connection with every procurement action in excess of the Simplified 
Acquisition Threshold, including contract modifications. The method and degree of analysis is dependent 
on the facts surrounding the procurement situation, but as a starting point, non-federal entities must make 
independent estimates before receiving bids or proposals. 

• Ensuring “Cost Plus a Percentage of Cost and Percentage of Construction Costs” are avoided as these 
methods of contracting are not allowed under the Uniform Guidance (2 CFR § 200.324). 

• Using time-and-materials-type contracts only after determining that no other contract is suitable and 
including a ceiling price that the contractor exceeds at its own risk.  

• Maintaining oversight to ensure contractors perform according to the terms, conditions, and specifications 
of their contracts or purchase orders.  
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SECTION 12 – COST PRINCIPLES  
 
The Uniform Guidance (2 CFR 200 Subpart E) requires recipients of federal assistance to have written procedures 
for determining the reasonableness, allocability, and allowability of costs in accordance with the provisions of the 
federal cost principles and the terms and conditions of the award.  

 
Allowable: As outlined in 2 CFR § 200.403, a cost is allowable when it is compliant with the terms and conditions 
of the federal award and implementing agency regulations, and the Uniform Guidance (UG).  
 
Allocable: As outlined in 2 CFR § 200.405, a cost is allocable if either (1) it is incurred solely to benefit an ARPA-
SLFRF-eligible project, or (2) it benefits both an ARPA/SLFRF-eligible project and another ARPA-SLFRF-eligible 
project or other work of the local government, in proportions that can be approximated using reasonable methods. 
A local government must use a consistent method for allocating costs. Some costs will be charged directly to the 
grant award and other costs may be included in an indirect cost pool. 
 
Reasonable:  As described in 2 CFR § 200.404 cost is reasonable when, in its nature and amount, it does not exceed 
that which would be incurred by a prudent person under the circumstances prevailing at the time the decision was 
made to incur the cost. In determining the reasonableness of a given cost, consideration must be given to:  
 

● Whether the cost is of a type generally recognized as ordinary and necessary for the operation of 
the non-federal entity or the proper and efficient performance of the federal award. 

● The restraints or requirements imposed by such factors as sound business practices; arm’s-length 
bargaining; federal, state, local, and other laws and regulations; and terms and conditions of the 
federal award; 

● Market prices for comparable goods or services for the geographic area. 
 
Consistently applied: A cost is consistently applied when it is applied uniformly to both federally funded and other 
activities of the local government. 
 
Properly documented: A local government must document its allocation method and its system of internal controls 
that provide reasonable assurance that amounts charged are accurate, allowable, and properly allocated. 
 
Below is a list of allowable costs, allowable costs with restrictions, and unallowable costs that will be considered 
prior to project selection, obligations, and subsequent disbursement approvals. 
 
  

The 2 CFR Part 200, Subpart E is applicable to expenditures under SLFRF unless stated otherwise. Given the 
purpose and very broad scope of eligible uses of the revenue replacement funds (≥$10M allocation), only a subset 
of the requirements in 2 CFR Part 200, Subpart E applies to the use of such funds, as follows: 
 

• 2 CFR 200.400(a) - (c), and (e) Policy Guide 
• 200.403(a), (c), (d), (g), and (h) Factors affecting allowability of costs; and  
• 200.404(e) Reasonable costs. 
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Unallowable Activities & Costs 
In addition to the Treasury’s specifically stated ineligible costs, listed in Section 4 – Ineligible Costs and 
Recoupment, other unallowable costs include unnecessary costs that are not needed or required to achieve the 
objectives of the ARPA Terms and Conditions, 31 CFR Part 35 – the Final Rule, and the Project & Expenditure 
Guidance.  
 
Fiscal Recovery Funds are also subject to the provisions of the Uniform Administrative Requirements, Cost 
Principles, and Audit Requirements for Federal Awards (2 CFR 200 – the Uniform Guidance), including the cost 
principles and restrictions on general provisions for selected items of cost. These cost principles include restrictions 
that would apply to all federal awards unless otherwise stated. 
 
The following are example cost types that are not allowed (or unallowed with some exceptions) according to 2 CFR 
200.400, Subpart E:   
 

Selected Items of Cost Uniform Guidance 
General Reference 

Allowability 

Alcoholic Beverages 2 CFR §200.423 Unallowable 

Bad Debts 2 CFR §200.426  Any losses arising from uncollected 
accounts and other claims, and related 
costs are unallowable 

Contingency Provisions 2 CFR § 200.433 Unallowable with exceptions 

Contributions and Donations 2 CFR §200.434  Costs of contributions and donations, 
including cash, property, and services 
from the recipient to other entities is 
unallowable 

Certain Depreciation or Use Allowances 2 CFR §200.436 Unallowable on any portion of the 
buildings and equipment purchased 
with Federal funds or contributed to 
meet statutory matching 
requirements 

Funds to Benefit Political Campaigns NA Unallowable 

Entertainment 2 CFR §200.438 Although minor exceptions may apply, 
costs for amusement, social activities, 
ceremonials, hospitality, and activities 
relating thereto, such as meals, 
lodging, rentals, transportation, and 
gratuities are unallowable 

Fines and Penalties 2 CFR §200.441 Resulting from violations of, or failure 
to comply with Federal, State, and 
local laws and regulations are 
unallowable. Some exceptions apply 

Fundraising 2 CFR § 200.442 Includes costs of organized 
fundraising, endowment drives, 
solicitation of gifts and bequests, and 
similar expenses incurred solely to 
raise capital or obtain contributions 
are unallowable. Some exceptions 
apply 

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.423
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.426
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.433
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.434
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.436
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.438
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.441
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.442
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Selected Items of Cost Uniform Guidance 
General Reference 

Allowability 

*General Costs of Government 2 CFR § 200.444 Exceptions apply, most particularly 
under EC 6.1 Revenue Loss cost 
allocations under ARPA – SLFRF, but 
otherwise unallowable 

Goods and Services for Personal Use 2 CFR § 200.445 Goods and services for personal use 
are unallowable although some 
exceptions may apply for housing 

Idle Facilities and Idle Capacity 2 CFR § 200.446 Idle facilities – unallowable with 
exceptions; Idle capacity – allowable 
with restrictions 

Lobbying Costs – includes direct legislative 
lobbying and grassroots lobbying 

2 CFR §200.450 Unallowable 

Losses on Other Awards or Contracts 2 CFR § 200.451 Unallowable 

Organization Costs 2 CFR § 200.455 Unallowable unless federal prior 
approval 

Participant Support Costs 2 CFR § 200.456 Only allowable with prior approval of 
the federal awarding agency 

Selling and Marketing Costs 2 CFR § 200.467 Unallowable with exceptions 

Student Activity Costs 2 CFR § 200.469 Unallowable unless specifically 
provided for in the federal award 

 
 
Allowable Costs 
In addition to the enumerated expenditure categories and other generally allowable activities/costs outlined in 31 
CFR Part 35 – the Final Rule, the Project & Expenditure Report User Guide, the FAQs, and other Treasury source 
guides, the following summarized costs are typically allowable federal costs (although most of the following cost 
categories have restrictions) according to 2 CFR 200.400, Subpart E:   
 

Selected Items of Cost Uniform Guidance 
General Reference 

Allowability 

* All expenditures using Revenue Loss funds (EC 6.1) should follow local policies for prudent spending and 
may have a broader coverage of allowable costs. 
Advertising and Public Relations 2 CFR § 200.421 Allowable with restrictions 

Advisory Councils 2 CFR § 200.422 Allowable with restrictions 

Bonding Costs 2 CFR § 200.427 Allowable with restrictions 

Collection of Improper Payments 2 CFR § 200.428 Allowable 

Compensation – Personal Services 2 CFR § 200.430 Special conditions apply [e.g., § 
200.430(i)(5)] 

Compensation – Fringe Benefits 2 CFR § 200.431 Allowable with restrictions 

Conferences 2 CFR § 200.432 Allowable with restrictions 

Defense and prosecution of criminal and 
civil proceedings, claims, appeals, and 
patent infringements 

2 CFR § 200.435 Allowable with restrictions 

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.444
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.445
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.446
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.450
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.451
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.455
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.456
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.467
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.469
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.421
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.422
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.427
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.428
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.430
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.431
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.432
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.435
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Selected Items of Cost Uniform Guidance 
General Reference 

Allowability 

* All expenditures using Revenue Loss funds (EC 6.1) should follow local policies for prudent spending and 
may have a broader coverage of allowable costs. 
Depreciation 2 CFR § 200.436 Allowable with qualifications 

Employee Health and Welfare Costs 2 CFR § 200.437 Allowable with restrictions 

Exchange Rates 2 CFR § 200.440 Allowable with restrictions 

Insurance and Indemnification 2 CFR § 200.447 Allowable with restrictions 

Intellectual Property 2 CFR § 200.448 Allowable with restrictions 

Interest 2 CFR § 200.449 Allowable with restrictions 

Maintenance and Repair Costs 2 CFR § 200.452 Allowable with restrictions 

Materials and Supplies Costs, including 
costs of computing devices 

2 CFR § 200.453 Allowable with restrictions 

Memberships, Subscriptions, and 
Professional Activity Costs 

2 CFR § 200.454 Restrictions apply and unallowable for 
lobbying organizations 

Plant and Security Costs 2 CFR § 200.457 Allowable; capital expenditures are 
subject to 2 CFR § 200.439 

Professional Services Costs 2 CFR § 200.459 Allowable with restrictions 

Proposal Costs 2 CFR § 200.460 Allowable with restrictions 

Publication and Printing Costs 2 CFR § 200.461 Allowable with restrictions 

Rearrangement and Reconversion Costs 2 CFR § 200.462 Allowable (ordinary and normal) 

Recruiting Costs 2 CFR § 200.463 Allowable with restrictions 

Relocation Costs of Employees 2 CFR § 200.464 Allowable with restrictions 

Rental Costs of Real Property and 
Equipment 

2 CFR § 200.465 Allowable with restrictions 

Specialized Service Facilities 2 CFR § 200.468 Allowable with restrictions 

Taxes (including Value Added Tax) 2 CFR § 200.470 Allowable with restrictions 

Termination Costs 2 CFR § 200.472 Allowable with restrictions 

Training and Education Costs 2 CFR § 200.473 Allowable with restrictions, for 
employee development 

Transportation Costs 2 CFR § 200.474 Allowable with restrictions 

Travel Costs 2 CFR § 200.475 Allowable with restrictions 

 
The City understands funds may be used for administering the SLFRF program, including costs of consultants to 
support effective management and oversight, including consultation for ensuring compliance with legal, 
regulatory, and other requirements. Costs must be reasonable and allocable as outlined in 2 CFR 200.404 and 2 
CFR 200.405. Pursuant to the SLFRF Award Terms and Conditions, direct and indirect costs may be charged to their 
ARPA award as administrative costs as long as they are accorded consistent treatment per 2 CFR 200.403.  
 

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.436
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.437
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.440
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.447
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.448
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.449
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.452
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.453
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.454
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.457
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.459
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.460
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.461
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.462
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.463
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.464
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.465
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.468
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.470
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.472
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.473
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.474
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRed1f39f9b3d4e72/section-200.475
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Direct costs are those that are identified specifically as costs of implementing the ARPA program objectives, such 
as contract support, materials, and supplies for a project.  
 
Indirect costs are general overhead costs of an organization where a portion of such costs are allocable to the ARPA 
award such as the cost of facilities or administrative functions like a director’s office. Each category of cost should 
be treated consistently in like circumstances as direct or indirect, and the City will not charge the same 
administrative costs to both direct and indirect cost categories, or to other programs.  
 
Also review Section 15 – Match, Braided Funds & Loans for more specific details on allowable and unallowable 
cost scenarios. 
 
 Below are the City’s procedures for determining reasonableness, allocability, and allowability of costs: 

A. Review and understand the Treasury’s Award Terms and Conditions as well as the federal cost principles 
that govern the project funding. 

B. Determine allowability, allocability, and cost reasonableness of all activities funded by ARPA-SLFRF and 
associated costs. The initial assessment will be conducted at the project identification or selection stage 
to ensure eligibility, and then ongoing reviews and evaluations will continue throughout the course of the 
project prior to each invoice approval or disbursement.  

a. Measures to assess reasonableness will vary based on the items and context of the purchase.  
Micro and Small purchase types will be informal whereas formal purchases may require more 
analysis. The City will use approaches such as individual itemized cost analysis or total price 
comparisons when multiple vendors bid on items. Independent cost estimates and market 
research will often be conducted to assess and compare prices. Historical price data and pricing 
based on prior competitions for similar purchase types may also be used as a means to assess cost 
reasonableness.  

C. Monitor, track, and report funds routinely against approved budgets, obligations, and expenditures and 
identify direct and indirect costs. Keep all records organized and easily accessible for potential audits or 
reviews. 

D. Document the process. The City will maintain thorough documentation to support determinations and all 
associated costs. 

E. Seek Guidance. The City will seek guidance when there is uncertainty or complexity in the determination 
process by consulting with appropriate personnel such as financial officers, legal advisers, internal auditors, 
or grant administrators.  Also, the City will seek clarification from the funding agency as needed to ensure 
that costs meet the necessary standards. 

F. Implement Corrective Actions. If any costs are later found to be unreasonable, unallocable, or 
unallowable, the City will assess for most appropriate actions and ensure process improvements are 
documented and implemented into ongoing operations. This may involve reallocating costs, adjusting 
budgets, or seeking approval for cost transfers or other remedies per the requirements provided by the 
Treasury and outlined in the Uniform Guidance. 
 

SECTION 13 – CASH MANAGEMENT & DISBURSEMENTS 
 
The City will budget, forecast, and routinely analyze cash flow statements. In addition to the City’s established 
financial management procedures and related internal controls, efficient cash management ensures that funds are 
used optimally, and timely disbursements are made for all ARPA-SLFRF-funded activities. This City will ensure that 
all disbursements align with federal, state, and local policies.  
 
While not stated specifically in the Final Rule, the Treasury does not require or have a preference as to the payment 
structure for recipients that transfer funds to subrecipients (e.g., advance payments, reimbursement basis, etc.). 
Ultimately, it is the City’s responsibility to comply with the eligible use requirements and any other applicable laws 
or requirements and are responsible for the actions of their subrecipients or beneficiaries.   
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The City may first opt for reimbursement-based payments, when feasible. However, the City will ultimately 
determine the most effective approach to accomplish the objectives of the project.  All disbursements will be for 
allowable, allocable, and reasonable costs and will be supported by legal agreements and/or other relevant source 
documentation. 
 
Not limited to the following examples but as part of internal control policies related to cash management and 
disbursements, the City uses prenumbered checks for all disbursements made by check.  Unused check supplies 
are stored in a secure location with only authorized representatives having access.  Blank checks are not to be 
signed in advance, checks are never made payable to cash, and checks are made only by representatives who are 
not also authorized to sign them. Authorized check signers must thoroughly review invoices and supporting 
documents and verify the receipt of all goods and services. Disbursements are only made to authorized vendors 
and all employees have a secure personnel file that at a minimum includes hiring authorization, salary history, 
hours authorized to work, federal and state withholding forms, health insurance and retirement deduction 
information, and authorization for all other payroll deductions. 
 

SECTION 14 – PROGRAM INCOME 
 
Program income policies and procedures under the American Rescue Plan Act’s State and Local Fiscal Recovery 
Fund (ARPA-SLFRF) help ensure fiscal responsibility and regulatory compliance while maximizing the impact of 
federal assistance. Program Income, when applicable to the project, will be identified, tracked, reported, and 
appropriately utilized. 
 
As clarified in the Final Rule FAQ 13.15, program income requirements of 2 CFR 200.307 do not apply under the 
revenue loss (EC 6.1) eligible use category. As such, recipients may maintain program income, which will not be 
considered an addition to the federal award. 
 
Per Uniform Guidance definitions in 2 CFR 200.1, Program Income means gross income earned by the non-federal 
entity (the ARPA Recipient and its subrecipients) that is directly generated by a supported activity or earned as a 
result of the federal award (ARPA-SLFRF allocation) during the period of performance except as provided in § 
200.307(f).   
 
The U.S. Department of the Treasury has clarified in its Final Rule FAQs that recipients may add program income to 
the federal award. Any program income generated from SLFRF funds must be used for the purposes and under the 
conditions of the federal award.  
 
Program income includes but is not limited to income from fees for services performed, the use or rental of real or 
personal property acquired under federal awards, the sale of commodities or items fabricated under a federal 
award, license fees and royalties on patents and copyrights, and principal and interest on loans made with federal 
award funds. For any SLFRF funded loans, the City will follow Treasury’s guidance on tracking and disposing of 
program income from loans, consistent with the statutory requirements and timing of SLFRF expenditures. 
 
Program income does not include:  

• Interest earned on advances of federal funds, rebates, credits, discounts, or interest on rebates, credits, or 
discounts; 

• Income earned from the investment of initial proceeds of a grant advance from the U.S. Treasury; 
• Proceeds from subrecipient fundraising activities; 
• Taxes, special assessments, levies, fines, and other such revenues raised by a non-federal entity are not 

program income unless the revenues are specifically identified in the federal award or federal awarding 
agency regulations as program income; 

• Proceeds from the sale of real property, equipment, or supplies are not program income; such proceeds 
will be handled in accordance with the requirements of the Property Standards §§ 200.311, 200.313, and 

https://www.ecfr.gov/current/title-2/section-200.311
https://www.ecfr.gov/current/title-2/section-200.313
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200.314, or as specifically identified in federal statutes, regulations, or the terms and conditions of the 
federal award. 
 

