
 

Mission Statement:  “To create an inviting environment with opportunities that will add 
 value to the Community of Roxboro” 

 

 
AGENDA ROXBORO CITY COUNCIL MEETING 

TUESDAY, AUGUST 8, 2017 at 7:00 P.M. 
CITY HALL COUNCIL CHAMBER 

 
CALL TO ORDER          Mayor Merilyn P. Newell 

INVOCATION:        Fire Chief Kenneth Torain 

PLEDGE OF ALLEGIANCE:             Mayor Merilyn P. Newell 

AGENDA ADOPTION:                                                                                    Mayor Merilyn P. Newell 

CONSENT AGENDA                                                                                                       Mayor Merilyn P. Newell 
Minutes   
Fire Department 
Police Department 
Public Services Department 

       Fuel Expenditures 
       Planning/RDG Report   
      
RECOGNITIONS: 
 
PUBLIC COMMENT:     (5 minutes per Citizen)      Mayor Merilyn P. Newell  
 
PUBLIC HEARINGS AND ORDINANCE MATTERS: 

1. UDIDG for 115-117 Depot Street – Public Hearing     Planning Director Lauren Wrenn 
2. Special Event Permit – PC Library – Zombie Walk – Public Hearing  Planning Director Lauren Wrenn 
3. Special Event Permit – 5k Run – Antioch Bapt. Ch. – Public Hearing  Kristi Slaughter 
4. Special Use Permit – 309 Long Avenue – Public Hearing   Planning Director Lauren Wrenn 
 

NEW BUSINESS: 
5. Purchasing Policy        City Manager Brooks Lockhart 
6. Auditor’s Contract Approval      Finance Director Dan Craig 
7. Resolution to Declare Surplus      Public Services Director Andy Oakley 

 
OLD BUSINESS:  

8. Bids for Land Clearing – Waste Water Treatment Plant   Assistant Manager Tommy Warren 
9. Department of Transportation – Long Avenue and Morgan Street  John Sander 

COMMITTEE REPORTS        Mayor Merilyn P. Newell  
 

ADMINISTRATIVE REPORTS:   
10. Financial & Tax Report       Finance Director Dan Craig  
11. Assistant Manager’s Report      Assistant Manager Tommy Warren 
12. Manager’s Report        City Manager Brooks Lockhart 

 
COUNCIL DISCUSSION: 
 
CLOSED SESSION:                   

 
ADJOURNMENT:                     Motion        Second 
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Mission Statement:  “To create an inviting environment with opportunities that will add 
 value to the Community of Roxboro” 

 
 

  
 
 
 

CITY OF ROXBORO, NC 
Consent Agenda 

The Regular meeting of the Roxboro City Council was held in the Council Chamber 
of City Hall at 7:00 p.m. Tuesday, August 8, 2017. 

The following members of the Roxboro City Council were present:  
  
 
The following members of the Roxboro City Council were absent: 
 
 
Mayor Merilyn P. Newell presented the consent agenda and asked if any item 
should be added or removed before calling for action.  After some discussion, a 
motion was offered by ___________________ to approve the consent agenda 
as presented with a second by ______________________ and upon being put 
to a vote, was carried unanimously. 
 

 Minutes of July 11, 2017 (Regular Meeting) 
 Fire/EMS Monthly Report (July 2017) 
 Police Dept. Monthly Report (July 2017) 
 Public Services Monthly Report (June 2017 & July 2017) 
 Fuel Expenditures Monthly Report (July 2017) 
 Planning/RDG Monthly Report (July 2017) 

 
 
 
________________________ 
Trevie Adams, MMC/NCCMC 
City Clerk 
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MINUTES/MEETING OF THE ROXBORO CITY COUNCIL 
TUESDAY JULY 11, 2017 – 7:00 P.M. CITY COUNCIL MEETING 
CITY HALL IN THE COUNCIL CHAMBERS - ROXBORO, NC 

 
 

Members Present:  Mayor Merilyn P. Newell 
Mayor Pro Tem William Davis 

    Council Member Sandy Stigall 
    Council Member Mark Phillips 
    Council Member Byrd Blackwell  
    Council Member Henry Daniel 
 
   Members Absent:   
 
 
   Others Present:  City Manager Brooks Lockhart 

Assistant Manager Tommy Warren 
    City Clerk Trevie Adams 
    City Attorney Nick Herman   
     

CALL TO ORDER: 
Mayor Merilyn P. Newell called the meeting to order at 7:00 p.m. welcoming everyone in 
attendance. Public Services Director Andy Oakley provided the invocation.  
 
PLEDGE OF ALLEGIANCE: 
Mayor Merilyn P. Newell then asked those in attendance to stand in reciting the Pledge of 
Allegiance to the Flag.  

 
AGENDA ADOPTION: 
Mayor Merilyn P. Newell presented the agenda and asked for any additions or corrections. 
Council Member Sandy Stigall offered a motion to approve the Agenda as presented 
with a second by Council Member Henry Daniel and upon being put to a vote was carried 
unanimously.   
 
CONSENT AGENDA ADOPTION:  
Mayor Merilyn P. Newell presented the consent agenda and asked if anyone had any 
additions, corrections or comments.  A motion was offered by Council Member Henry 
Daniel to approve the consent agenda as presented with a second by Council Member 
Byrd Blackwell, and upon being put to a vote, was carried unanimously.  
 
RECOGNITIONS:  Mayor Merilyn P. Newell read a letter from Mrs. Kate Wolford of Leland, 
North Carolina recognizing Fire Chief Kenneth Torain for his kindness, patience and 
thoughtfulness while helping her retrieve her car keys from a locked car with a 16 month old 
child still inside. 
 
PUBLIC COMMENT:  Mayor Merilyn P. Newell asked if anyone had signed up for Public 
Comment at this time.   
 
PUBLIC HEARINGS & ORDINANCE MATTERS: 

1. Re-zoning Request – Thaxton Road - Public Hearing  
            Mayor Merilyn P. Newell opened the Public Hearing at 7:11 p.m.  Planning Director 

Lauren Wrenn presented the Mayor and Council with a request from ESA 
Renewables from an R-2 district to an I-1 district for vacant lot on Thaxton Road.  This 
request was presented to the Roxboro Planning Board in a Public Hearing on June 5, 
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2017.  Ms. Wrenn reported to the Mayor and Council that based on research of the 
property, the requested rezoning, and the Future Land Use Plan for the City of 
Roxboro, staff concluded that the rezoning is not compatible with established 
character and community vision.  Ms. Wrenn noted that the uses allowed within the I-
1 (Light Industrial District) were not compatible with the existing residential used in the 
area.  Furthermore, Ms. Wrenn noted that the rezoning would not be consistent with 
the surrounding properties in the area, which are all zoned R-2 (Medium Density 
Residential).  The Roxboro Planning Board suggested the request be denied. 

 
 Mayor Newell asked for any public comment at this time.   

1. Mr. Javier Latre of ESA Renewables introduced himself to the Mayor and 
Council.  Mr. Latre informed Council that ESA Renewables have completed 
similar projects in many communities and normally in low-residential areas and 
these projects are typically non-intrusive. Mr. Latre informed Council that buffers 
would be planted around the facility.  The company plan to contract for thirty years 
on the seven acres being proposed for rezoning.  Maintenance is the 
responsibility of the company and is inspected twice a year.   

 
After a brief discussion, Mayor Newell closed the Public Hearing at 7:18 p.m.       
Council Member Mark Phillips offered a motion to deny the request as 
suggested by the Planning Board due to the fact that this rezoning is 
inconsistent with the future land use plan in that the proposed rezoning would 
not be compatible with the established character of the community vision of the 
plan and that the proposed rezoning be incompatible with existing residential 
uses in the area and that the proposed rezoning would not be consistent with 
the surrounding properties in the area that are all zoned R-2 with a second by 
Council Member Henry Daniel and upon being put to a vote was carried 
unanimously.   