SECTION 15 – MATCH, BRAIDED FUNDS, & LOANS  
 

LOANS  
SLFRF funds may be used to make loans, provided that the loan supports an activity that is an eligible use of funds, 
the SLFRF funds used to make the loan are obligated by December 31, 2024, and expended by December 31, 2026, 
and the cost of the loan is tracked and reported in accordance with the Final Rule. 
 
In using SLFRF funds to make loans, recipients must be able to determine the amount of funds used to make a loan 
and must comply with Treasury guidance, all restrictions on the timing of the use of funds, and restrictions in the 
Uniform Guidance.  
 
MATCH 
SLFRF funds may be, but are not required to be, used along with other funding sources for a given project. As 
indicated by Treasury, the City understands that ARPA-SLFRF funds available under the “revenue loss” eligible use 
category generally may be used to meet the non-federal cost-share or matching requirements of other federal 
programs. 
 
If the City decides to use SLFRF funds to satisfy match or cost-share requirements for a federal grant program, it 
will first be confirmed with the relevant awarding agency that no waiver has been granted for that program, that 
no other circumstances enumerated under 2 CFR 200.306(b) would limit the use of ARPA-SLFRF funds to meet the 
match or cost-share requirement, and that there is no other statutory or regulatory impediment to using the ARPA-
SLFRF funds for the match or cost-share requirement. 
 
SLFRF funds beyond those that are available under the revenue loss eligible use category may not be used to meet 
the non-federal match or cost-share requirements of other federal programs, other than as specifically provided 
for by statute. As an example, the Infrastructure Investment and Jobs Act (IIJA) provides that SLFRF funds may be 
used to meet the non-federal match requirements of authorized Bureau of Reclamation projects and certain 
broadband deployment projects. The final rule will be consulted for further details if the City’s seeks to utilize 
ARPA-SLFRF funds as a match for these projects. 
 
BRAIDED FUNDS  
Blending and braiding refers to using multiple sources of funding for complementary purposes and provided that 
the costs are eligible costs under each source program and compliant with all other related statutory and regulatory 
requirements and policies, including restrictions on use of funds, is allowable under ARPA-SLFRF. 
 
The use of ARPA-SLFRF funds on all braided projects would be subject to the (December 31, 2024) deadline on 
obligating funds and no later than (December 21, 2026), for expending funds and the ARPA portion of the funding 
must cover an eligible use of funds. The City will report to Treasury on the date and amount of SLFRF funds 
obligated and expended for any portion of a project covered by ARPA funds. 
 

  

https://www.ecfr.gov/current/title-2/section-200.314
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SECTION 16 – CLOSEOUT 
 
As outlined in § 200.344, the federal awarding agency or pass-through entity will close out the federal award when 
it determines that all applicable administrative actions and all required work of the federal award have been 
completed by the City.  
 
The City must submit, no later than one hundred twenty (120) calendar days after the end date of the period of 
performance, all financial, performance, and other reports as required by the terms and conditions of the ARPA-
SLFRF award. 
 
A subrecipient must submit to the City, no later than ninety (90) calendar days (or an earlier date as agreed upon 
by the pass-through entity and subrecipient) after the end date of the period of performance, all financial, 
performance, and other reports as required by the terms and conditions of the federal award.  
 
The City must promptly refund any balances of unobligated and/or unexpended funds. See OMB Circular A-129 
and see § 200.346, for requirements regarding unreturned amounts that become delinquent debts. 
 
If the City does not submit all reports in accordance with uniform guidance requirements and the terms and 
conditions of the federal award, the City is aware the federal awarding agency will proceed to close out with the 
information available within one (1) year of the period of performance end date.  
 
If the City does not submit all reports in accordance with this section within one (1) year of the period of 
performance end date, the federal awarding agency must report the non-federal entity’s material failure to comply 
with the terms and conditions of the award with the OMB-designated integrity and performance system (currently 
FAPIIS). Federal awarding agencies may also pursue other enforcement actions per § 200.339. 

https://www.ecfr.gov/current/title-2/section-200.346
https://www.ecfr.gov/current/title-2/section-200.339


 

 

 

City of Diboll 

 

 

Document Management & 
Records Retention Policy  

(ARPA Project) 
 

 
 

Policy Date 

As of October 19, 2022 
 

 
Version 1.0  



 

 
City of Diboll – Document Management & Records Retention Policy                            Page 2 of 8 

 

 

 
   

Table of Contents 
OVERVIEW & PURPOSE  3 

RETENTION OF RECORDS  3 

COVERED RECORDS  3 

DISPOSITION OF RECORDS & STORAGE  4 

DEPARTMENTAL RESPONSIBILITIES  4 

 

 

 

 

 

 

 

 

 

 

 

 

 

   



 

 
City of Diboll – Document Management & Records Retention Policy                            Page 3 of 8 

 

OVERVIEW & PURPOSE 
This policy pertains to all documents created or maintained pursuant to the ARPA/SLFRF Award. The purpose of 
this Records Retention Policy is to ensure all applicable City of Diboll representatives, hereafter called “ARPA 
Recipient” understand and adhere to the record retention requirements as identified in the ARPA Terms and 
Conditions, the Federal Uniform Guidance 2 CFR 200, other official Treasury Guidance, as well as applicable 
State of Texas Record Keeping requirements.  

This document is intended to provide the general protocols, guidance, and framework for the files, records, and 
reports used and stored by the ARPA Recipient  for the purposes of carrying out the ARPA  funded programs      
during the contractual period of performance and throughout the ARPA required retention period. 

RETENTION OF RECORDS 
The  Coronavirus  State  and  Local  Fiscal  Recovery  Funds  (“SLFRF”)  Award  Terms  and  Conditions  and  the 
Compliance and Reporting Guidance set forth the U.S. Department of Treasury’s (“Treasury”) record retention 
requirements for the ARPA/SLFRF award.  

It  is  the  policy  of  ARPA  Recipient  to  follow  Treasury’s  record  retention  requirements  as  it  expands  SLFRF 
pursuant to the ARPA/SLFRF award. Accordingly, the ARPA Recipient agrees to: 

● Retain all financial and programmatic records related to the use and expenditure of SLFRF pursuant to 
the ARPA/SLFRF award for a period of five (5) years after all SLFRF funds have been expended or returned 
to Treasury, whichever is later. 

● Retain  records  for  real  property  and  equipment  acquired  with  SLFRF  for  five  (5)  years  after  final 
disposition. 

● Ensure  that  the  financial  and  programmatic  records  retained  sufficiently  evidence  compliance with 
section 603(c) of the Social Security Act “ARPA,” Treasury’s regulations implementing that section, and 
guidance issued by Treasury regarding the foregoing. 

● Allow  the  Treasury Office  of  Inspector General  and  the Government  Accountability Office,  or  their 
authorized representatives, the right of timely and unrestricted access to any records for the purpose of 
audits or other investigations. 

● If any litigation, claim, or audit is started before the expiration of the 5‐year period, the records will be 
retained until all litigation, claims, or audit findings involving the records have been resolved. 

COVERED RECORDS 
For purposes of  this policy,  records are  information,  regardless of physical  form or characteristics,  that are 
created,  received,  or  retained  that  evidence  the  ARPA  Recipient’s  expenditure  of  SLFRF  funds  on  eligible 
projects, programs, or activities pursuant to the ARPA/SLFRF award.   

Records that shall be retained pursuant to this policy include, but are not limited to, the following: 

● Financial  statements  and  accounting  records  evidencing  expenditures  of  SLFRF  for  eligible  projects, 
programs, or activities; 

● Documentation of rational to support a particular expenditure of SLFRF (e.g., expenditure constitutes the 
ARPA Recipient/subrecipient’s scope of work;  
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● Documentation of all costs invoiced or otherwise charged to the ARPA/SLFRF award;  
● Procurement documents evidencing the significant history of a procurement, including, at a minimum, the 

rationale for the method of procurement, selection of contract type, contractor selection or rejection, and 
the basis for contract cost or price; 

● Documentation of all monitoring and/or audit and reporting activities as a direct result of SLFRF; 
● Documentation evidencing compliance with the Uniform Guidance property management standards set 

forth in 2 CFR §§ 200.310‐316 and 200.329; 
● Personnel and payroll records for full‐time and part‐time employees compensated with SLFRF, including 

time and effort reports; and 
● Indirect cost rate proposals. 
● All  other  supporting  documents,  statistical  records,  reports,  and  all  other  non‐federal  entity  records 

pertinent to the project funded by ARPA/SLFRF. 

DISPOSITION OF RECORDS & STORAGE 
The ARPA Recipient’s records must/will be stored in a safe, secure, and accessible manner.  
 
The  ARPA  Recipient’s  defined  Management  Information  System  (MIS)  (as  applicable)  and/or  Document 
Repository system which will be used for electronic file records is ENTER DESCRIPTION HERE: 
 
The defined systems/Document Repository will maintain reliability to ensure records are accurate and available, 
preserve authenticity to protect against unauthorized access, and provide usability to staff so that records can 
be easily found and updated. Information shall be transferred to the ARPA Recipient and designated ARPA PM 
at  key  points  throughout  the  project  from  various  parties  including  subrecipients,  beneficiaries, 
contractors/vendors, and others.  
 
The ARPA Recipient will carry out this plan in its entirety with a preference for digitally stored data, password 
protection and limited building/file access.  All Projects that involve personally identifiable information (PII) or 
any data deemed as sensitive or confidential in nature, shall be managed appropriately. PII data is in reference 
to but will not be limited to individual/applicant name, address, driver’s license number, income level, or other 
personal information for determining identity and/or project eligibility. If such data is applicable to the project, 
the ARPA Recipient (or Subrecipient) should ensure a Client Data & Personally Identifiable Information (PII) 
Plan is in place that addresses specific steps to ensure potential PII data is handled and maintained in a secure 
and confidential manner. The ARPA Recipient agrees  to comply with all  local, state, and  federal  regulations 
regarding handling, release, or disclosure of such information. 

DEPARTMENTAL RESPONSIBILITIES 
 Any  department  or  unit  of  the  ARPA  Recipient  and  its  employees,  who  are  responsible  for  creating  or 
maintaining the covered documents in this policy shall comply with the terms of this policy.  Failure to do so 
may subject the ARPA Recipient to non‐compliance with the ARPA Terms and Conditions. Any employee who 
fails to comply with the record retention requirements set forth herein may be subject to disciplinary sanctions, 
including suspension or termination. 

The Department Director will work closely with the Finance Department and will be responsible for identifying 
and/or collecting the documents internally as well as from others receiving ARPA funds. The ARPA Recipient and 
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its designees must retain and arrange for the proper storage, retrieval, and transfer of records. Finance Director 
shall  also  ensure  that  all  personnel  subject  to  the  terms  of  this  policy  are  aware  of  the  record  retention 
requirements set forth herein.  

Reporting Policy Violations: The ARPA Recipient is committed to enforcing this policy as it applies to all forms 
of records. Any employee that suspects the terms of this policy have been violated shall report the  incident 
immediately to that employee’s supervisor. If an employee is not comfortable bringing the matter up with the 
supervisor,  the employee may bring  the matter  to  the  attention of  the City Manager. The ARPA Recipient 
prohibits any  form of discipline,  reprisal,  intimidation, or  retaliation  for  reporting  incidents of  inappropriate 
conduct of any kind, pursuing any record destruction claim, or cooperating in related investigations. 

Questions About the Policy: Any questions about this policy should be referred to the Finance Department; 
936‐829‐4757, who oversees administering, enforcing, and updating this policy. All revised policies should be 
clearly tracked and shared, and contingent on nature of revisions, may also require additional approval. 

Project Closeout: The City of Diboll will identify and collect applicable records for each project carried out with 
ARPA funding. A document closeout checklist (by project) will then be shared accordingly with subrecipients, 
and  other  service  providers  along with  record  sharing,  document  transfers,  and  general  document  review 
procedures at closeout.  The ARPA Recipient will work with the designated ARPA PM and other stakeholders 
such as subrecipients and contractors to ensure all records are transferred  in a secure, efficient, and timely 
manner.   The ARPA Recipient will continue  to update and  improve  this Document Management & Records 
Retention Policy as additional best practices are  identified and/or as Treasury SLFRF provides new  relevant 
information related to record‐keeping and compliance.   

Attached in Appendix A of this document includes the current ARPA Recipient File Checklist that represents an 
initial list of ARPA Recipient administrative documents necessary for collection prior to closeout.  This is not an 
exhaustive list and will remain subject to change.  Additionally, each project carried out with ARPA funds will 
have a specific document closeout checklist to be used as a guide. There will be additional documents required 
for any projects carried out by parties other than the ARPA Recipient, such as subrecipients via a subaward 
and/or contractors and professional service providers. 

These ARPA/SLFRF Document Management & Record Retention Policies and Procedures have been reviewed 
and adopted as applicable by legal or otherwise authorized representatives of the City of Diboll and are thereby 
approved on June 11, 2024. 

 

__Trey Wilkerson______________________    ___Mayor______________________ 
Printed Name                                                                      Title of Authorized Representative 
 
_____________________________________    __June 11, 2024_________________ 
Signature of Authorized Representative      Date 
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APPENDIX A – DOCUMENT CHECKLIST (SAMPLE) 
 

The ARPA Recipient and Subrecipient Document Closeout Checklist are not exhaustive and subject to change. 
Below is the current list of ARPA document records required for potential collection. Although not specifically 
listed below, project specific documentation will also be applicable and saved as part of the ARPA records. 
 

ARPA RECIPIENT DOCUMENTS CHECKLIST (ADMINISTRATIVE) 

☐  ARPA Recipient Executed ARPA – SLFRF Terms and Conditions 

☐  ARPA Recipient Executed Title VI Form 

☐  ARPA Recipient Budget Submitted to Treasury/TDEM 

☐  Executed Agreements for Administrative Services 

☐  ARPA Recipient Communication Plan 

☐  Project Equity Review Form(s) 

☐ Environmental Review Form 

☐ Client Approval of Project 

☐ Conflict of Interest Questionnaire (CIQ) (as applicable) 

☐ Standards of Conduct with Conflict‐of‐Interest Policy 

☐ SAM Clearance: Eligibility Verification (EV) Form with UEI 

☐ Insurance and Indemnification Records (as applicable) 

☐ 
Lobbying Certification & Disclosure of Lobbying (ARPA Terms & Conditions #0 (b) (vii) Restrictions in 

Lobbying, 31 CFR Part 21) (as applicable) 

☐ ARPA Recipient’s Prior Year Fiscal Audit 2022‐2026 (as applicable) Check here 

☐ ARPA Recipient’s Federal/State/Local Procurement Policy (for purposes of carrying out ARPA Project) 

☐ ARPA Recipient’s Financial Management Plan (for purposes of carrying out ARPA Project) 

☐ ARPA Recipient’s Personally Identifiable Information (PII) Plan (if applicable) 

☐ *ARPA Recipient’s Document Management & Records Retention Policy 

☐ ARPA Recipient’s Project Reports (Expenditure/Milestone/Performance and all) (as applicable) 

☐  Loss Revenue Calculation (if applicable) 

☐ ARPA Recipient’s Risk Action Plan (RAP) (as applicable) 
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ARPA RECIPIENT DOCUMENTS CHECKLIST (ADMINISTRATIVE) 

☐  Additional Supplemental Documentation (as applicable) 

 

PROJECT DELIVERY DOCUMENT SAMPLE CHECKLIST 
(for Subrecipient Delivered Projects – as applicable) 

☐ Sole Source/Emergency Justification Form 

☐ Subrecipient NOFA/Application Final Document 

☐ Subrecipient NOFA Advertisement 

☐ Subrecipient NOFA Pre‐Application Meeting 

☐ Subrecipient NOFA Questions & Answers 

☐ Subrecipient NOFA Addendum 

☐ Subrecipient NOFA Application Packet 

☐ Subrecipient NOFA Application Tabulation 

☐ Subrecipient NOFA Review & Selection Docs 

☐ Executed Subrecipient Agreement 

☐ Subrecipient Submitted/Approved Change Orders 

☐ Form 1295 Certificate of Interested Parties Form (if applicable – see FAQ for Form 1295 and 1295 Tipsheet 

☐ Conflict of Interest Questionnaire (CIQ) as applicable 

☐ Standard of Conduct with a Conflict‐of‐Interest Policy 

☐ SAM Clearance: Subrecipient Eligibility Verification (SEV) Form  

☐ Insurance and Indemnification Records (as applicable) 

☐ 
Lobbying Certification & Disclosure of Lobbying (ARPA Terms & Conditions #0 (b) (vii) Restrictions in 

Lobbying, 31 CFR Part 21) 

☐  Subrecipient’s Prior Year Fiscal Audit Check here 

☐ Subrecipient’s Federal/State/Local Procurement Policy (for purposes of carrying out ARPA Project) 

☐ Subrecipient’s Financial Management Plan (for purposes of carrying out ARPA Project) 

☐ Subrecipient’s Invoice Packets  

☐ Subrecipient’s Personally Identifiable Information (PII) Plan (if applicable) 

☐ Subrecipient’s Document Management & Records Retention Policy 
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PROJECT DELIVERY DOCUMENT SAMPLE CHECKLIST 
(for Subrecipient Delivered Projects – as applicable) 

☐ Subrecipient’s Post‐Award Monitoring Checklists & Correspondence 

☐ Subrecipient’s Project Reports (Expenditure/Milestone/Performance and all) (as applicable) 

☐ Subrecipient’s Corrective Action Plan (if applicable) 

☐ Subrecipient Supplemental Document (as applicable) 

 

 

PROJECT/OBLIGATION TYPE LEVEL DOCUMENT CHECKLISTS 

This list is only a sample of documents that may be applicable and collected. Typical project/obligation 
categories that may apply include the following: 

● Administrative Project Types 
● EC 6.1 Awardee 
● Beneficiary Services – Premium Pay 
● Beneficiary Services – Entity 
● Beneficiary Services – Individuals/Households 
● Equipment/Software Purchases (Micro/Small and Standard/Sole Source/Emergency) 
● Construction Services  
● Professional Services – Engineering 
● Professional Services – Consultants 
● Acquisition and Relocation (as either a stand‐alone project or subset of a project) 

 
Additional documents will also be collected for projects that utilize Force Account Labor, and for projects 
that utilize a COOP for the purpose of purchasing equipment. 
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SECTION 1 – PRINCIPLES & VALUES 
The City of Diboll management of the ARPA-SLFRF efforts are governed by an unyielding commitment to our 
Standards of Conduct and Conflict of Interest Policies (the Standards). Decisions and actions are made with the 
highest degree of integrity. The Standards are based on honesty, objectivity, fairness, and respect. 

These City of Diboll’s core principles and values guide relationships within our community, and all of those 
impacted by the use of ARPA-SLFRF funds including beneficiaries, subrecipients, consultants/contractors, vendors, 
awardees, local officials, staff, and all individuals who are directly affiliated with ARPA-SLFRF recovery efforts: 
 

● Integrity. We will act in a lawful and ethical manner, never knowingly violating any law or our principles 
and standards of ethical conduct in the selection, award, and administration of all ARPA–SLFRF 
transactions. 
 

● Stewardship, Trust, & Service. We will serve the people of our community to ensure an equitable 
recovery effort while following the prescribed rules of managing taxpayer resources. 
 

● Equity. We will strive for a community that is fair for everyone and will ensure ARPA-SLFRF funded 
activities are selected and managed with equity fully in mind. 

 
● Transparency. We will disclose any conflicts of interest we may have (or be made aware of) related to 

our responsibilities to the applicable parties including the State of Texas Ethics Commission, our internal 
Conflict of Interest Point of Contact, and the U.S. Treasury, and remove conflicts when necessary. 

 
● Honesty & Communication. We will work to ensure an environment where employees (and all engaged 

stakeholders) are encouraged to seek advice, report misconduct, or question a business practice in good 
faith and without retaliation. 

 
● Partnership and Respect. We will work with others who share our objectives and values and respect our 

stakeholders and fellow staff members, treating others with fairness and courtesy. 
 

 

SECTION 2 – RESOURCE REFERENCES 
Multiple federal, state, and local conduct and conflict of interest related laws govern the ARPA-SLFRF funded 
activities. ARPA funds are primarily governed by the ARPA regulations, the jurisdiction’s signed agreement to the  
ARPA-SLFRF Terms and Conditions, and specific requirements of 2 CFR § 200.318(c).   The conflict-of-interest 
policy applies to each activity funded under the ARPA-SLFRF award. Recipients (and subrecipients) must disclose 
in writing to the U.S. Treasury or the pass-through entity, as appropriate, any conflict and/or potential conflict of 
interest affecting the awarded funds in accordance with 2 CFR § 200.  
 
This policy also aligns with and adheres to existing local and State of Texas requirements. While the following is 
not a fully exhausted list, the standards outlined in this policy conform with the following applicable federal and 
state regulations. Existing municipal, county and state-level adopted policies will also apply and may be 
referenced throughout this document as well, and where overlapping policies are identified, the most stringent 
application should apply. 

https://home.treasury.gov/system/files/136/NEU_Award_Terms_and_Conditions.pdf
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Uniform Guidance 2 CFR 200: 
 2 CFR 200.318(c) 
 § 200.112 Conflict of interest. The Federal awarding agency must establish a conflict-of-interest policy 

for Federal awards. The non-Federal entity must disclose in writing any potential conflict of interest to 
the Federal awarding agency or pass-through entity by applicable Federal awarding agency policy. 

State of Texas: The following includes references to additional relevant State of Texas conflict of interest and 
disclosure laws applicable to city officials, employees, and vendors. A home rule charter, local policy, or ordinance 
may provide for more stringent requirements in some circumstances.  

 https://www.ethics.state.tx.us/resources/laws-regulations/ 
 Local Government Code Chapter 171: Real Property and Business Interests 
 Local Government Code Chapter 176: Income and Gifts from and Family Relationships with Vendors 
 Government Code Chapter 552: Public Information  
 Government Code Chapter 572 Open Govt; Ethics. Personal Financial Disclosure, Standards of Conduct, 

and Conflict of Interest 
 Local Government Code Chapter 145: Financial Disclosure in Cities with a population of 100,000 or 

more 
▪ Section 15.01 – Texas Free Enterprise and Antitrust Act of 1983 
▪ Government Code Section 2252.908 Vendor Disclosure of Interested Parties (Form 1295) 

▪ https://www.ethics.state.tx.us/ 
▪ https://www.ethics.state.tx.us/resources/FAQs/FAQ_Form1295.php 
▪ https://www.ethics.state.tx.us/filinginfo/videos/Form1295/CreateCertificate/CreateCe

rtificate.html 
▪ https://www.ethics.state.tx.us/data/filinginfo/1295Changes.pdf 

 https://www.ethics.state.tx.us/statutes/ch36_39.php 
 Texas Penal Code Title 8 Chapter 36 Bribery and Corrupt Influence 
 Texas Penal Code Title 8, Chapter 39 Abuse of Office  
 Chapter 305, Registration of Lobbyists and Chapter 34, Commission Rules: Regulations of Lobbyists ( 

https://www.ethics.state.tx.us/resources/lobby/ 
 Texas Ethics Commission – Lobbying in Texas – A Guide to the TX Law 

 

External Resource Reference Guides: 
o TX Ethics Commission A Guide to Ethics Laws for State Officers and Employees 
o TX Municipal League COI Disclosure Laws for City Officials, Employees and Vendors 

In the event of any discrepancy between the provisions of Federal and local regulations, the most stringent 
provision will prevail. This Policy does not supersede the authority and duty to comply with the laws and 
regulations cited above.  

This Standard of Conduct and Conflict of Interest Policy will be made available to government officers and 
employees as well as other identified stakeholders so that they are aware of shared responsibilities, individually or 
jointly, to ensure that the objectives of the Policy are fully met.  

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/subject-group-ECFR45ddd4419ad436d/section-200.318#p-200.318(c)
https://www.ecfr.gov/current/title-2/section-200.112
https://www.ethics.state.tx.us/resources/laws-regulations/
https://statutes.capitol.texas.gov/Docs/LG/htm/LG.171.htm
https://statutes.capitol.texas.gov/Docs/LG/htm/LG.176.htm
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.552.htm
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.572.htm
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.572.htm
https://statutes.capitol.texas.gov/Docs/LG/htm/LG.145.htm
https://statutes.capitol.texas.gov/Docs/LG/htm/LG.145.htm
https://statutes.capitol.texas.gov/Docs/LG/htm/LG.145.htm
https://statutes.capitol.texas.gov/Docs/LG/htm/LG.145.htm
https://statutes.capitol.texas.gov/Docs/BC/htm/BC.15.htm
https://www.ethics.state.tx.us/statutes/Gov-Code-2252.908-12-19-17.php
https://www.ethics.state.tx.us/
https://www.ethics.state.tx.us/resources/FAQs/FAQ_Form1295.php
https://www.ethics.state.tx.us/filinginfo/videos/Form1295/CreateCertificate/CreateCertificate.html
https://www.ethics.state.tx.us/filinginfo/videos/Form1295/CreateCertificate/CreateCertificate.html
https://www.ethics.state.tx.us/data/filinginfo/1295Changes.pdf
https://www.ethics.state.tx.us/statutes/ch36_39.php
https://statutes.capitol.texas.gov/Docs/PE/htm/PE.36.htm
https://statutes.capitol.texas.gov/docs/pe/htm/pe.39.htm#:%7E:text=PENAL%20CODE%20CHAPTER%2039.,ABUSE%20OF%20OFFICE&text=(B)%20governs%20the%20conduct%20of%20the%20public%20servant.&text=(D)%20a%20limited%20purpose%20for,property%20is%20delivered%20or%20received.
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.305.htm
https://www.ethics.state.tx.us/resources/lobby/
https://www.ethics.state.tx.us/data/resources/guides/lobby_guide.pdf
https://www.ethics.state.tx.us/data/resources/guides/Gofficers-employEthics.pdf
https://www.tml.org/DocumentCenter/View/271/Conflicts-and-Disclosure-Laws-PDF
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Vendors, contractors, and subcontractors must also be made aware of their responsibilities related to the City of 
Diboll’s Standard of Conduct and Conflict of Interest Policy. 

     This Policy should align with and adhere to existing local and State of Texas requirements as well as 2 CFR § 
200.318(c), as agreed upon within the executed ARPA-SLFRF Terms and Conditions.  
 
 

SECTION 3 – DEFINITIONS 
 Business Entity means a sole proprietorship, partnership, firm, corporation, holding company, joint-stock 

company, receivership, trust, or any other entity recognized by law. 
 

 Conflict of Interest (COI) is an actual or potential COI situation described at 2 CFR 200.318(c)(1) or (c)(2). 
The term also includes situations that create, or may create, an unfair competitive advantage, or the 
appearance of such. 

 
 COI Point of Contact means the individual identified in Section 7 of this Policy designated to receive, 

review, and coordinate necessary guidance, disclosures, and reporting steps as applicable to federal, state, 
and local handling requirements of all real or potential conflict of interests.  

 
 Contract means, for the purpose of Federal Financial Assistance, a legal instrument by which the Entity 

purchases property or services needed to carry out a program or project under a Federal award, not limited 
to but including agreements, memorandums of understanding, and purchase orders properly executed 
with the recipient (or subrecipient). 

 
 Contractor means an entity or individual that receives a Contract. 
 
 Covered Individual means a Public Officer, employee, or agent of the City of Diboll. 
 
 Covered Nonprofit Organization means a nonprofit corporation, organization, or association, incorporated 

or otherwise, that is organized or operating for religious, charitable, scientific, literary, public health and 
safety, or educational purposes, excluding any board, entity, or other organization created by the State or 
any political subdivision of the State (including the City of Diboll). 

 
 Covered Transaction is a non-procurement or procurement transaction that is subject to the prohibitions 

outlined within this Policy. 
 
 Direct Benefit means, with respect to a Public Officer or employee of the City of Diboll or the spouse of 

any such Public Officer or employee, (i) having a ten percent (10%) ownership interest or other interest in 
a Contract or Subaward; (ii) deriving any income or commission directly from a Contract or Subaward; or 
(iii) acquiring property under a Contract or Subaward. 

 
 Equity means the consistent and systematic fair, just, and impartial treatment of all individuals, including 

individuals who belong to underserved communities that have been denied such treatment, such as Black, 
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Latino, and Indigenous and Native American persons, Asian Americans and Pacific Islanders and other 
persons of color; members of religious minorities; lesbian, gay, bisexual, transgender, and queer (LGBTQ+) 
persons; persons with disabilities; persons who live in rural areas; and persons otherwise adversely 
affected by persistent poverty or inequality.  

 
 Federal Financial Assistance means Federal financial assistance that the City of Diboll receives or 

administers in the form of grants, cooperative agreements, non-cash contributions or donations of 
property (including donated surplus property), direct appropriations, food commodities, and other Federal 
financial assistance (except that the term does not include loans, loan guarantees, interest subsidies, or 
insurance). 

 
 Gifts means payment or enrichment without equivalent retribution or of lesser value. Includes, but is not 

limited to, money, goods, or any other object, favorable economic opportunities, tips, concessions, 
benefits, discounts, privileges, or special considerations. 

 
 Governing Board means the City Council of the City of Diboll of government. 
 
 Immediate Family Member is described at 2 CFR 200.465(c)(4) and means, with respect to any Covered 

Individual, (i) a spouse, and parents thereof, (ii) a child, and parent thereof, (iii) a parent, and spouse 
thereof, (iv) a sibling, and spouse thereof, (v) a grandparent and grandchild, and spouses thereof, (vi) 
domestic partners and parents thereof, including domestic partners of any individual in (ii) through (v) of 
this definition; and (vii) any individual related by blood or affinity whose close association with the Covered 
Individual is the equivalent of a family relationship. 

 
 Involved in Making or Administering means (i) with respect to a Public Official or employee, (a) overseeing 

the performance of a Contract or Subaward, or having authority to make decisions regarding a Contract or 
Subaward or to interpret a Contract or Subaward, or (b) participating in the development of specifications 
or terms or the preparation or award of a Contract or Subaward, (ii) only with respect to a Public Official, 
being a member of a board, commission, or other body of which the Public Official is a member, taking 
action on the Contract or Subaward, whether or not the Public Official participates in that action. 

 
 Local Government Officer is defined as a member of the governing body of a local governmental entity; 

Mayor, Council Members, local government corporation board members, the City Manager, and 
employees or other agents of a local governmental entity who exercise discretion in the planning, 
recommending, selecting, or contracting of a vendor. Also see ---“local public official” which means a 
member of the governing body or another officer, whether elected, appointed, paid, or unpaid, of any 
district (including a school district), county, municipality, precinct, central appraisal district, transit 
authority or district, or other local governmental entity who exercises responsibilities beyond those that 
are advisory in nature. 

 
 Non-Federal Entity is defined at 2 CFR 200.1. 
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 Pass-Through Entity means a non-Federal entity that provides a subaward to a subrecipient to carry out 
part of a Federal program. 

 
 Public Officer means an individual who is elected or appointed to serve or represent the City of Diboll 

(including, without limitation, any member of the Governing Board), other than an employee or 
independent contractor of the City of Diboll. Other names for the same position may include: “Public 
Servant” (Texas Penal Code, Ch’s 36 & 37, “Municipal Officer” (Texas Local Govt. Code Ch. 145), “Local 
Public Official” (Texas LGC Ch. 171), “Local Governmental Officer” (Texas LGC CH. 176), and “Public Official” 
(Texas Govt. Code Ch. 573). 

 
 Recipient (“ARPA Recipient”) means an entity, usually but not limited to a non-Federal entity, that receives 

a Federal award directly from a Federal awarding agency. The term does not include Subrecipients or 
individuals that are beneficiaries of the award (2 CFR 200.1). 

 
 Related Party means (i) an Immediate Family Member of a Covered Individual, (ii) a partner of a Covered 

Individual, or (iii) a current or potential employer (other than the City of Diboll) of a Covered Individual, of 
a partner of a Covered Individual, or an Immediate Family Member of a Covered Individual. 

 
 Subaward means an award provided by a Pass-Through Entity to carry out part of a Federal award received 

by the Pass-Through Entity.  It does not include payments to a contractor or payments to an individual that 
is a beneficiary of a Federal program. 

 
 Subcontract means any agreement entered into by a Subcontractor to furnish supplies or services for the 

performance of a Contract or a Subcontract.  It includes, but is not limited to, purchase orders, and changes 
and modifications to purchase orders. 

 
 Subcontractor means an entity that receives a Subcontract. 
 
 Subrecipient means an entity, usually but not limited to a non-Federal entity, that receives a subaward 

from a Pass-Through Entity to carry out part of a Federal award; but does not include an individual that is 
a beneficiary of such award. A subrecipient may also be a recipient of other Federal awards directly from 
a Federal awarding agency.
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SECTION 4 – CONFLICT OF INTEREST REQUIREMENTS IN 
TEXAS 
4.1 CONFLICT OF INTEREST STANDARDS OVERVIEW 
These standards of conduct contained herein are applicable to all procurement application selections, and/or 
ARPA-SLFRF funds disbursement activities. A common source of alleged wrongdoing revolves around conflicts 
of interest. Whether real or perceived, these allegations often arise out of situations involving personal 
financial gain, employment, or special treatment for family members or business relations. To protect all ARPA 
transactions from the undue influence of such conflicts and to bolster an equitable recovery process, the City 
of Diboll will maintain this Standards of Conduct and Conflict of Interest Policy throughout the ARPA period of 
performance. 
 

Prohibited Conflicts of Interest in Contracting. No City of Diboll employee, officer, or agent (including 
Subrecipients) may participate in the selection, award, or administration of a contract if he or she has a real 
or apparent conflict of interest. Such conflict of interest would arise when the employee, officer, or agent, any 
member of his or her family, his or her partner, or an organization which employs or is about to employ any 
of the parties indicated herein, has a financial or other interest in or a tangible personal benefit from a firm 
considered for a contract. In the case of any aforementioned relationships, he/she shall not intervene, either 
directly or indirectly, in any matter related to them. 

 
● Real Conflict of Interest. A real conflict of interest shall exist when the Covered Individual or any Related 

Party has a financial or other interest in or a tangible personal benefit from a firm considered for a Contract 
or Subaward. 

 
● Apparent Conflict of Interest. An apparent conflict of interest shall exist where a real conflict of interest 

may not exist under Section 4 (4.2) (A), but where a reasonable person with knowledge of the relevant facts 
would find that an existing situation or relationship creates the appearance that a Covered Individual or 
any Related Party has a financial or other interest in or a tangible personal benefit from a firm considered 
for a Contract or Subaward. 