 
NEW BUSINESS: 

2. Resolution to Declare Surplus – Police Department 
Police Chief David Hess presented Council with a Resolution to Declare Surplus for 
retiring Lt. Mike Price.  After a brief discussion, Council Member Mark Phillips 
offered a motion to approve the Resolution as presented with a second by 
Mayor Pro Tem Will Davis and upon being put to a vote, was carried unanimously.  
Clerk’s Note:  A copy of said Resolution is hereby incorporated into the minutes 
of this meeting.  Chief Hess asked that Lt. Mike Price come forward.  At this time, 
Mayor Newell and Chief Hess presented Lt. Mike Price with his fire arm and offered 
congratulations on his retirement.    

 
3. Permission for Sidewalk Usage 

Mrs. Jessica Wesley addressed Council asking for permission to place outdoor table 
and chairs at her business located at 118 N. Main Street and Depot Street.  Mrs. 
Wesley would like to “dress up” this corner to invite more traffic to the Uptown area.  
After a brief discussion, Council Member Henry Daniel offered a motion to approve 
the request as long as the tables and chairs did not obstruct foot traffic with a 
second by Mayor Pro Tem William Davis and upon being put to a vote was carried 
unanimously.    
 

4. Board Appointment – Person County TDA 
   Mayor Merilyn P. Newell presented Council with applications from Mr. Hayden    

Newell, Ms. Tammy Woods and Ms. Barbara Oakley for appointment to the TDA 
Board to fill an unexpired term for: 
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 (1) Hotel/Motel/Bed & Breakfast Representative       fulfill unexpired 3 year  
          term (term expires 2018) 
 

.  After a brief discussion, Council Member Sandy Stigall offered a motion to appoint 
Ms. Tammy Woods to fill the unexpired term on the TDA Board with a second by 
Mayor Pro Tem William Davis and upon being put to a vote was carried 
unanimously.   

 
5. Board Appointment - Planning Board  

   Planning Director Lauren Wrenn presented Council with an application from Ms. 
Margaret Kay and the reappointment of Mr. Kenneth Montgomery for appointment to 
the Planning Board.  After a brief discussion, Mayor Pro Tem William Davis offered 
a motion to appoint Ms. Margaret Kay and reappoint Mr. Kenneth Montgomery to 
the Planning Board, with a second by Council Member Sandy Stigall and upon 
being put to a vote was carried unanimously.   
 

6. Board Appointment - Board of Adjustment  
   Planning Director Lauren Wrenn reported to Council that there are five members 

and two vacancies on the Board of Adjustment.  Ms. Tonia Allen has requested 
reappointment to the Board and Ms. Kim Fox has submitted an application to be 
appointed to the Person County TDA, but was also interested in the Board of 
Adjustment, since the vacant seat on the TDA required someone from the 
Hotel/Motel/Bed & Breakfast industry, Ms. Wrenn offered Ms. Fox as an appointee for 
the Board of Adjustment.  After a brief discussion, Mayor Pro Tem William Davis 
offered a motion to reappointment Ms. Tonia Allen and to appoint Ms. Kim Fox to 
the Board of Adjustment with a second by Council Member Byrd Blackwell and 
upon being put to a vote was carried unanimously.  

 
7. Set Public Hearing for UDIDG – 115 – 117 Depot Street 

Planning Director Lauren Wrenn presented the Mayor and Council with a UDID 
Grant application from Hayden Newell for 115/117 Depot Street.  The application will 
require a Public Hearing for consideration from Council.  After a brief discussion, 
Mayor Pro Tem William Davis offered a motion to set the Public Hearing for 
Tuesday, August 8, 2017 at the regular monthly Council meeting with a second 
by Council Member Mark Phillips and upon being put to a vote was carried 
unanimously.  

 
OLD BUSINESS: 

8. Update on Morgan Street and Long Avenue Crosswalk 
Planning Director Lauren Wrenn reported to the Mayor and Council that since the 
May 9th Council meeting, staff has conducted an investigation into the proposed DOT 
changes to the Morgan Street and Long Avenue intersection.  This investigation 
included the acquisition of crash reports for other intersections in this vicinity, 
interviews with residents and employees in the area, and review of City staff evaluation 
of impact.  After some discussion, it was the consensus of Council to have the DOT 
representative present at the next meeting in August to discuss the findings of staff. 
 