 

4.2  CONFLICT OF INTEREST DISCLOSURE RESPONSIBILITIES  
Officers, employees, and agents of the governmental entity may neither solicit nor accept gratuities, favors, 
or anything of monetary value from contractors or parties to subcontracts, other than an unsolicited item of 
nominal value that may be accepted under a written policy adopted by the City of Diboll. This includes, but 
may not be limited to, gifts, gratuities, favors, benefits, loans, commissions, or other special discounts. 
 

All persons covered by this policy shall fully disclose any real or potential conflicts of interest. Every person 
must report any act that violates the provisions of this Policy and Standards of Conduct. All persons shall 
collaborate with any investigation initiated by the City of Diboll, the State of Texas or the Federal Government 



 
City of Diboll  Page 9 of 15 

  
     ARPA-SLFRF – Standards of Conduct and Conflict of Interest Policy 

related to conflicts of interest. 

 

The City of Diboll shall adhere to Local Government Code Chapter 176 for specific requirements related to 
governmental officer disclosures in Texas.  

 
In addition to the expectation that all officers understand and follow local, state, and federal law, and review 
all solicitation/contract documents and provisions closely, the City of Diboll’s designated COI Point of Contact 
(see Section 5 of this document) will be available to provide guidance on the proper use of a disclosure form 
and other related code of conduct requirements and details including required federal, state, and local 
reporting timelines, as applicable. 

 

4.3 FEDERAL, STATE, AND/OR AGENCY-LEVEL DISCLOSURES 
4.3.10 CONFLICT OF INTEREST QUESTIONNAIRE (CIQ)  

CIQ:  A questionnaire defined by Chapter 176, Texas Local Government Code, by a vendor who has a business 
relationship as defined by Section 176.001(1-a) with a local governmental entity and the vendor meets 
requirements under Section 176.006(a).  
 
A vendor is required to file a conflict of interest questionnaire if the vendor has a business relationship with the 
City of Diboll and has: (1) an employment or other business relationship with an officer or an officer’s family 
member that results in the officer receiving taxable income that is more than $2,500 in the preceding twelve 
months; (2) has given an officer or an officer’s family member one or more gifts totaling more than $100 in the 
preceding twelve months; or (3) has a family relationship with an officer. 

A vendor is required to file a questionnaire not later than the seventh business day after the later of the 
following: (1) the date that the vendor begins discussions or negotiations to enter into a contract with the City 
of Diboll or submits an application or response to a bid proposal; or (2) the date that the vendor becomes aware 
of a relationship or gives a gift to an officer or officer’s family member, or becomes aware of a family 
relationship with an officer.   

4.3.11 CERTIFICATION OF INTERESTED PARTIES FORM 1295 
In 2015, the Texas Legislature adopted House Bill 1295, which added Section 2252.908 of the Government 
Code. The law states that a governmental entity or state agency may not enter into certain contracts with a 
business entity unless the business entity submits a disclosure of interested parties to the governmental entity 
or state agency at the time the business entity submits the signed contract to the governmental entity or state 
agency. The law applies only to a contract of a governmental entity or state agency that either (1) requires an 
action or vote by the governing body of the entity or agency before the contract may be signed or (2) has a 
value of at least $1 million, or (3) is for services that would require a person to register as a lobbyist under 
Chapter 305 of the Government Code. The disclosure requirement applies to a contract entered into on or after 
January 1, 2016. 

https://www.legis.state.tx.us/tlodocs/84R/billtext/html/HB01295F.htm
https://www.ethics.state.tx.us/statutes/Gov-Code-2252.908-12-19-17.php
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The Texas Ethics Commission was required to adopt rules necessary to implement that law, prescribe the 
disclosure of interested parties form, and post a copy of the form on the Commission's website. The 
Commission adopted the Certificate of Interested Parties form (Form 1295) on October 5, 2015. The 
Commission also adopted new rules (Chapter 46) on November 30, 2015, to implement the law. The 
Commission does not have any additional authority to enforce or interpret House Bill 1295. 

The Conflict-of-Interest Questionnaire (Form CIQ) can be reviewed here.  Note, this form copy is only for 
reference and cannot be filled out by hand. A vendor must use the filing application to generate the form and 
print it from there. Instructions for filing the form can be accessed here. 

Also refer to https://www.ethics.state.tx.us/ and Section 2 – Resource References of this document for 
additional links to access Form 1295 Frequently Asked Questions and related laws and regulations. 

What Contracts Apply to Form 1295? 

The law applies only to a contract between a governmental entity or state agency and a business entity at the time 
it is voted on by the governing body or at the time it binds the governmental entity or state agency, or whichever 
is earlier, including an amended, extended, or renewed contract, of a governmental entity or state agency that 
either:  

• requires an action or vote by the governing body of the entity or agency before the contract may be 
signed; or 

• has a value of at least $1 million or is for services that would require a person to register as a lobbyist 
under Chapter 305 of the Government Code. Gov't Code § 2252.908; 1 T.A.C. §§ 46.1(b), 46.3(a). The 
disclosure requirement applies to a contract entered into on or after January 1, 2016. 

A contract does not require an action or vote by the governing body of a governmental entity or state agency 
if:  

• the governing body has legal authority to delegate to its staff the authority to execute the contract; 
• the governing body has delegated to its staff the authority to execute the contract; and 
• the governing body does not participate in the selection of the business entity with which the contract 

is entered into. 
 

4.3.12 CONFLICT OF INTEREST DISCLOSURES BY GOVERNMENT OFFICER (CIS) 
The notice to the appropriate local governmental entity when a local government officer has become aware of 
facts that require the officer to file this statement in accordance with Chapter 176, Local Government Code. It 
provides the nature and extent of business and/or family relationships between officer and vendor and other 
disclosures, in accordance with Section 176.003 of the Local Government Code. This form is required to be filed 
with the records administrator of the local governmental entity not later than 5 p.m. on the seventh business 
day after the date on which the officer becomes aware of the facts that require the filing of this statement. 

1. An officer must file a statement if the officer or officer’s family member has an employment or other 
business relationship with a vendor that results in the officer or officer’s family member receiving 

https://www.ethics.state.tx.us/data/forms/conflict/CIQ.pdf
https://www.ethics.state.tx.us/filinginfo/1295/
https://www.ethics.state.tx.us/
https://statutes.capitol.texas.gov/Docs/LG/htm/LG.176.htm
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taxable income of more than $2,500 in the preceding twelve (12) months. An officer who only receives 
investment income, regardless of the amount, is not required to file a disclosure statement. Investment 
income includes dividends, capital gains, or interest income gained from a personal or business 
checking or savings account or another similar account, a personal or business investment, or a 
personal or business loan. 

2. An officer is required to file a statement if the officer or officer’s family member accepts one or more 
gifts (including lodging, transportation, and entertainment accepted as a guest) from a vendor that has 
an aggregate value of more than $100 in the preceding twelve months. An officer is not required to file 
a statement in relation to a gift, regardless of amount, if the gift: (1) is a political contribution; (2) is 
food accepted as a guest; or (3) is offered on account of kinship or a personal, professional, or business 
relationship independent of the official status of the recipient. 
 

3. An officer is required to file a statement if the officer has a family relationship with the vendor. 
 
 

SECTION 5 – GIFT STANDARDS 
Chapter 36 of the Penal Code prohibits public servants from accepting certain gifts or benefits. Violations of the 
laws in this chapter carry criminal penalties, and complaints alleging such violations are handled by local 
prosecutors, not by the Texas Ethics Commission. 
 
Subject to the few exceptions set forth below and further described in the Penal Code Section 36.08, a Covered 
Individual may not solicit or accept gratuities, favors, or anything of monetary value from a Vendor/Contractor, 
or a Subcontractor or other direct recipients of ARPA-SLFRF related benefits.  
 
Exception. A Covered Individual may accept an unsolicited gift from a Contractor or Subcontractor of one or 
more types specified below if the gift has an aggregate market value of $20 or less per source per occasion, 
provided that the aggregate market value of all gifts received by the Covered Individual pursuant to this does 
not exceed $50 in a calendar year: 

● Honorariums for participating in meetings;  
● Advertising items or souvenirs of nominal value; or 
● Meals furnished at banquets. 

Even if the acceptance of a gift is legally permissible, a governmental Officer or employee as well as 
vendors/contractors should always consider whether the gift raises the appearance of impropriety before 
giving or accepting. 
 
Internal Reporting. A Covered Individual shall report any gift accepted to the COI Point of Contact. If required 
by regulation of a Federal awarding agency, the COI Point of Contact shall report such gifts to the Federal 
awarding agency. 

https://statutes.capitol.texas.gov/Docs/PE/htm/PE.36.htm#:%7E:text=PENAL%20CODE%20CHAPTER%2036.,BRIBERY%20AND%20CORRUPT%20INFLUENCE&text=(B)%20under%20restraint%20by%20a,election%2C%20appointment%2C%20or%20employment.
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• A subrecipient shall also report all potential instances of known or potential conflicts of interest to 
the City of Diboll (also referred to as the ARPA Recipient or the Pass-Through Entity) and all 
instances of gifts, excluding those that fall within the exceptions outlined in 5.1(a). 
 
 

SECTION 6 – VIOLATIONS OF POLICY 
Any alleged violations of the standards set forth in this Policy shall be immediately referred to the City of Diboll’s 
COI Point of Contact. The offending employee, officer, or agent will be subject to disciplinary actions that could 
result in their termination of employment. 
 
Disciplinary Actions for Covered Individuals. Any Covered Individual that fails to disclose a real, apparent, or 
potential real or apparent conflict of interest arising concerning the Covered Individual or Related Party may be 
subject to disciplinary action, including, but not limited to, an employee’s termination or suspension of 
employment with or without pay, the consideration or adoption of a resolution of censure of a Public Official 
by the Governing Board, or termination of an agent’s contract. 
 
Disciplinary Actions for Contractors and Subcontractors. The City of Diboll shall terminate any Contract with a 
Contractor or Subcontractor that violates any provision of this Policy. 
 
Knowingly violating the terms of an agency’s ethics and conflict of interest policy may also be penalized as a 
criminal offense. Any such occurrence will be reviewed on a case-by-case basis to determine steps beyond 
above stated disciplinary actions. 
 
● As outlined in Chapter 176 of the Texas Government Code, “an officer or vendor who knowingly fails to file 

a statement or a disclosure when required to do so commits a Class A, B, or C misdemeanor, depending on 
the amount of the contract. It is an exception to prosecution that an officer/vendor files a 
statement/questionnaire not later than the seventh day after the date the person receives notice from the 
city of the alleged violation.” 

 
Protections for Whistleblowers. In accordance with 41 U.S.C. § 4712, the City of Diboll shall not discharge, 
demote, or otherwise discriminate against an employee in reprisal for disclosing to any of the list of persons or 
entities provided below, information that the employee reasonably believes is evidence of gross 
mismanagement of a federal contract or grant, a gross waste of federal funds, an abuse of authority relating to 
a federal contract or grant, a substantial and specific danger to public health or safety, or a violation of law, 
rule, or regulation related to a federal contract (including the competition for or negotiation of a contract) or 
grant: (i) a member of Congress or a representative of a committee of Congress; (ii) an Inspector General; (iii) 
the Government Accountability Office; (iv) a Treasury or other federal agency employee responsible for grant 
oversight or management; (v) an authorized official of the Department of Justice or other law enforcement 
agency; (vi) a court or grand jury; of (vii) a management official or other employee of the City of Diboll, a 
Contractor, or Subcontractor who has the responsibility to investigate, discover, or address misconduct. 

https://uscode.house.gov/view.xhtml?req=(title:41%20section:4712%20edition:prelim)
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SECTION 7 – CONFLICT OF INTEREST POINT OF CONTACT  
While all stakeholders have a responsibility to understand what represents a potential, perceived, or real 
conflict of interest and to follow state and local disclosure mandates, the City of Diboll has taken an additional 
step by identifying a centralized point of contact to oversee the collection, reporting, communications, and 
guidance related to real or potential conflicts of interest on all ARPA-SLFRF funded activities. The designated 
POC will ensure required state and local forms are completed, shared, and retained in a compliant manner. The 
designated POC will be available to provide information throughout the entire project life cycle for all SLFRF 
covered transactions. 
 
The designated COI Point of Contact may be updated as needed, but at the time of publication of these 
Standards, the following information is accurate: 
 

TITLE FIRST & LAST NAME EMAIL ADDRESS PHONE NUMBER 

COI Point of Contact 
(City Manager) 

Jason Arnold jarnold@cityofdiboll.com  936-829-4757 

If the City of Diboll has a website and/or phone number for reporting potential conflicts and other 
unethical activities, add here as a reference for stakeholder awareness. 

City of Diboll Ethics Hotline is 936-829-4757 

Website: www.cityofdiboll.com  

 
  

mailto:jarnold@cityofdiboll.com
http://www.cityofdiboll.com/
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1.      PRIOR TO AWARD OF CONTRACT OR SUBAWARD.  
a. Prior to the award of a Contract or Subaward, the COI Point of Contact shall advise Covered Individuals 

expected to be involved in the selection, award, or administration of the Contract or Subaward of such 
duty. 

b. Prior to the award of a Contract or Subaward, appropriate ethics and conflict of interest related 
provisions should be included in solicitations and contractual template language. 

c. Identified potential conflicts will be reviewed and evaluated. Removal from project involvement at any 
stage or removal from award consideration with a written record and other measures may be 
identified. 

 
2.    MANAGEMENT PRIOR TO AWARD OF CONTRACT OR SUBAWARD 

If, after completing the Texas Ethics Commission COI related Forms, the COI Point of Contact identifies a 
potential real or apparent conflict of interest relating to a proposed Contract or Subaward, the COI Point 
of Contact shall disclose such finding in writing to the City Manager and to each member of the Governing 
Board. If the Governing Board desires to enter into the proposed Contract or Subaward despite the 
identification by the COI Point of Contact of a potential real or apparent conflict of interest, it may either: 

 
a. Accept the finding of the COI Point of Contact and direct the COI Point of Contact to obtain 

authorization to enter into the Contract or Subaward from either: 

1) the Federal awarding agency (US Treasury) with appropriate mitigation measures, or  
2) the Pass-Through Entity (the ARPA Recipient) if a subrecipient 

b. Reject the finding of the COI Point of Contact and enter into the Contract or Subaward. In rejecting 
any finding of the COI Point of Contact, the Governing Board shall, in writing, document a justification 
supporting such rejection. If the COI Point of Contact does not identify a potential real or apparent 
conflict of interest relating to a proposed Contract or Subaward, the City of Diboll may enter into the 
Contract or Subaward in accordance with the purchasing or subaward policy. 

 
3. POST AWARD OF CONTRACT OR SUBAWARD 

All contractors, subrecipients, awardees, beneficiaries and other identified stakeholder agents have an 
ongoing responsibility to provide notification immediately after the identification of any potential conflict 
of interest.  

In accordance with Chapter 176, Local Government Code, if the conflict involves a government officer 
of the City of Diboll, the Conflicts Disclosure Statement (Form CIS) will be provided to the COI 
Coordinator serving as the “Records Administrator” no later than seven (7) business days from date of 
initial identification. 
 
 

Confidentiality & Public Information Act 
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● Potential conflicts of interest reports by a third party will remain anonymous and will be reviewed 
with legal representatives as appropriate. 

●     Reports of potential conflict of interest by the affiliated parties will be reviewed with a determination 
of the next steps.  

●     All filed COI disclosures in Texas will be subject to the Public Information Act of Texas. 
 

4. GENERAL ADMINISTRATION 
The Texas statements and disclosures must be filed with the records administrator of the city. A records 
administrator includes a city secretary, a person responsible for maintaining city records, or a person who 
is designated by the city to maintain the statements and disclosures filed under Chapter 176. 

A city that maintains a website is required to post on that site statements and disclosures that are required 
to be filed under Chapter 176. However, a city that does not have a website is not required to create or 
maintain one. 

The following conflict of interest documents, as deemed necessary by legal counsel and as applicable to 
any ARPA-SLFRF transactions will be retained on record: 

● All types of disclosures including conflict of interest notifications via Conflict-of-Interest Disclosure 
(Form CID) or any other format; 

● Certification of Interested Parties (Form 1295) as applicable; 
● Conflict of Interest Questionnaire (Form CIQ); 
● Cases of failure to disclose; 
● Reviews or investigation of alleged conflicts; or 
● Action(s) taken, or resolution(s). 

The Treasury Office of Inspector General and the Government Accountability Office, or their authorized 
representatives, shall have the right of access to records (electronic and otherwise) of Recipient in order 
to conduct audits or other investigations. Records shall be maintained by Recipient for a period of five (5) 
years after all funds have been expended or returned to Treasury, whichever is later.  

 These ARPA/SLFRF Standards of Conduct and Conflict of Interest Policies and Procedures have been reviewed 
and adopted as applicable by legal or otherwise authorized representatives of the City of Diboll and are thereby 
approved on June 11, 2024. 