COMMITTEE REPORTS 
Mayor Merilyn P. Newell asked for any reports from the following committee members: 

1) Person County Animal Control – Council Member Sandy Stigall – No report at 
this time. 

2) Senior Center Advisory Board – Council Member Byrd Blackwell – Programs 
on diabetes will be offered in August at Golden Corral, Roxboro Baptist Church and 
New Mt. Zion Church.  Mr. Blackwell asked all to see ads in Courier Times for dates 
and times.    
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3) Person County Youth Council – Mayor Pro Tem Will Davis –No meeting. 
4) Kerr Tar Council of Government – Council Member Henry Daniel – No meeting. 
5) Fire Chief’s Association – Council Member Mark Phillips – attended the Fire 

Chief’s Association meeting and the meeting was very calm and informative.  
6) Mayor Merilyn P. Newell will be appointing new board members to the Roxboro 

Housing Authority and conducting interviews of the applicants.  
 

ADMINISTRATIVE REPORTS 
9. Financial & Tax Report  

Interim Financial Director Dan Craig presented Council with financial reports for May 
31, 2017 and tax reports for June 30, 2017 at this time.  Clerk’s Note: A copy of said 
financial report is hereby incorporated into the minutes of this meeting.  

 
10. Assistant City Manager’s Report  

Assistant City Manager Tommy Warren reported to the Mayor and Council that the 
majority of the work on the intersection of Reams Avenue and Main Street is almost 
completed and has re-opened.  The second part of the job is to resurface Main Street 
from Long Memorial Church to Court.  This should be completed in the next few 
weeks.  
 
This past year the City was required to join NC 811, a utility location service and as a 
member, the City receives notification from NC 811 to locate city utilities.  Since this 
has started, utility locates have doubled.  Before, each company that needed a utility 
service located had to call the City and NC 811 and a lot of companies were not calling 
the City.  Now, each time NC 811 calls the City each time a located is called in.  As a 
member of NC 811, the City has to pay NC 811 $0.75 per locate and for the month of 
June, the City was billed for 175 locates for a total of $131.25.  
 

11. Manager’s Report 
City Manager Brooks Lockhart offered some dates of interest for Council including: 
RAMA, August 8th, City Council Meeting, August 8th, Kerr-Tar COG Board, August 24th 
and the Manager will be on vacation September 25th – 29th.   
 
Mr. Lockhart reported that in anticipation of the upcoming financial software 
conversion, staff has undertaken efforts to proactively prepare a Digital Imaging Policy 
for the future records retention.  In conjunction with these efforts, staff will also work to 
update our “Electronic Communications Policy” from 2008 to include social media.  
The objective will be to create one policy which provides continuity of direction for 
appropriate use and conformity with best practices for record retention in our digital 
era.   
 
The 2017 Independence Day Celebration was a great success.  Mr. Lockhart thanked 
Council and the Director’s Round Table for providing financial support for the 
Fireworks Display and thanked Chief Kenneth Torain for the fire departments efforts in 
coordinating the Fireworks Display by spreading information and for assisting the 
Fireworks crew in packing during the deluge or rain.  Mr. Lockhart also thanked Mr. 
Larry Cole, Dave Bradsher and Radio Roxboro for their support.  
 
The Police Department staff and administrative staff will be holding an informational 
meeting in July to evaluate the accreditation program being offered by NCLM Risk 
Management Services.  This accreditation process will evaluate our standard 
operating procedures, driving certifications, and use of force polices.  The objective of 
the program is to reduce potential for claims; the major benefits for the city are a 
reduction in our liability insurance and a safer workforce.  
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COUNCIL DISCUSSION:  Mayor Merilyn P. Newell informed Council that a stop light was being 
installed at the intersection of Hwy 158 and Hwy 501 to hopefully make the intersection a little 
safer.  Mayor Newell asked Council to consider a change in the date for the October regular 
Council Meeting, which is scheduled for Tuesday, October 10, 2017, which will be election day 
for Municipal elections.  After some discussion, Mayor Pro Tem William Davis offered a motion 
to change the October meeting date to October 17, 2017 with a second by Council Member 
Byrd Blackwell and upon being put to a vote was carried unanimously.  
 