 
__Trey Wilkerson______________________  ___Mayor______________________ 
Printed Name                                                                     Title of Authorized Representative 
 
_____________________________________  __June 11, 2024_________________ 
Signature of Authorized Representative   Date 



 City of Diboll Volunteer Fire Department   

 
 May 2024 Council Report 
  May 6 

• Pledge   
• Incident Reports 
• Business meeting 
• Clean station 

Fireman present (9)  
 

 May 13 

• Pledge 
• Incident Reports 
• Discussion on water rescue 
• Run trucks  
• Clean station 

              Fireman present (12)   
 

May 20 

• Pledge 
• Incident Reports  
• Training on water rescue 
• Clean out 57   
• Clean station 

Fireman Present (11) 
 
May 27 

• Pledge 
• Incident Reports  
• Spoke on recent calls  
• Run trucks 
• Clean station 

Fireman Present (5) 

 



 City of Diboll Volunteer Fire Department   

 
May   2024 Emergency Incidents (27) 

May 2, 2024 - 1438 
• Call # 2400000076 

Lumberjack and Elementary school 
Truck on fire 
In City 
Trucks 54 
Diboll Fire personnel responded (8) 
 7805, 7810, 7814, 7822, 7825, 7827, 7835, 7836  
 

May 2, 2024 - 0549 
• Call # 24000000574 
       FM 844 & 58 

                           Vehicle vs tree 
                           Out of City 

Trucks 58 
Diboll Fire personnel responded (4) 

  7822, 7825, 7827, 7836 
 

May 4, 2024 – 0822 
• Call # 2400000075 

River bridge @ 59 
Tree in road 
Out of City 
Trucks 61 
Diboll Fire personnel responded (5) 
 7814, 7822, 7825, 7827, 7836 

 
May 4, 2024 - 2206 

• Call # 2400000077 
100 Neil Pickett 
Truck in ditch 
In City 
Trucks 54 
Diboll Fire personnel responded (5) 
7819, 7820, 7822, 7827, 7835 



 City of Diboll Volunteer Fire Department   

 
 

May 12, 2024 – 1725 
• Call # 24000000079 

1818 @ Buttermilk Rd 
High water on Rd 
Out of City 
Trucks 54 
Diboll Fire personnel responded (6) 
7801, 7810, 7814, 7821, 7822, 7827 
 

May 12, 2024 - 1830 
• Call # 24000000080  

13225 Hwy 59 
Tree on road 

                           Out of city 
Trucks 54 
Diboll Fire personnel responded (9) 
7801, 7808, 7810, 7814, 7821, 7822, 7825, 7827, 7835 
 

 May 12, 2024 - 2001 
• Call # 2400000081 

             1818 @ Buttermilk Rd 
                           Truck washed off Rd 
                           Out of City 
  Trucks 54, 62, 63 

Diboll Fire personnel responded (11) 
 7808, 7810, 7814, 7821, 7822, 7823, 7825, 7827, 7829, 7835, 7836 
 
 May 22, 2024 - 2335 

• Call # 2400000084 
1502 South First St  

                           Smoke in lobby    
                           In City 
  Trucks 54 

Diboll Fire personnel responded (4) 
  7814, 7820, 7822, 7827 
 



 City of Diboll Volunteer Fire Department   

 
 

May 22, 2024 - 2257 
• Call # 2400000083 

Arrington near stadium 
                           Car vs pole 
                           In City 
  Trucks 54 

Diboll Fire personnel responded (4) 
  7814, 7820, 7822, 7827 
 
May 22, 2024 - 2023 

• Call # 2400000082 
202 Cross St 
Car on fire 
In City 
Trucks 54, 55 
Diboll Fire personnel responded (9) 
7805, 7810, 7814, 7820, 7821, 7822, 7827, 7829, 7836 

       
              May 27, 2024 - 1038 

• Call # 2400000082 
1663 FM 2109 Zavalla 

                           Structure fire 
                           Out of City 
  Trucks 62 

Diboll Fire personnel responded (1) 
  7814 
 
May 28, 0000 

• Call # 24000000 
359 Ben weeks Rd Beulah 
Pine tree on Rd 
Out of City 
Trucks 51 
Diboll Fire personnel responded (2) 

             7825, 7836 
 



 City of Diboll Volunteer Fire Department   

 
 
May 28, 2024 - 1237 

• Call # 2400000086 
Pine Oaks Mobil home 

                           Tree on car 
                           Out of City 
  Trucks 54 

Diboll Fire personnel responded (7) 
  7801, 7805, 7814, 7819, 7822, 7835, 7836 
 
May 28, 2024 - 1237 

• Call # 2400000087 
135 Mc Craty Rd 
Tree on road 
Out of City 
Trucks 55 
Diboll Fire personnel responded (7) 
7801, 7805, 7814, 7819, 7822, 7835, 7836 

       
              May 28, 2024 - 1318 

• Call # 2400000088 
Stringer Rd 

                           Tree across Rd 
                           Out of City 
  Trucks 61 

Diboll Fire personnel responded (6) 
  7801, 7805, 7814, 7822, 7835, 7836 
 
May 28, 2024 - 1338 

• Call # 2400000089 
906 Roberts Ln 
Tree on power line 
In City 
Trucks 54 
Diboll Fire personnel responded (5) 

             7805, 7814, 7822, 7835, 7836 
 



 City of Diboll Volunteer Fire Department   

 
 
 
May 28, 2024 - 1349 

• Call # 2400000090 
Morris Rd 

                           Tree on Rd 
                           In City 
  Trucks 54, 61, 63 

Diboll Fire personnel responded (7) 
  7801, 7805, 7814, 7819, 7822, 7835, 7836 
 
May 28, 2024 - 1427 

• Call # 2400000092 
1126 Burk Halter Hollow  
Tree in road 
Out of City 
Trucks 54, 61, 63 
Diboll Fire personnel responded (7) 
7801, 7805, 7814, 7819, 7822, 7835, 7836 

       
              May 28, 2024 - 0000 

• Call # 24000000 
Felix Weeks Rd 

                           Tree down 
                           Out of City 
  Trucks 53, 54, 61, 63 

Diboll Fire personnel responded (6) 
  7801, 7814, 7819, 7822, 7835, 7836 
 
May 28, 2024 - 0000 

• Call # 2400000000 
1306 Brown  
Pole down 
In City 
Trucks 54 
Diboll Fire personnel responded (6) 

             7801, 7814, 7819, 7822, 7835, 7836 



 City of Diboll Volunteer Fire Department   

 
 
 
May 28, 2024 - 1458 

• Call # 2400000094 
116 Hines St 
Tree on power line 
In City 
Trucks 54, 61, 63 
Diboll Fire personnel responded (7) 

             7801, 7814, 7819, 7822, 7825, 7835, 7836 
 
May 28, 2024 - 1528 

• Call # 2400000096 
1402 Hendrix St 

                           Line on fence 
                           In City 
  Trucks 54, 61, 63 

Diboll Fire personnel responded (7) 
  7801, 7805, 7814, 7819, 7822, 7835, 7836 
 
May 28, 2024 - 1552 

• Call # 2400000097 
709 Mulberry  
Limb on powerline  
In City 
Trucks 54, 63 
Diboll Fire personnel responded (6) 
7801, 7805, 7814, 7822, 7835, 7836 

       
              May 30, 2024 - 1905 

• Call # 2400000101 
 Elm court 790 

                           Powerline down 
                           In City 
  Trucks 54, 61, 63 

Diboll Fire personnel responded (8) 
 7814, 7819, 7820, 7821, 7822, 7827, 7835, 7836 



 City of Diboll Volunteer Fire Department   

 
 
May 30, 2024 - 1909 

• Call # 2400000102 
2108 Buke   
Tree across road 
Out of City 
Trucks 54, 61, 63 
Diboll Fire personnel responded (8) 

             7814, 7819, 7820, 7821, 7822, 7827, 7835, 7836 
 
May 30, 2024 - 0000 

• Call # 2400000 
2497 Diboll  
Powerline  
Out of City 
Trucks 54 
Diboll Fire personnel responded (8) 
7814, 7819, 7820, 7821, 7822, 7835, 7836 

       
              May 31, 2024 - 1028 

• Call # 2400000103 
 200 Largent  

                           Tree on powerline 
                           In City 
  Trucks 54 

Diboll Fire personnel responded (4) 
 7810, 7814, 7822, 7827 
 



                               

 
                          
                                          

 Diboll Police Department 
 

400 Kenley · P.O. Box 340 · Diboll, Texas 75941 · (936) 829-5586 · Fax (936) 829-5436  
 
 

Monthly DEPT. STATS 
May 2024 

 

CALLS FOR SERVICE 251 

INCIDENT REPORTS 26 

CRASH REPORTS 8 

EXTRA PATROLS/ PATROL REQUESTS                                  162 

TRAFFIC STOPS 570 

TOTAL ARRESTS 4 

             MISD. ARREST 4 

          FELONY ARREST 0 

           BUSINESS CHECKS 128 

TOTAL POLICE ACTIVITY 1194 

 

 



 

Public Works Director Council Report – June 2024 
 

UCRM-2 SCADA Upgrades: SCADA procurement underway. Some items face very long lead times. Scada procurement and remote 
programming started. The control panels have a six-month lead time of production. This will put the Scada installation of hardware 
around 6/10/2023. Scada elevated storage tank hardware scheduled for late January. Scada contractor will be making site visits over 
the next few weeks. Scope review meeting scheduled at WWTP on 2/15 at 1:30 PM. The scope review meeting went very well. We 
discussed automated process control based on defined set-points. We then discussed programming to perform certain control 
decisions based on the parameters received from connected sensors on our equipment. Control functions include turning power on 
or off, increasing or decreasing speed and flow, raising, or lowering levels in tanks. Flowmeters and data loggers are installed in 
strategic locations to send data to remote terminal units, then send their collected data to the treatment plant operators. With this 
data, the operators have an opportunity to see problems like leaks, overflows, or chemical imbalance. Access to up-to-date 
information on these potential problems gives water operations a chance to fix these issues in advance, reducing downtime. Scada 
ongoing. Radio tower schedule below.  

1 WWTP* 100ft Tower Install Radios & Antennas 22-Mar, Duration 2 days. 
2 OEST Install Radios & Sector Antennas on tower rails 24-Mar, Duration 2 days. 
3 North Pump Station Install Radio & Antenna on existing 60 ft tower 27-Mar, Duration 1 days. 
4 NEST Install Radio & Antenna on tower rails 6-Apr, Duration 2 days. 
5 Well 1 Install 20ft tower extension, Radio and Antenna 28-Mar, Duration 1 days. 
6 Well 2 Install 20ft tower extension, Radio and Antenna 29-Mar, Duration 1 days. 
7 Well 3 Install 20ft tower extension, Radio and Antenna 30-Mar, Duration 1 days. 
8 Well 4 Install 20ft tower extension, Radio and Antenna 31-Mar, Duration 1 days. 
9 Well 5 Install new 60ft tower, Radio and Antenna 22-Mar, Duration 10 days. 



10 Prison LS Install Radio & Antenna on Existing tower 3-Apr, Duration 2 days. 
11 Lynn LS Install new 40ft tower, Radio and Antenna 23-Mar, Duration 10 days. 
12 Neil Pickett LS Install Radio & Antenna on Existing tower 4-Apr, Duration 2 days. 
13 AS Davis LS Install Radio & Antenna on Existing tower 5-Apr, Duration 2 days. 
14 Lumberjack LS Install new 40ft tower, Radio and Antenna 23-Mar, Duration 10 days. 

Radio tower and equipment installation 80% through 4/7 – has been delayed due to rain. Plan to resume 4/10 and complete 
installation, radio programming, and testing by 4/14 weather permitting. Radio/Network Items and radio towers all received and 
dispatched to site. Procurement for all Control Panels ongoing, expected completion 4/30. Assembly of panels planned 4/17 start 
staging. Scada-work was ongoing this week at lift stations.  Hardware installations and cutover to temporary control panels. New 
control panel installation at lift stations completed 7/5. Weather stations to be installed this week. Final testing to insure they are 
working correctly. Work on water well SCADA to begin 7/10.  

7/31- 8/4 Reconfigure Radio network with new IPS. Will be replacing Water wells 3, 1, 5 and cut over. 8/7 – 8/11 Will be replacing 
Water wells 4, and NPS and possibly NEST. Also, will be working at the WWTP to trace and label wiring in preparation for the 
Panel changeout. 8/14 – 8/18 Install Well 2 panel and Convert OEST to new panel. Continue wire identification and Start process 
of WTP panel replacement and RIO. 

We started to experience communication failures at our well sites on the new SCADA network. This caused a delay of the installation 
until we were able to diagnose the problem. Our techs boosted our signal strength and coded reboot protocol into the programing. 
This seems to have fixed the problem. Installation at well 1,5 and old elevated resumed 9/7/2023 

Well 1 and 5 SCADA installation completed. Old elevated tower installation ongoing. 

 

SCADA Panel: 

The SCADA PLC is installed, wired up, and powered up. Its program has been tested and uploaded. It is communicating with the 
OEST intermediate PLC. Establish comms with Chlorine PLC loop testing. HMI is installed and its application loaded. The new 
chlorine analyzer has been installed and is functioning. We found the level GST sensor to be malfunctioning. Initially, we noted 
some blockage in the plumbing and cleared it out however, the sensor function was intermittent.  We tested this by installing another 
temporary transmitter to the auxiliary line and measuring both readings. We were able to procure another sensor through Schneider 
Electric today and had it couriered to Diboll and were able to replace the malfunctioning sensor as it is imperative for the system to 
function as designed. Well 2 is going offline for about 2 days as we work on this cutover process after previously making sure that 



NPS was performing as expected and everyone involved agreed. It's a crucial step in keeping things running smoothly, but we're 
aware it might cause some ripples in the regular functionality of the WWTP.  

Well 2 panel installs have been completed on 10/19/2023. Turned off well 2 and related wells 3 & 4 feeding into the Old GST. 

Testing all the IO to determine functionality. We found we couldn’t function pump 3 from the control panel. Well 2 depth 
measurement was not operational. Chemical pump logic was found to be disabled for adjustment according to aggregate flow from 
wells 2,3,4. Only one chemical pump is operational, however the sensor wire is cut so it cannot be controlled. This was probably 
due to unreliability and/or well flow meters going out of service and/or unreliability of controlling pump strokes. Pump 1 and pump 
3 flowmeters have water ingress and are corroded – non-operational. Removed the old Well 2 panel and installed the new panel 
backplane. Started the process of completing all the wiring. Spent a considerable amount of time troubleshooting pump 3 on/off 
command, this has been corrected and pump 3 is now operational from PLC and SCADA. Replaced the level transmitter on well 2 
and now water depth reading from well 2 is available. Completed and organized wiring on the new panel. PLC program was installed 
and tested. Local HMI application was installed and tested. SCADA operation was tested, and status checks completed. Wells were 
tested in auto mode by forcing sequences. Pumps were tested in auto mode by forcing sequences. Added additional logic to disable 
chemical pumps at a level above 3 mg/l and reenable at 1mg/l, this will prevent excessive chlorination of the GST in case one of the 
wells are out of service. The setpoints tags are also made available to be included in the new SCADA implementation. 

Remaining items: 

Chemical pump remains flashing on SCADA, however it was tested to physically turn on when needed – need to trouble shoot but 
we may need to access Wonderware back end. 

All cycles need to run in Auto mode (OEST Demand and GST Demand), well calls GST level setpoints, this will be monitored over 
the next few days as the GST and OEST systems are switched to Alternate or GST only. 

Need input to calibrate the scale for the well level sensor. 

Wiring the HMI  

We found a fill valve in the vault outside of the OEST compound.  There is wiring connected to it, but it does not show on the WW 
SCADA nor is it controlled by the PLC.  We will investigate the wiring further and discuss functionality with the city before wiring 
it back into the new panel.  

All water wells, towers and lift stations have been completed. Work is still ongoing at WWTP. Graphics are being updated with 
points as SOAP is completing work in the field. Working to be completed before the Christmas holidays. A realistic goal would be 
to have the final walkthrough and acceptance the first week of January. 



SCADA - WWTP Functional Performance Testing and Graphics updates are ongoing.  Completion week of 1/8/24 
SCADA - still adjusting the plant timing and should be completed next week.  Then will schedule turnover. 
SCADA - waiting on update from climatic on the timing issue with command control at the wastewater treatment plant. 

New logic has been updated to correct timing issues with controllers. Meeting scheduled for 4/5/2024 to walkthrough and review 
system. We will then schedule a final walkthrough and staff training. 

Final walkthrough and staff training scheduled for 5/16/2024 

During the final walkthrough we found some issues with the SCADA programing at the WWTP. Techs are working with the 
manufacturers of the system controllers to correct the problem. 

Estimated completion date TBD . 

Status: 95% Complete 

 

UCRM-5 Water Meter AMI: Neptune AMI Meter System  

Timeline has been moved back to March of 2023 due to delay in meter production. Meter boxes and lids have been received at the 
warehouse. We have started receiving shipments of antennas for the meters. PSI will have proofs of the mailers and door hangers 
ready for review on 2/8/2023. Conex container delivered and prepped for continued receiving of meters and antennas. Door tags and 
mailer proofs were delayed and expected to be available for review by the end of March. Expected meter delivery dates on chart 
below. 

Door tags and mailers proof is ongoing. The Neptune Customer portal is new, and PSI is having to 
develop that marketing material for the door tags. Meters trickling in.  Looks like all the endpoints have been delivered.  5/8x3/4 
meters still tracking first week of June.  



 
Door tags and mailers proof is ongoing. The Neptune Customer portal is new, and they having to develop that marketing material 
for the door tags. 5/8x3/4 meters still tracking first week of June.   

5/8x3/4 meters are at Core and Main in Lufkin. Mailer and Door Tag proofs have been provided for review next week.  With delivery 
set for mid-June. Soft start for meter installs next week, likely mid-week. Door tags and mailers have been approved. They will be 
distributed to the first group of residents to receive new meters. Soft start scheduled for 7/13. Start was delayed due to a programing 
issue with Neptune and our system software. We are looking at a start date of August 16,2023.  

Meters were started installing on 8-28-2003. 474 meters have been installed as of 9/7/2003. The installers are moving fast, and we 
expect to be completed by the end of the month. 

Out of 1523 total meters 1428 meters have been installed. City crews are completing the skip list and helping find all meters that 
were not locatable. Many are idle accounts that are no longer in use. We have 13 large meters to install. All meters and fixtures will 
have to be replumbed.  

1453 total meters changed. Crews will be back on site to finish the remaining meters 12/15/2023. 

We are still waiting on a lead time for the remaining 3 meters that are on order. 

 



Water meters - skip list locates, on 21 remaining meters. Wanting to complete by week of 1/8-1/12. Billing Integration - Ongoing 

The second round of interface and field staff training will be scheduled this week. 

 

Water meters -still have 5 meters on order and to install.  This will be late April or early May before meters on hand 

Customer Portal setup - Neptune is working on setting up the portal.  Should be completed by end of next week.  

Second training to be scheduled when Portal is completed for Neptune 360 and field troubleshooting. 

Develop and send out mailer for water customers regarding Customer Portal 

Mailer for portal info being developed.  Proof next week for review 

The remaining meters have arrived, and installation scheduled for 5/22/2024 

Incorrect meters were shipped. Correct meters have been reordered. Our second round of meter testing is scheduled for July. 

Estimated completion date of TBD  

Status: 90% Complete 

 

WWTP/TWBD Project 

We are still working on the environmental clearance with TWDB. KSA is working on map exhibits and some other documents for 
the environmental study and should have that to them this week along with the engineering report. The engineering report will be 
submitted to TWDB by 12/8/2022. This will contain certain information/exhibits that are required for the environmental review to 
move forward at TWDB. We plan to begin the preliminary design phase (construction plans and specifications) in January. This will 
run concurrently with TWDB review of the engineering report and environmental to speed up the schedule.  The engineering report 
and environmental documents are under review by TWDB. I do not know what their current backlog is but will be reaching out to 
them for an update. I would expect to begin preparing design plans/specifications in March. The project is under review by TWDB 
staff. They have the Engineering Feasibility Report and the environmental documents. These reviews run concurrently, but the 
environmental must be approved before the engineering report can be approved. TWDB requested some supplemental environmental 
information that was submitted at the end of January. Including the 30-day public comment period, I would expect to have 



environmental approval by the end of April. This is based upon my last conversation with our environmental reviewer. The 
engineering report approval will follow shortly thereafter. The TWDB is still reviewing the engineering report on the WWTP project. 
Based on the email below, KSA should have comments by the end of next week. They should know more about the environmental 
status early next week. 

Good morning Mr. Hays, 

I had started to review the EFR but had to prioritize a few other deadlines so I will need to get back to that review and finish it. I 
plan to send you review comments or to let you know that the EFR satisfies TWDB requirements before the end of next week. 

 I know Gayla has a few environmental reviews that she is working on currently and one of those should be for the City of Diboll. I 
will have a meeting with her on this coming Monday to get an update then one of us will report back to you on the environmental 
status. 

 Please feel free to reach out to our team with any questions on this project or any others. I would also like to thank you for your 
patience with us as we work through our heavy workloads. 

 Thanks, Cody 

KSA have some minor comments to respond to on the engineering report. They have asked for a detailed cost estimate and a 
statement indicating how we will address any budgetary constraints. Danny’s plan for that statement is to indicate that the City will 
decide between securing additional funding or prioritizing project components to remain within available construction funds. We 
still have not received any information regarding the environmental approval. The TWDB has all the information we need, and I 
believe that it is just going through the review and approval process. While things like engineering reports, plans, and specifications 
can be reviewed and approved by the project team, environmental items go through additional layers of approval as well as a public 
comment process. We are checking in with them routinely on the environmental but have not yet received a response. We are still 
awaiting the environmental approval that will allow us to move forward. TWDB is significantly backlogged on environmental 
reviews. I will be checking in with them next week. The TWDB is going over the engineering plans now. We are waiting on 
environmental to be processed. TWDB is still backlogged. 

 We should be receiving approval within the next couple of weeks. Danny will be starting his design team this week on the plans 
and specifications in advance of that approval. 

Environmental approval is working through TWDB management. Once we receive the language for the public notice we can publish 
and submit proof of publication for final environmental and engineering report approval. 



We received the language for the environmental public notice on the WWTP project and will be getting it into the week of 10/2/2023 
newspaper and we are proceeding with our design phase. 

We are progressing with preparation of plans and specifications. 

Plans and specifications are 60% complete. We have a schedule walkthrough of the plant on Dember 11th with KSA. 

Plans and specifications are being reviewed by KSA internally. They anticipate scheduling a review meeting with city staff within 
the next couple of weeks. 

KSA is working on the final design phase of the project. Danny will have an update next week on when the plan specs will be 
submitted to the water board. 

Final design is continuing. Major effort now is on electrical design. We anticipate plans submitted to TWDB for review in July. 

Estimated completion date of 12/1/2025. 

Status: 25% Complete 

 

Neil Pickett Drive Sanitary Sewer Line Replacement 

The sewer collection system that serves the residents on Neil Pickett Drive is made up of old, vitrified clay tile pipe and brick 
manholes. This system has outlived is useful life and is the result of frequent maintenance issues and infiltration an inflow problem. 
Construction shall replace sewer lines with approximately 1500 linear feet of new eight-inch sewer pipe, three (3) four feet (4’) 
diameter manholes, and all associated appurtenances. Site visit and plan overview held on 2/2/2023. 

KSA will be preparing our engineering agreement for council approval at the July meeting. 

Bob Thurber with KSA said they are waiting for the geotechnical report for this area, due to boring that will be done during this 
project. Once they have the report, the onsite work should begin. 

Preliminary design is complete.  Crews have completed the boring for core samples and we are waiting on the geotechnical report 
to complete the field design since it involves the recommended pavement section. 

We are preparing the final construction agreement. TDA has recently issued a new implementation manual, so we are incorporating 
any changes required. 



Bob has sent the award recommendation letter to Jason that recommends award of contract to Duplichain Contractors.  It should be 
on the agenda for the 14th council meeting for the council to award the contract. 

Contract has been awarded and we are scheduling a pre-construction meeting. 

KSA is currently reviewing shop drawings and anticipate a Pre-Construction Conference within the next couple of weeks.  At that 
time a notice to proceed for construction start will be issued. 

A Pre-Construction Conference was conducted on January 18, 2024. NTP effective date is January 22, 2024. With 10 calendar days 
from start date from effective date and 120 calendar days for construction completion, all work shall be complete by May 31th, 
2024. 

We received manholes last Thursday for the above-referenced project, and plan on mobilizing to start construction the week of 
February 19th. 

Crews have mobilized equipment to the job site. The pipe and materials have been delivered. Construction planned to start on 3-6-
2024. Delayed due to weather.  

As of 4/3/2024 500 ft of pipe has been replaced, 2 new manholes installed, and 6 service taps completed.  

Should be complete with all sewer work on Neil Pickett 5/9/2024.  Street reconstruction to follow. 

All sewer installation is complete. KSA is coordinating with Jeff Duplichain and Drewery to see when they can start the street 
reconstruction on Neil Pickett. Hopefully this rain will give us a little break. 

Estimated completion 8/31/2024. 

Status: 5% complete 

 

ARPA Project 

Plans on the Lumberjack Drive are ready for review. Meeting with KSA 11-10-2022 to complete the preliminary design phase. We 
found the last easement/ROW document and have confirmed a complete ROW from the existing Lumberjack Drive to the TxDOT 
bypass. With this final ROW we are making one alignment change to avoid a road crossing within the TxDOT ROW and should be 
complete by 12/16/2023. Once we have the final plans, we can submit them to TxDOT for permit approval. We have received the 



required ARPA contract provisions from Grant Works and are incorporating it into our contract documents. Our estimate for 
completion of all plans, contract, specifications, and permitting is 1/1/2023. We are currently reviewing the sample construction 
contract sent to us by Grant Works. It is unlike anything we have seen from them before. We are reviewing it against more standard 
construction contracts we use and/or have seen in our industry. This is high on the priority list and I’m targeting to complete the 
review by 2/10/23. Danny from KSA will be putting together the final construction contract documents this week. He anticipates 
advertising for bids within the next couple of weeks. KSA is working with grant works to sort out bid advertisement requirements.  

We have not heard from Grant Works regarding revised language on the Lumberjack Dr. Waterline bid advertisement. Danny has 
been communicating with Jason on this and we are proceeding with the advertisement beginning this Friday 5/5/2023 in the Lufkin 
Daily News. 

Danny is updating the contract documents for transmittal to Grant Works per the various discussions held. I anticipate that transmittal 
to occur this week. We will set the schedule for re-bidding the project once Grant Works completes their review. Grant Works is 
currently reviewing the construction contract. At this time Danny stated there had been no return information from Grant Works. 
Grant Works is reviewing the construction contract. 

Bid opening scheduled for Tuesday the 12th at 2:30 pm. We are currently corresponding with TxDOT for the utility permit. 

We are ready for the council to make an award for the construction contract. 

We are preparing construction contracts for execution by Terry Black. 

Construction contracts have been executed. Awaiting the pre-construction meeting. 

Preconstruction meeting held on 1/17/2023. Contract time begins February 12, 2024 with substantial completion on or before 

May 13, 2024 and final completion on or before June 13, 2024. 

Last communication with Terry Black was that the materials have been delivered to his yard in Alto. He has a crew wrapping up a 
job in Greenville and should be onsite early this month. 

Materials have been delivered to the job site and construction has started. 

Estimated completion date of 9/13/2024. 

Status: 30% Complete  



Well #1 

Well number 1 has had some electric issues. The damaged wiring has been replaced between the well head and the control panel. 
After repairs were made issues still existed with the submersible pump. We are gathering quotes for repairs. We have completed 
removal and inspection of the pumping equipment from Well No. 1 and have completed a TV Survey of the well. Listed below are 
the findings. Pumping Equipment Inspections of the pumping equipment found that the 50 HP submersible motor megs bad on all 3 
legs and the rotor is locked. The pump was found to have over-tolerance wear to all the bowl bearings and their respective shaft 
surfaces. The impeller skirts and their respective intermediate bowl wear rings also contain over-tolerance wear. All the 4" pump 
columns contain deep rust pits on their external surfaces. The cable on the downhole probe was found to be damaged the existing 
discharge head was found to be very rusty and corroded on the OD and inside of the electrical box. 

 

TV Survey 

A TV Survey was performed on 02/19/2024 to investigate conditions of the well after removing the pumping equipment from the 
well. The static water level was 225 feet and the total depth viewed was 594 feet. Reviewing the survey video revealed scale build-
up at 9’ onward. The screen perforations are partially plugged. There were no structural issues noted at this time. Based on available 
data about the well, it appears that there is about 10 feet of screen covered by fill in the bottom of the well, and a total 30 feet of fill.  

 

We are seeking quotes for 
Recommended Pumping Equipment and Services Well Rehabilitation 
- Haul work pipe, air compressor, and ancillary equipment necessary for wire 
brushing and jetting operations. 
- Service rig and crew to mechanically wire brush the screen and blank liner with 
a sodium hypochlorite solution. 
- Service rig, crew. And air compressor to jet accumulated debris from the 
bottom of the well. 
 

Pumping Equipment and Rehabilitation 
- New 300 GPM submersible pump with lift nipple 



- New 50 HP, 3/60/460-volt, 3600 RPM submersible motor 
- 460 ft. new #4/3C WG submersible motor cable with splice kit 
- 450 ft. new 4" T&C pump column 
- Centralize the lower 3 joints of pump column to protect the submersible motor 
and downhole probe cables 
- New 4" ductile iron check valve 
- New 4" submersible discharge head with junction box 
- New 1/4" stainless steel airline complete with water level detector kit 
- New submersible transducer with display 
- Miscellaneous items to make operational 
- Shop labor to assemble the new equipment and load for shipment 
 

Staff will be asking the council to consider or act on a task order for engineering services with KSA for the Water Well No. 1 
Rehabilitation project. 

Final Design - Prepare contract documents and technical specifications for public bidding. This will include all required agreement 
forms and other forms required by the city and/or state for inclusion in a public works construction contract. The technical 
specifications will detail the well rehabilitation process and pump installation for compliance with TCEQ and TDLR regulations. 
This phase is estimated to be completed within 30 calendar days. 

Bidding - These services will include coordination of placing bid advertisements in the Lufkin Daily News, posting the bidding 
documents to civcastusa.com for distribution to potential bidders, conducting the bid opening, reviewing & tabulating bids received, 
and presentation of bidding summary to the city council for potential award of a construction contract. This phase is estimated to be 
completed within 25 calendar days subject to newspaper publication dates/deadlines and the city council meeting schedule. 

Construction Administration - These services will include preparation of the final construction contract documents, coordinating 
execution of the construction contract, conducting a pre-construction conference, reviewing contractor submittals (materials, 
equipment, procedures, etc.), monthly site visits by Engineer, review and processing of monthly contractor pay applications, and 
final inspection upon completion of the project. This phase is estimated to be completed within 130 calendar days which includes 
estimated time for execution of the construction contract, scheduling of the pre-construction conference, and a 3-month construction 
duration. 



Specifications are at KSA for review. We should be ready to advertise next week 5/13/2024 

Bid opening scheduled for Jun 13th. 

Estimated completion date 8-1-2024 

Status: 20% completed 

 

Department Projects 

 

Bar Screen  

The motor that runs the rake on the bar screen failed. We have ordered a new motor and expect to install it on 5/9/2023. We are 
currently cleaning the bar screen manually. New motor arrived and installed. 

Estimated completion: 5/9/2024 

Status: 100% complete 

 

Lumber Jack Lift Station 

We experienced an alarm notification at the Lumberjack lift station. After working with Oncore and Payne electric we were able to 
confirm that the pump failures were due to a lightning strike. We have ordered new pumps and plan to install them on 5/9/2024. 
New pumps are installed and are being controlled by floats. The lighting strike also burnt up the newly installed SADA controller 
and PLC.  

Estimated completion: 7/9/2024 

Status: 25% complete 

 

 



Park Clean Up 

10 trees were blown down form the storm that passed through on 4/28/2024. Parks and street crews have been working daily to cut 
up and hall of the debris.  Three sections of walking trail were damaged totaling 70 feet. On 5/9/2024 another storm hit the park and 
blew down 2 more trees. The playland behind pavilion 2 was damaged and 100 ft of hike and bike trail. 

Estimated completion: 9/16/2024 

Status of completion: 75% 

 

Ground Storage Meter and Lumberjack Hydrant 

The water department changed our the broken 6 in gate valve and 6 inch booster pump meter at ground storage. They opened a few 
fire hydrants on Lumberjack Dr. to relieve pressure on the main. After repairs were complete the hydrant in front of the golf course 
dropped an we were not able to shut it off. Locates were called in and crews excavated the area to access the hard head valve that 
controlled the hydrant. We have black bagged the hydrant and scheduled repairs. 

Estimated completion 6/12/2024 

Status of completion: 65% 

 

Dead Park Trees 

6 dead trees removed and 6 stums ground up. 

Estimated Completion: 5/10/2024 

Status: 100% complete 

 

 

 



#18 Golf Course Bridge 

The water line has started leaking in another spot. Repairs were delayed. Waiting on parts to replace a 1/12 sprinkler on the front 
nine pump house. Repairs to bridge scheduled. Planning to install sprinkler valve 12/13/2023. Sprinkler valve was received and 
installation complete. Bridge crossing repairs were delayed due to weather. Due to weather and other project prioritization we have 
moved the completion date of this project. The water well on #18 has developed another leak. We plan to completely replace 200ft 
of the supply line from the well head before bridge crossing repairs are made.  

We now have 2 bridges that need to be replaced on the golf course. #18 and #12. We are sourcing quotes now. 

Estimated completion date of 12-15-2024. 

Status: 65%Complete 

 

Repaint Park Bridges 

We will be repainting the four bridges in Old Orchard Park. Two of the bridges will require us to remove all the rust before painting 
will begin. We have started sourcing materials. Rust remover has been delivered. The parks department will be working on the 
bridges throughout the month as the weather permits. We will resume painting the bridges once the baseball complex project is 
completed. 

We have started sanding and prepping the bridge next to pavilion 3 for paint.  

Bridge by pavilion three is complete. We will continue remaining two bridges as weather permits. 

Estimated completion date of 6/30/2024. 

Status: 15% complete 

 

Floating Food Dispensers and Benches 

We are ordering two new park benches to replace those past the point of repair. We are also adding floating food dispensers at the 
fishing pier will provide another opportunity for all to enjoy the park. The floating food will be good for fish, ducks, and geese. The 



benches and food disperser will be ordered in next year’s funding cycle. Benches and food dispensers have been delivered and 
scheduled for install 6/18/2024 

Estimated completion date 7/12/2024. 