ADJOURNMENT: 
There being no further business to discuss, A motion was offered by Council Member Sandy 
Stigall with a second by Council Member Henry Daniel to adjourn this meeting at 8:43 
p.m. and, upon being put to a vote, was carried unanimously.   

 

Submitted by: 
        
__________________________ 
Trevie Adams, MMC/NCCMC 
City Clerk 
 
       July 11, 2017 



105 Court St. 
Roxboro, North Carolina 27573 

 
 

 

City of Roxboro  
Fire and Rescue Department 

 
 
 
Date:  August 3, 2017 
To:  Mayor Newell 
  Roxboro City Council 
 
From:  Kenneth M. Torain, Fire Chief 
 
 
 

Highlight 

 
 
 Responses - During the month of July the City of Roxboro Fire Department 

responded to 20 fire calls within the city limits, and 38 fire calls outside the city 
limits.   Also, the department responded to 58 first responder calls within the city, 
and 32 first responder calls in our county response district. Over the course of 
July, we had to call back off-duty personnel and auxiliary personnel for a total of 
1 full alarm. Roxboro Fire Department responded to 153 dispatched calls this 
month.  

 July 4th   Roxboro fire department had another busy July 4th this year. We had 
several calls during that day and during the events. We participated in the parade 
with two trucks. Also we took care of helping set up the fireworks and inspection 
of them and after it was over with, we had a downpour for a while. The crews 
stayed on the field with the crew shooting the fireworks and help them get all 
their equipment up and loaded. The fireworks crew said we were the best group of 
firefighters that they ever visited.  

 Family Day  Roxboro fire department went to GKN for their family day and 
carried hats and bags to all the kids.  

 Physicals All of the staff of Roxboro fire department took part in the NFPA 
physicals done by Med Access this month. We continue to receive the results 
from the physicals with several having to go see other doctors.  

 Parks and Rec  The department took part in the park and rec water day by 
spraying the kids during the event.  
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109 North Lamar Street 
Roxboro, North Carolina 27573 

Office 336 599 8345 

www.cityofroxboro.com 

City Council Report 

July 2017 

Patrol Division 

Highlighted Events 

 The July 4th Parade was well attended and safely managed.  

 The police department is hosting the FBI to provide free Rapid Deployment training in August. 

 Patrol executed a search warrant that resulted in the seizure of drugs and paraphernalia.  

Community Policing 

 Attended GKN Driveline Family Day. 

 UMC hosted their summer Emergency Services dinner at the Police Department. 

 The department provided Heat Warning safety tips on social media in July. 
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Monthly Activities  

 Calls for Service – 1348 

 Incident Reports‐  143 

 Vehicle Crashes – 81 

 Citations – 136 

 Misdemeanor Arrests – 50 

 Felony Arrests – 19 

 

 

 

 

For the month of July, on average, each patrol officer singularly responded to 84 calls during the month 

with the bulk of those calls between 10 AM‐Midnight.  Please keep in mind, we are currently operating 

with 3 of the 5 per shift.  

 

 

 

 

 

 

July Calls for service by hour of the day. 

1348 Calls for Service 
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Criminal Investigations Division 

 CID is investigating numerous B&E’s.  Det. Howe is processing forensic evidence.  Investigators 

have person(s) of interest in the investigations.  

 CID conferred with the DA’s Office related to a previous weapons investigation and conferred 

with the ATF about the weapon seized as evidence in the case.  The case remains under further 

investigation.  

 A couple of cases were closed leads exhausted or the victim declined to prosecute.  

Total Numbers for the Month 

  Number of cases assigned      21 

  Follow up hours in field      178 

  Phone follow up hours        45 

  Hours spent doing paperwork  157 

  Call outs      5 

  Out of town follow ups   11 

  Felony warrants  ‐  11 

  Misdemeanor warrants‐ 0 

  Cases closed: 6 

o  Leads exhausted:   

o Closed by warrants or unfounded:   

  Arrests      1 

  Felony packets  4 

  Number of interviews conducted      14 

Forensic Investigations conducted by Detective Howe 

Roxboro Police Department –  0                             Oxford Police Department‐  0  

Chapel Hill Police Department –   5                        Person County Sheriff’s Office‐  0 