Status: 5% Complete 

 

Street Overlay Project 

We are working with the county to help us with our street overlay program. We will be overlaying A Street and Birdsong Street. If 
enough funds are available, we will also add Hackberry Street. We are currently of the County’s Schedule for the last week in 
September. This could change depending on the completion of their ongoing projects. We will begin to blade level and patch these 
streets starting in September before we start to overlay.  

We have begun blade level up on A street. The county will be here 9/25/2003 to begin the overlay process. 

The city has completed the blade level up and patching on Birdsong. The county contacted me on 9-26-2023 and put the project on 
hold. They are having some issues with the interlocal agreement and their approval process. This should be resolved at the next 
commissioner’s court. 

We have a meeting with KSA on 1-8-24 to discuss and review our street system study and plan for the 2024 overlay season.  

See agenda Item #3 

KSA will meet with me next week for site visits to the selected roads. They will start producing maps, exhibits and specs for the 
bidding process. 

 

Site visits as follows: 

A Street (Mill gate to west approach to RR track) 

We observed base failures over approximately 5% of the street and numerous sections of longitudinal and alligator cracking. 

 



Birdsong Lane (Arrington to Cul-de-sac) 

We observed base failures over approximately 5% to 10% of the street and numerous sections of longitudinal and alligator cracking. 

 

Mulberry Street (Hackberry to Cul-de-sac) 

We observed full width base failures over the first 400-feet of street (Hackberry to the MH east of 610 Mulberry) and numerous 
sections of longitudinal and alligator cracking. 

 

Hackberry Street (Dennis to Mulberry) 

We observed base failures over approximately 5% to 10% of the street and numerous sections of longitudinal and alligator cracking. 

 

Office Street (Thompson to Booker) 

We observed base failures over approximately 10% to 15% of the street and numerous sections of longitudinal and alligator cracking. 

 

Pine Valley Road (End @ County Road to Neil Pickett) 

We drove the full length from west of Box Factory Road to W. Borden Drive. The most distressed section was between the end at 
the county road and Neil Pickett where we observed base failures over approximately 5% to 10% of the street and numerous sections 
of longitudinal and alligator cracking. The most significant area requiring attention is at the southwest corner of Box Factory Road 
where roadway drainage enters the roadside ditch. Vegetative growth here is hindering proper drainage and we recommend ditch 
cleaning from here to the end. 

 

Lynn Street (Robert Nash to Justice Clark) 



We observed base failures over approximately 5% to 10% of the street and numerous sections of longitudinal and alligator cracking. 
Due to the pavement cracking observed we recommend a chip seal prior to overlay to aid in sealing cracks for prevention of moisture 
migration. 

KSA will proceed with preparing a bid package based on our observations and be prepared to deliver an update at the April 9th 
council meeting. 

Bid opening scheduled for this Thursday 5/8/2024. 

Lakey INC. Has been awarded the bid. Currently working with them on a timeline for construction. 

Completion date TBD 

Status 25% complete 

 

Lead and Copper Water System Inventory  

The new Federal Lead and Copper Rule Revisions (LCRR). While the effective date of the new LCRR is December 16th, 2021, the 
date water systems are expected to comply is not until October 16th, 2024. This all came down from the EPA. The EPA is doing 
something called Lead and Copper Rule Improvements (LCRI). It appears this will encompass the strengthening of rules such as the 
sampling requirements, action and trigger levels, public notice and education, and numerous other aspects of the rule. The big 
emphasis has been on developing a Lead Service Line Inventory (LSLI), both public and private side service lines. The EPA goal is 
to “get the lead out” so this inventory list will have to identify all the material, whether PVC, copper, lead, etc. 

Inventories must include the following: 

All service lines (public and private) are connected to the public water distribution system. 

Categorization of each service line, or portion of the service line where ownership is split. 

The four categories for service lines in the Inventory are: 

“Lead” where the service line is made of lead. 



“Galvanized Requiring Replacement” where a galvanized service line is or was at any time downstream of a lead service line or is 
currently downstream of a “Lead Status Unknown” service line. If the water system is unable to demonstrate that the galvanized 
service line was never downstream of a lead service line, it must presume there was an upstream lead service line. 

“Non-lead” where the service line is determined through an evidence-based record, method, or technique not to be lead or galvanized 
requiring replacement. The water system may classify the actual material of the service line (i.e., plastic or copper) as an alternative 
to classifying it as “non-lead.” 

“Lead Status Unknown” where the service line material is not known to be lead, galvanized requiring replacement, or a non-lead 
service line, such as where there is no documented evidence supporting material classification. 

 

Completion date of 4/30/24 

Status 10% Complete 

 

Ditch excavation and culvert replacement: 

Cozy Circle - Removal of 6 culverts and re-set to grade. Excavate 410 feet of ditch line. 

OC Scott and Lynn- Benita Duffield asked me to investigate the drainage issue at this location. It appears that Lynn St. catches all 
the drainage from Ash St. and the housing authority. I suggest that we cut a ditch behind the houses on Lynn St. and try to divert the 
drainage toward Maynard.  

Bordan and North First- We will be excavating approximately 450ft of dich line that has silted in. This ditch line primarily serves 
as drainage for the detention pond at Atlas Roofing. We will also be repairing the catch basin at the intersection of Bordan and N 
First.  

Glass Street – We need to bring in approximately six loads of rip-rap to repair and prevent further soil erosion. Remove fallen and 
dead trees preventing water flow. 



Service 
Order # Service Address Job Date Completion 

Date Job Code Job Type Status Staff Group Account 
Number

Last Edited 
User

Last Edited 
Date

SO0004307 605 ARRINGTON 6/6/2024 6/6/2024 Disconnect Disconnect Completed WATER Public Works 01-001255-00 ARomero 6/6/2024 8:22
SO0004308 705 PERSIMMON 6/6/2024 Street Repair/Maint Miscellaneous Open STREET Public Works 03-001373-01 ARomero 6/6/2024 8:35
SO0004309 203 PINE 6/6/2024 6/6/2024 Reinstate Reinstate Completed WATER Public Works 03-000623-04 CMays 6/6/2024 12:05
SO0004310 507 N SECOND 6/6/2024 Misc Miscellaneous Open Public Works 02-001141-00 ICaffery 6/6/2024 13:41
SO0004311 811 APRIL AVE 6/6/2024 Misc Miscellaneous Open Public Works 01-101528-00 ICaffery 6/6/2024 13:55
SO0004312 609 CARTER 6/6/2024 Street Repair/Maint Miscellaneous Open STREET Public Works 01-001296-00 ARomero 6/6/2024 14:01
SO0004313 101 OC SCOTT 6/6/2024 Misc Miscellaneous Open Public Works 03-000065-01 ICaffery 6/6/2024 15:02
SO0004314 1407 RYAN CHAPEL RD 6/6/2024 Water Repairs/Maint Miscellaneous Open WATER Public Works 02-000437-00 ARomero 6/6/2024 15:30
SO0004315 301 MARGIE HARREL 6/6/2024 Street Repair/Maint Miscellaneous Open STREET Public Works 03-000787-02 ARomero 6/6/2024 17:29

SO0004303 700 LUMBERJACK DR (SPRINKLER) A 6/5/2024 6/5/2024 Reinstate Reinstate Completed WATER Public Works 99-001332-00 ARomero 6/5/2024 12:13

SO0004304 202 S TEMPLE 6/5/2024 6/5/2024 Reinstate Reinstate Completed WATER Public Works 01-000608-01 ARomero 6/5/2024 11:52
SO0004305 725 NELSON 6/5/2024 Sewer Repairs/Maint Miscellaneous Open WASTEWATER Public Works 01-001466-00 ARomero 6/5/2024 15:08
SO0004306 213 RHONE 6/5/2024 Sewer Repairs/Maint Miscellaneous Open WASTEWATER Public Works 03-000710-02 ARomero 6/6/2024 8:09
SO0004297 1407 FAIRCHILD 6/4/2024 6/5/2024 Connect Connect Completed WATER Public Works 02-000434-03 RRoberts 6/5/2024 8:11
SO0004299 1580 N TEMPLE 6/4/2024 6/5/2024 Sewer Repairs/Maint Miscellaneous Completed WASTEWATER Public Works 99-000552-01 RRoberts 6/5/2024 9:10
SO0004300 213 RHONE 6/4/2024 6/5/2024 Sewer Repairs/Maint Miscellaneous Completed WASTEWATER Public Works 03-000710-02 RRoberts 6/5/2024 7:54
SO0004301 604 ARRINGTON 6/4/2024 6/4/2024 Occupant Change Occupant Change Completed WATER Public Works 01-001242-00 ARomero 6/4/2024 15:24
SO0004302 300 WALNUT 6/4/2024 6/5/2024 Street Repair/Maint Miscellaneous Completed STREET Public Works 03-000775-05 FLopez 6/5/2024 8:33
SO0004284 317 MARGIE HARREL 6/3/2024 Misc Miscellaneous Open Public Works 03-000921-00 ICaffery 6/3/2024 8:33
SO0004285 797 WELLS 6/3/2024 6/3/2024 Sewer Repairs/Maint Miscellaneous Completed WASTEWATER Public Works 01-001484-08 RRoberts 6/3/2024 12:37
SO0004286 500 BOX FACTORY 6/3/2024 6/3/2024 Reinstate Reinstate Completed WATER Public Works 03-001064-00 ARomero 6/3/2024 9:53
SO0004287 1429 RYAN CHAPEL RD 6/3/2024 Misc Miscellaneous Open Public Works 02-000485-00 ICaffery 6/3/2024 10:16
SO0004288 202 CROSS 6/3/2024 6/5/2024 Street Repair/Maint Miscellaneous Completed STREET Public Works 01-000597-00 FLopez 6/5/2024 8:33
SO0004289 213 RHONE 6/3/2024 6/3/2024 Water Repairs/Maint Miscellaneous Completed WATER Public Works 03-000710-02 RRoberts 6/3/2024 12:35
SO0004290 925 DENMAN 6/3/2024 6/3/2024 Reinstate Reinstate Completed WATER Public Works 02-001682-02 ARomero 6/3/2024 11:29
SO0004291 806 CYPRESS 6/3/2024 6/3/2024 Reinstate Reinstate Completed WATER Public Works 03-001513-02 RRoberts 6/3/2024 12:17
SO0004293 507 N SECOND 6/3/2024 6/5/2024 Street Repair/Maint Miscellaneous Completed STREET Public Works 02-001141-00 FLopez 6/5/2024 10:37
SO0004294 700 LUMBERJACK Dr # B 6/3/2024 6/3/2024 Reinstate Reinstate Completed WATER Public Works 99-101331-00 ARomero 6/3/2024 12:30
SO0004295 700 LUMBERJACK Dr # B 6/3/2024 6/3/2024 Reinstate Reinstate Completed WATER Public Works 99-001331-00 ARomero 6/3/2024 12:32
SO0004296 700 LUMBERJACK Dr # A 6/3/2024 6/3/2024 Reinstate Reinstate Completed WATER Public Works 99-001330-00 ARomero 6/3/2024 12:33
SO0004282 516 WESTCHESTER 5/31/2024 6/3/2024 Misc Miscellaneous Completed Public Works 99-001177-01 RRoberts 6/3/2024 11:43
SO0004283 1410 N HENDRICK 5/31/2024 6/3/2024 Sewer Repairs/Maint Miscellaneous Completed WASTEWATER Public Works 02-000451-02 RRoberts 6/3/2024 11:42
SO0004272 705 MULBERRY 5/30/2024 Street Repair/Maint Miscellaneous Open STREET Public Works 01-001372-00 JRichard 5/30/2024 7:27
SO0004274 4162 MOCKINGBIRD LN 5/30/2024 Water Repairs/Maint Miscellaneous Open WATER Public Works 01-001056-10 ARomero 5/30/2024 8:13
SO0004275 1500 N HENDRICK # APT H 5/30/2024 6/3/2024 Water Repairs/Maint Miscellaneous Completed WATER Public Works 02-000516-22 RRoberts 6/3/2024 9:32
SO0004277 1110 LAWRENCE 5/30/2024 6/3/2024 Reinstate Reinstate Completed WATER Public Works 02-000234-03 RRoberts 6/3/2024 8:56
SO0004278 906 S MDWS 5/30/2024 Street Repair/Maint Miscellaneous Open STREET Public Works 01-101633-00 ARomero 6/6/2024 9:20
SO0004281 1107 RED OAK Ln 5/30/2024 5/30/2024 Service Action Service Action Completed WATER Public Works 03-101737-00 ARomero 5/30/2024 17:03

Work Order Report
05/08/2024 - 06/07/2024



SO0004258 403 S FIRST 5/29/2024 5/29/2024 Water Repairs/Maint Miscellaneous Completed WATER Public Works 03-000979-14 CTee 5/29/2024 12:13
SO0004260 1206 CYPRESS 5/29/2024 5/29/2024 Disconnect Disconnect Completed WATER Public Works 03-101735-00 ARomero 5/29/2024 8:09
SO0004263 1206 CYPRESS 5/29/2024 5/29/2024 Connect Connect Completed WATER Public Works 03-101735-01 ARomero 5/29/2024 8:14
SO0004264 104 N TEMPLE 5/29/2024 6/4/2024 Misc Miscellaneous Completed Public Works 02-000143-00 ARomero 6/4/2024 10:57
SO0004266 611 N TEMPLE 5/29/2024 Street Repair/Maint Miscellaneous Open STREET Public Works 02-001308-00 ARomero 5/29/2024 12:39
SO0004267 1111 LAWRENCE 5/29/2024 Street Repair/Maint Miscellaneous Open STREET Public Works 02-000237-00 ARomero 5/30/2024 8:18
SO0004268 613 S TEMPLE 5/29/2024 Water Repairs/Maint Miscellaneous Open WATER Public Works 01-001316-00 ARomero 5/29/2024 16:08
SO0004269 608 ARRINGTON 5/29/2024 6/3/2024 Reinstate Reinstate Completed WATER Public Works 01-001284-04 RRoberts 6/3/2024 14:01
SO0004248 200 HENDRICK 5/28/2024 5/28/2024 Reinstate Reinstate Completed WATER Public Works 01-000573-04 ARomero 5/28/2024 7:51
SO0004249 308 PINE 5/28/2024 5/28/2024 Disconnect Disconnect Completed WATER Public Works 99-000877-00 ARomero 5/28/2024 9:57
SO0004251 1410 N HENDRICK 5/28/2024 5/28/2024 Connect Connect Completed WATER Public Works 02-000451-02 CTee 5/28/2024 13:41
SO0004252 223 N TEMPLE 5/28/2024 5/28/2024 Reinstate Reinstate Completed WATER Public Works 01-000725-00 ARomero 5/28/2024 11:13
SO0004254 301 SAXTON 5/28/2024 5/28/2024 Reinstate Reinstate Completed WATER Public Works 01-000792-01 CTee 5/28/2024 13:30
SO0004255 908 LYNN 5/28/2024 5/28/2024 Reinstate Reinstate Completed WATER Public Works 03-001641-00 CTee 5/28/2024 16:06
SO0004256 308 PINE 5/28/2024 5/28/2024 Connect Connect Completed WATER Public Works 99-000877-01 CTee 5/28/2024 16:03
SO0004257 500 S TEMPLE 5/28/2024 5/28/2024 Reinstate Reinstate Completed WATER Public Works 01-001072-02 CTee 5/28/2024 15:57
SO0004246 310 1/2 S FIRST 5/23/2024 Street Repair/Maint Miscellaneous Open STREET Public Works 03-000888-00 ARomero 6/5/2024 12:15
SO0004247 1410 N HENDRICK 5/23/2024 5/28/2024 Disconnect Disconnect Completed WATER Public Works 02-000451-01 ARomero 5/28/2024 10:30
SO0004236 702 S FIRST/AVALON 5/22/2024 Street Repair/Maint Miscellaneous Open STREET Public Works 03-001352-00 FLopez 5/22/2024 13:29
SO0004237 400 NOGLE 5/22/2024 6/5/2024 Street Repair/Maint Miscellaneous Completed STREET Public Works 01-000947-01 FLopez 6/5/2024 10:36
SO0004238 1314 GLASS 5/22/2024 5/28/2024 Reinstate Reinstate Completed WATER Public Works 02-000386-08 ARomero 5/28/2024 9:05
SO0004239 1314 GLASS 5/22/2024 5/22/2024 Reinstate Reinstate Completed WATER Public Works 02-000386-08 ARomero 5/22/2024 14:05
SO0004240 9171 S US HIGHWAY 59 5/22/2024 Connect Connect Open WATER Public Works 99-101334-00 ARomero 5/22/2024 15:10
SO0004241 205 COSEY CIR 5/22/2024 Water Repairs/Maint Miscellaneous Open WATER Public Works 03-000640-00 ICaffery 6/6/2024 15:46
SO0004201 308 PINE 5/21/2024 5/28/2024 Cutoff Cutoff Completed WATER Public Works 99-000877-00 CTee 5/28/2024 9:39
SO0004202 405 RUTLAND 5/21/2024 5/28/2024 Cutoff Cutoff Completed WATER Public Works 02-001000-00 CTee 5/28/2024 12:28
SO0004203 4162 MOCKINGBIRD LN 5/21/2024 5/28/2024 Cutoff Cutoff Completed WATER Public Works 01-001056-10 CTee 5/28/2024 11:59
SO0004204 601 N NEAL PICKETT 5/21/2024 Cutoff Cutoff New WATER Public Works 03-001212-06
SO0004205 806 CYPRESS 5/21/2024 5/28/2024 Cutoff Cutoff Completed WATER Public Works 03-001513-02 CTee 5/28/2024 9:47
SO0004206 925 DENMAN 5/21/2024 5/28/2024 Cutoff Cutoff Completed WATER Public Works 02-001682-02 ARomero 5/28/2024 9:19
SO0004207 1308 GLASS 5/21/2024 5/21/2024 Cutoff Cutoff Completed WATER Public Works 02-000373-05 ARomero 5/21/2024 11:47
SO0004208 1394 N TEMPLE 5/21/2024 5/21/2024 Cutoff Cutoff Completed WATER Public Works 99-000406-00 ARomero 5/21/2024 8:31
SO0004209 223 N TEMPLE 5/21/2024 5/21/2024 Cutoff Cutoff Completed WATER Public Works 01-000725-00 ARomero 5/21/2024 8:29
SO0004210 301 SAXTON 5/21/2024 5/28/2024 Cutoff Cutoff Completed WATER Public Works 01-000792-01 CTee 5/28/2024 10:44
SO0004211 1011 HOLUBEC 5/21/2024 Cutoff Cutoff New WATER Public Works 02-000079-17
SO0004212 407 RUTLAND 5/21/2024 5/28/2024 Cutoff Cutoff Completed WATER Public Works 05-001020-05 ARomero 5/28/2024 9:15
SO0004213 1419 RYAN CHAPEL RD 5/21/2024 5/28/2024 Cutoff Cutoff Completed WATER Public Works 02-000475-00 ARomero 5/28/2024 9:14
SO0004214 500 S TEMPLE 5/21/2024 5/28/2024 Cutoff Cutoff Completed WATER Public Works 01-001072-02 CTee 5/28/2024 10:48
SO0004215 300 PARK BLDG 5/21/2024 5/21/2024 Cutoff Cutoff Completed WATER Public Works 02-000770-00 ARomero 5/21/2024 8:29
SO0004216 310 BOX FACTORY 5/21/2024 5/28/2024 Cutoff Cutoff Completed WATER Public Works 03-000889-07 CTee 5/28/2024 10:37
SO0004217 908 LYNN 5/21/2024 5/28/2024 Cutoff Cutoff Completed WATER Public Works 03-001641-00 CTee 5/28/2024 10:09
SO0004218 103 FRANKENS 5/21/2024 5/28/2024 Cutoff Cutoff Completed WATER Public Works 01-000123-17 CTee 5/28/2024 12:10
SO0004219 200 HENDRICK 5/21/2024 5/28/2024 Cutoff Cutoff Completed WATER Public Works 01-000573-04 ARomero 5/28/2024 9:10
SO0004220 406 N TEMPLE Dr 5/21/2024 5/21/2024 Cutoff Cutoff Completed WATER Public Works 99-001010-02 ARomero 5/21/2024 8:31



SO0004221 1021 HOLUBEC 5/21/2024 5/21/2024 Cutoff Cutoff Completed WATER Public Works 02-000115-09 ARomero 5/21/2024 11:33
SO0004222 725 BOOKER 5/21/2024 5/22/2024 Cutoff Cutoff Completed WATER Public Works 01-001465-02 ARomero 5/22/2024 13:03
SO0004223 300 S NEAL PICKETT 5/21/2024 5/28/2024 Cutoff Cutoff Completed WATER Public Works 03-000773-00 CTee 5/28/2024 10:06
SO0004224 LIFT STATION/HOLUBEC 5/21/2024 5/21/2024 Cutoff Cutoff Completed WATER Public Works 02-001771-00 ARomero 5/21/2024 8:30
SO0004225 203 PINE 5/21/2024 5/28/2024 Cutoff Cutoff Completed WATER Public Works 03-000623-04 CTee 5/28/2024 9:43
SO0004226 608 ARRINGTON 5/21/2024 5/28/2024 Cutoff Cutoff Completed WATER Public Works 01-001284-04 CTee 5/28/2024 12:20
SO0004227 1110 LAWRENCE 5/21/2024 5/28/2024 Cutoff Cutoff Completed WATER Public Works 02-000234-03 CTee 5/28/2024 10:22
SO0004228 206 RHONE 5/21/2024 5/28/2024 Cutoff Cutoff Completed WATER Public Works 03-000663-06 ARomero 5/28/2024 9:08
SO0004229 1314 GLASS 5/21/2024 5/28/2024 Cutoff Cutoff Completed WATER Public Works 02-000386-08 ARomero 5/28/2024 9:05

SO0004230 103 BORDEN DRIVE Remediation Field 
Treatment 5/21/2024 5/21/2024 Cutoff Cutoff Completed WATER Public Works 99-000119-00 ARomero 5/21/2024 8:32

SO0004232 1111 LAWRENCE 5/21/2024 Street Repair/Maint Miscellaneous Open STREET Public Works 02-000237-00 FLopez 5/22/2024 13:01
SO0004233 206 RHONE 5/21/2024 5/21/2024 Reinstate Reinstate Completed WATER Public Works 03-000663-06 ARomero 5/21/2024 12:24
SO0004234 1419 RYAN CHAPEL RD 5/21/2024 5/21/2024 Reinstate Reinstate Completed WATER Public Works 02-000475-00 ARomero 5/21/2024 12:38
SO0004194 605 S TEMPLE 5/20/2024 5/20/2024 Misc Miscellaneous Completed Public Works 01-001267-04 CTee 5/21/2024 7:20
SO0004195 210 LARGENT 5/20/2024 5/20/2024 Misc Miscellaneous Completed Public Works 02-000693-03 CTee 5/21/2024 7:18
SO0004196 413 CARTER 5/20/2024 5/20/2024 Connect Connect Completed WATER Public Works 01-001048-04 ARomero 5/20/2024 10:41
SO0004198 1211 PINECREST 5/20/2024 5/21/2024 Sewer Repairs/Maint Miscellaneous Completed WASTEWATER Public Works 03-000318-02 CTee 5/21/2024 7:24
SO0004199 803 S TEMPLE 5/20/2024 5/20/2024 Service Action Service Action Completed WATER Public Works 01-001500-00 ARomero 5/20/2024 14:10
SO0004200 1221 N TEMPLE 5/20/2024 5/21/2024 Service Action Service Action Open WATER Public Works 02-000335-10 ARomero 6/4/2024 16:48
SO0004192 700 NELSON 5/16/2024 5/22/2024 Street Repair/Maint Miscellaneous Completed STREET Public Works 01-001334-04 FLopez 5/22/2024 13:24
SO0004193 1218 N HENDRICK 5/16/2024 Misc Miscellaneous Open Public Works 02-000334-01 ICaffery 5/16/2024 14:03
SO0004190 1604 S FIRST 5/15/2024 5/21/2024 Misc Miscellaneous Completed Public Works 03-000553-02 FLopez 5/22/2024 13:53
SO0004191 107 MAGNOLIA 5/15/2024 Water Repairs/Maint Miscellaneous Open WATER Public Works 99-101333-00 ARomero 5/15/2024 17:26
SO0004189 1305 N TEMPLE 5/13/2024 5/22/2024 Disconnect Disconnect Completed WATER Public Works 02-000365-03 ARomero 5/22/2024 17:05
SO0004185 1107 RED OAK Ln 5/10/2024 5/22/2024 Connect Connect Completed WATER Public Works 03-101737-00 CTee 5/22/2024 13:13
SO0004188 413 CARTER 5/10/2024 5/14/2024 Disconnect Disconnect Completed WATER Public Works 01-001048-03 ARomero 5/14/2024 10:49
SO0004181 1218 N HENDRICK 5/9/2024 5/9/2024 Disconnect Disconnect Completed WATER Public Works 02-000334-01 CTee 5/9/2024 12:18
SO0004183 209 COSEY CIR 5/9/2024 Street Repair/Maint Miscellaneous Open STREET Public Works 03-000685-01 ARomero 5/9/2024 17:00
SO0004178 398 N HENDRICK 5/8/2024 5/8/2024 Misc Miscellaneous Completed Public Works 02-000936-00 CTee 5/8/2024 13:21
SO0004179 211 PINE 5/8/2024 Street Repair/Maint Miscellaneous Open STREET Public Works 03-000702-08 ARomero 5/17/2024 11:12
SO0004180 803 S TEMPLE 5/8/2024 5/21/2024 Water Repairs/Maint Miscellaneous Completed WATER Public Works 01-001500-00 CTee 5/21/2024 7:23
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Interoffice Memorandum 

 

DATE: June 11, 2024 

 

TO:  Mayor and Council Members 

 

THRU: Jason Arnold, City Manager 

 

SUBJ:  Finance Department Reports 

 
 

FINANCE 
 
Including May 2024 Financials Report for your review. 
 
PROJECT STATUS REPORT 
 
Incode 10 Software Conversion 
 
The City of Diboll relies heavily on its IT Infrastructure in order to provide services to our community 
and maintain financial transparency. Our current system includes software packages form FAST, 
IWORQ, Paychex, Smartsheet, Blackboard, and USTI.  Each system manages a separate component 
including Core Financials, Accounts Payable, Purchasing, Payroll, Time & Attendance, Employee 
Management, Utility Billing, Municipal Court, Permitting, Budgeting, Credit Card Processing, and 
Customer Engagement.  The City of Diboll is in the process of converting all of these system 
components into an all-in-one ERP system, Incode 10 by Tyler Technologies. 

 
Customer Meter Interface 
Estimated Completion Date: June 2024 
Status: 5% Complete 
 
Fond regards,  
 

 
 
 

Samantha Durham 
Director of Finance 

 
 

400 Kenley 

PO Box 340 

Diboll TX, 75941 

(936)829-4757 

Fax: (936)829-1179 

Email:  sdurham@cityofdiboll.com 
  



DIBOLL, TX MUNICIPAL COURT

Fees and Fines Collection & Activity Report

Linebarger Goggan Blair & Sampson, LLP

PROPRIETARY AND CONFIDENTIAL
INFORMATION

Linebarger Goggan Blair & Sampson, LLP considers the information contained in
this report to be proprietary, confidential, trade secrets of the firm. We respectfully
request that no copies of this information be made and/or distributed without the 
prior written consent of the firm.

As of May 31, 2024



Address/Phone Updated 70

Phone Activity Inbound 24

Outbound 134

Collection Activity - May 2024
Letters 27

Collection Disposition Summary - May 2024
Citations Assigned 0
Amount Assigned $0
Citations Collected 0
Amount Collected $0
Citations Cancelled 0
Amount Cancelled $0
Citations Resolved 0
Amount Resolved $0

Collection Disposition Summary - Contract to Date
Citations Assigned 28,780
Amount Assigned $9,933,751
Citations Adjusted 1,751
Amount Adjusted ($69,033)
Citations Collected 6,031
Amount Collected $1,989,234
Citations Cancelled 1,106
Amount Cancelled $392,360
Citations Resolved 7,137
Amount Resolved $2,381,593
Dollar Resolution Rate 24.7%

Collection Activity - Contract to Date
Letters 76,812
Address/Phone Updated 17,330

Phone Activity Inbound 4,927

Outbound 215,910

Collections & Activity Summary
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Status Count Amount
ACT - Active Account 21,256 $7,283,349
ATT - Attorney Contact Only 9 $2,917
CAD - Cease And Desist Demand 3 $1,244
DEC - Deceased. No Estate Or Beyond Claim 134 $43,624
DIS - Dispute 20 $6,475
INC - Incarcerated 106 $35,995
PRM - Promise Payment 155 $52,234
REF - Refuse To Pay 18 $5,893
SKP - Skiptracing For Phone 21 $6,960
SWC - Stop Work Per Client 179 $43,719
SWF - Stop Work Per Firm 1 $432
Total 21,902 $7,482,842

Status of Open Accounts
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Year Month Letters 
Mailed

Address/Phone 
Updated

Phone Activity

Inbound       Outbound
Dollars

Collected

2024 May 27 70 24 134 $0
April 153 63 32 586 $815
March 212 137 61 653 $546
February 3,078 203 198 535 $1,411
January 265 313 34 619 $0

2023 December 21 70 8 632 $0
November 16 173 29 872 $841
October 717 44 82 882 $0
September 981 50 71 1,205 $1,144
August 816 1,054 62 1,421 $12,117
July 884 163 92 812 $50,251
June 1,817 194 100 727 $0
May 999 1,890 87 570 $0
April 64 181 29 524 $35,154
March 90 23 116 549 $25,155
February 6,424 542 9 499 $16,319
January 191 49 10 562 $2,789

2022 December 4 17 2 841 $10,546
November 2 16 0 626 $8,042
October 8 30 4 708 $14,962
September 654 41 15 727 $15,982
August 440 105 16 775 $17,419
July 9 28 6 1,066 $18,665
June 92 18 11 1,407 $26,432
May 5 30 11 1,328 $30,224

Total* 17,969 5,504 1,109 19,260 $288,814

Monthly Collection Activity
Last 24 Months

*Total Amounts noted represent the last 24 months & not contract to date.
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Accounts Dollars Acct. Pct. Dollar Pct. Average 
Balance

ALL ACCOUNTS 21,902 $7,482,842.15 100.00% 100.00% $341.65

ADDRESSES
No Mailing Address 33 $11,159.17 0.15% 0.15% $338.16
Returned Mail 3,812 $1,297,589.12 17.40% 17.34% $340.40

Good Address 18,057 $6,174,093.86 82.44% 82.51% $341.92

OFFENSE AGE
One Year or Less 0 $0.00 0.00% 0.00% $0.00
1-2 Years 0 $0.00 0.00% 0.00% $0.00
2-3 Years 1,802 $717,726.87 8.23% 9.59% $398.29
+3 Years 20,100 $6,765,115.28 91.77% 90.41% $336.57

PLACEMENT AGE
One Year or Less 0 $0.00 0.00% 0.00% $0.00

1-2 Years 976 $389,314.67 4.46% 5.20% $398.89

2-3 Years 1,345 $530,725.20 6.14% 7.09% $394.59

+3 Years 19,581 $6,562,802.28 89.40% 87.70% $335.16

Portfolio Analysis
Outstanding Placements
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2017 & 
PRIOR 2018 2019 2020 2021 2022 2023 2024 Total 

Placements

May - - - - - - - - 0
2024         

April - - - - - - - - 0
2024         

March - - - - - - - - 0
2024         

February - - - - - - - - 0
2024         

January - - - - - - - - 0
2024         

December - - - - - - - - 0
2023         

November - - - - - - - - 0
2023         

October - - - - - - - - 0
2023         

September - - - - - - - - 0
2023         

August - - - - - - - - 0
2023         

July - - - - - - - - 0
2023         

June - - - - - - - - 0
2023         

May - - - - - - - - 0
2023         

Offense Age of Placements
Last 13 Months
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Year Month Count # Orig Placement $ Cancelled $ Adjustment $ Net Placement $ Collected $ Collected %

2024 Summary

May 0 $0 $0 $0 $0 $0 0.00%
April 0 $0 $0 $0 $0 $0 0.00%

March 0 $0 $0 $0 $0 $0 0.00%
February 0 $0 $0 $0 $0 $0 0.00%
January 0 $0 $0 $0 $0 $0 0.00%

0 $0 $0 $0 $0 $0 #Error

2023 Summary

December 0 $0 $0 $0 $0 $0 0.00%
November 0 $0 $0 $0 $0 $0 0.00%

October 0 $0 $0 $0 $0 $0 0.00%
September 0 $0 $0 $0 $0 $0 0.00%

August 0 $0 $0 $0 $0 $0 0.00%
July 0 $0 $0 $0 $0 $0 0.00%
June 0 $0 $0 $0 $0 $0 0.00%
May 0 $0 $0 $0 $0 $0 0.00%
April 0 $0 $0 $0 $0 $0 0.00%

March 0 $0 $0 $0 $0 $0 0.00%
February 0 $0 $0 $0 $0 $0 0.00%
January 0 $0 $0 $0 $0 $0 0.00%

2022 Summary

December 0 $0 $0 $0 $0 $0 0.00%
November 0 $0 $0 $0 $0 $0 0.00%

October 0 $0 $0 $0 $0 $0 0.00%
September 494 $198,064 $875 ($181) $197,008 $4,438 2.25%

August 131 $52,798 $0 ($49) $52,750 $2,924 5.54%
July 401 $158,509 $1,570 ($194) $156,744 $9,825 6.27%
June 0 $0 $0 $0 $0 $0 0.00%
May 0 $0 $0 $0 $0 $0 0.00%

1,376 $548,697 $5,110 ($464) $543,123 $27,928 5.14%

2021 Summary 1,749 $697,027 $7,794 ($3,803) $685,431 $93,596 13.66%

2020 Summary 1,370 $533,385 $12,466 ($4,635) $516,285 $105,267 20.39%

2019 Summary 2,114 $792,156 $17,576 ($8,694) $765,887 $197,056 25.73%
Prior Years 22,171 $7,362,484 $349,414 ($51,438) $6,961,632 $1,565,386 22.49%

Placement Activity Summary
Contract to Date

PROPRIETARY AND CONFIDENTIAL INFORMATION Page 6LGBS, LLP History

May 2024DIBOLL, TX MUNICIPAL COURT



Monthly Collections
Last 18 Months
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Delinquent Fees & Fines Annual Collections
Last 6 Years

***Current Year as of Reporting Month
***First Placement : June 2017
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Delinquent Fees & Fines Cumulative Collections

**Current Year as of Reporting Month
**First Placement : June 2017

*Includes Prior Years

*
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