Creedmoor Police Department‐  0    Hillsborough Police Department‐  0 

Butner Police Department ‐ 0                   Granville County Sheriff’s Office‐  0 

 

Street Crimes Unit 

 

 SCU continues to work a complex covert operation with the assistance of a federal entity.   
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Administrative Services Unit 

 Sgt.  Dickerson  oversaw  the  successful  implementation  of  the  new  Records  Management 

Software.   Over thirty technical  issues were  identified on the Go Live day.   Sgt. Dickerson, Lori 

Davis and the OSSI team resolved all but four minor  issues.   Staff continues to work to resolve 

these four non‐critical system glitches. 

 ASU assisted with National Night Out planning. 

 Evidence Custodian Tanya Thomas completed an inventory of Sexual Assault kits prior to a new 

law requiring an audit inventory.  The department is in compliance with statute and has already 

submitted the inventory to the Crime Lab as required by the new statute. 

 

 

Administration 

Meetings 

 Hosted a meeting with the NCLM, City Manager, and HR Director to discuss the League’s Law 

Enforcement Risk Management Review program.  The accreditation program can reduce the 

city’s liability insurance.  Chief Hess initiated the review and is working with staff to complete 

the accreditation process.   

 Met with Richard Vining of the American Legion to discuss their plans and our department’s 

Honor Guard involvement in Patriot’s Day.  

 Chief and Deputy Chief attended the North Carolina Police Executives training conference.  They 

received training on legal updates and terrorism.  

o Chief attended a North Carolina Chief of Police Association Board of Directors meeting 

at the conference.  He recognized Dr. Thomas Long for a donation for the association.  

Highlighted Events 

 Chief walked to the July 4th Parade. 

 Chief, Deputy Kirby, and Lt. Hawkins attended the BLET graduation for Chad Campbell who is a 

minority employee hired and paid to send to BLET.  He is expected to be sworn by mid‐August. 

 Chief networked with the FBI National Academy Speaker Bureau to host a speaker to present on 

Law Enforcement Trauma.  The presenter was shot in the line of duty in 2000 and shares their 

experience to help officers be mentally prepared for trauma. 
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THANK YOU FOR YOUR CONTINUED SUPPORT 



Water Repairs: 7 Commercial Garbage: 403.39 tons
Hydrant Repairs and Maint: 0 Residential Garbage: 265.55 tons

Meters Changed: 22 Brush Collected: 81.9 tons
New Water Services: 1 Leaves Collected: 4 tons

Broken Meters Replaced: 0
Potholes Repaired: 7

Sewer Repairs: 8 Asphalt: 18.23 tons
Sewer Blockages: 23 Concrete: 0 yards

New Sewer Services: 0
Vehicle Repairs: 27

Garage Materials: $7,978.81

Remarks: Remarks:

Total Water Treated: 80.49 MG Average Monthly Flow: 1.84 MGD
Average Daily Treated: 2.596 MGD Maximum Daily Flow: 4.27 MGD

Maximum Daily Treated: 3.14 MGD Minimum Daily Flow: 1.31 MGD
Minimum Daily Treated: 1.64 MGD

Monthly Rainfall: 9.08"
City Lake Level: 8.5 ft low 8/5/15 Maximum Rainfall: 2.42" 6/17/15

Lake Roxboro Level: 9.25 8/5/15 Peak Hourly Flow: 11.9 mg 6./2/2015

Monthly Samples Analyzed: NA

Remarks: Remarks:
Work has begun on Lake Roxboro Spillway.

The rear loading garbage truck was down for three weeks and 
bulk service is still behind.

August 2015

Public Services Department Monthly Report

Public Utilities Department Public Works Department

Water Treatment Plant Wastewater Treatment Plant

Right of Way Mowing is on to its second round this 
year. 
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August 3, 2017 
 
To:   Mayor Newell 
  Roxboro City Council 
 
From:  Lauren Wrenn, Planning & Development Director 
 
Subject: August Council Report 
 
 
Uptown Development/Roxboro Development Group: 
 

 Uptown Crosswalk Rennovations: The construction of the new crosswalks at Main, Reams, and 
Depot is still on-going. Crews arrived on Wednesday morning around 8:30am to begin grinding 
down the old asphalt on Main Street. In just a few short hours, the old asphalt was removed 
from Court Street to Long Memorial Church. As of Thursday at 5pm, the paving of the same 
area had not begun, but City staff believed work would resume on Friday or Monday. Regular 
updates have gone out to the paper and the Uptown email list, ensuring that individuals are 
notified of road closures and traffic disruptions. Additionally, social media posts help to spread 
the word to as many as possible that businesses are still open during this last phase.  

 Rox N’ Roll: FINALLY, a successful Cruise-In took place on July 21, with more than 150 cars 
in attendance. The streets of Uptown were filled with drivers, spectators, and shoppers! Thanks 
to the efforts of the Community Planner, three food trucks were present, as well as a bounce 
house, children’s games, and historic facts about Person County. Designed as a celebration of 
the 225th Anniversary of Person County, this Cruise-In featured balloons, birthday banners, and 
presents for all to enjoy. Lots of positive comments were received and many drivers who came 
for their first visit indicated they would return next month to enjoy more time in Roxboro. 

 Music On Main:  With the month of August now underway, preparations for the Music On 
Main event are also ramping up. Formerly known as Alive After 5, this event has been 
rebranded to offer more authenticity and relation to our beautiful Uptown. The goal is to 
incorporate more local elements into this event to make it unique and special to the Roxboro 
area. This year’s entertainment, The Pizazz! Band, has local roots and is well known 
throughout the Person County area. We will also feature food from one of our popular, local 
food trucks, Martin’s Concessions, and hope to incorporate our new brewery into the mix! If all 
goes as planned, we hope to find a way to serve local beers and wines only in the years to 
come, and incorporate activities that will draw more attention to all of our Uptown during this 
centralized event. 
 

 Other Highlights: 
o Continued work on the Uptown Branding Project 
o Held RDG Board meeting on July 19th  
o Submitted statistics report the NC Department of Commerce for last fiscal year 
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Planning & Development: 
 

 Nuisance Abatement and Land Use Ordinance Revisions: Unfortunately, an influx of permits 
and zoning requests made it impossible to prepare a draft of the Nuisance Ordinances for the 
August meeting. While disappointed about the delay, staff is working diligently to complete 
this step of review and have new items ready for consideration soon. Thankfully, the new 
Unified Development Ordinance has been well received by most and seems to be much more 
user-friendly for staff and citizens alike.  

 Code Enforcement: Code Enforcement Officer Danny Eudy had a medical emergency during 
the month of July. In his absence, Planning staff continued to move forward with nuisance 
cases and hearings. Thankfully, Mr. Eudy is recovering well and has returned to work after 
only a single missed day. Progress continues on high grass cases, as well as minimum housing 
inspections. Several matters on Trotter Street are under investigation, and notices submitted to 
the necessary property owners. Additionally, Mr. Eudy is continuing to work on the minimum 
housing case at 209 Burch Avenue. At this point, staff feels confident a presentation and 
ordinance for demolition of the property will be on the October Council agenda, barring no 
unforeseen circumstances. The property at 93 Summer Ridge was purchased by a new owner 
on July 17th. The new owner has been notified of the pending investigation and nuisance 
abatement process and has reached out to staff to ensure cooperation on the timely resolution of 
all matters. Staff will continue to monitor for progress and act if no progress is evident. 

 Long Avenue and Morgan Street DOT Proposal: After the July Council meeting, staff reached 
out to the County Manager to inquire about the possibility of second driveway entrance for 
Huck Sansbury on Long Avenue. Manager York informed staff that the County considered this 
when looking at the potential site for the recreation center. Ms. Work also indicated that there 
was a lot of push back from citizens of the area, as well as some elected officials when this was 
previously discussed. Staff also reached back out to the NC DOT Division 5 Representative, 
John Sandor, about the questions remaining to be answered. Mr. Sandor indicated that he 
should be able to attend the August meeting, but as of Thursday at 5pm, had not officially 
committed. 
 

 Other Highlights: 
o Data submitted to the state regarding population estimates for last fiscal year 
o Improvements to filing system started internally 
o Call log and drop-in appointment records maintained for clarity of communication 
o Review of existing applications and forms for update 
o New board members notified of duties and provided copies of role descriptions 
o Distributed Kerr-Tar COG housing renovation loan applications to citizens 
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    1. UDIDG for 115-117 Depot Street



 
 
 
 
 
 
 
August 8, 2017 
 
To:Roxboro City Council 
 
From:Dan Craig, Finance Director 
            Lauren Wrenn, Planning & Development Director 
 
 
Re:Uptown Development Incentive District Grant 
 
 
The Uptown Development Incentive District Grant was established November 8, 2015.  An application 
has been received from Hayden Newell regarding the property located at 115/117 Depot Street. The 
application has been determined to be complete and qualifies for this grant.  According to the terms of 
the grant and the amounts involved with this property, the calculated payments of this grant are: 
 
2017   $2,102.08 
2018   $1,576.56 
2019   $1,051.04 
2020   $   525.52 
 
It is recommended that this grant application and payment schedule be approved. 
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2. Special Event Permit - PC Library - 
    Public Hearing
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3. Special Event Permit - 5k Run - Antioch Bapt.
    Church - Public Hearing
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4. Special Use Permit - 309 Long Avenue -
    Public Hearing
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GLOSSARY 

 

Bid: a multi‐step process required of the City by North Carolina General Statutes.  Quotes from 

three  separate vendors are  required during any bid process unless  the good or  service  to be 

supplied is produced by only one vendor. 

 

Informal Bid: A bid on items $30,000.00 and above.  Request for quotes are not required to be 

advertised to the public.  Purchases in this category do not need to be approved by City Council. 

 

Formal Bid: A bid on items $90,000.00 and above or on services $500,000.00 and above.  Public 

advertisement of the request for quote and bid process must be made, bids must be opened in 

public forum, and City Council must approve the winning bid. 

   

Quote: a price provided by a vendor on a provided good or service. 

 

Informal Quote: a quote received via verbal communication, email, website, catalog, or fax. 

 

Formal Quote: A price quote received via U.S. Mail, email, fax, or hand delivery. 

 

Requisition:  input  into  the  financial  system  by  a department  to  request  the  generation  of  a 

purchase order by the Finance Department prior to a purchase. 

 

Purchase Order (PO): authorization for the purchase of goods sent by the Finance Department to 

a vendor prior to the purchase. 

 

Request for Written Quotation (RFQ): A request sent to a vendor for a written quote on a certain 

good or service. 

 

Encumbering: to commit a given amount of money to the payment of an order. 

 

Purchasing/ Procurement: interchangeable, how the City obtains needed goods and services. 

 

Department Head: The individual authorized to make purchasing decisions on behalf of his/ her 

department. 

 

Vendor: provider of a good or service. 

   



City of Roxboro, NC      Purchasing Policy   Revised August 8, 2017 

1 

I. FORWARD 

This purchasing policy is intended for use as a guide to the City of Roxboro’s purchasing methods 

and practice.  When used properly, the policies and procedures established herein will enable the 

City to obtain needed goods and services efficiently and economically.  The goal of this policy is 

to give structure to the City of Roxboro’s procurement methods and to set guidelines for City 

departments. 

 

The understanding and cooperation of all employees is essential in order for the City to maximize 

the value of each  taxpayer dollar spent.   While  this manual does not answer all procurement 

related questions, it provides a sound foundation for City procurement methods. 

 

The goals of the Cityʹs purchasing program are as follows: 

1. To comply with legal and ethical requirements of public purchasing and procurement. 

2. To assure vendors that impartial and equal treatment is afforded to all who conduct 

business with the City. 

3. To  receive maximum  value  for money  spent  by  awarding purchase  orders  to  the 

lowest responsible, responsive bidder, taking into consideration quality, performance, 

support,  delivery  schedule,  previous  performance,  business  location,  and  other 

relevant factors. 

4. To provide City departments the required goods and services in a timely manner in 

the proper quantity and quality while providing necessary  information  to  the City 

Finance Department. 

5. To professionally administer the search for sources of supplies, the development of 

new sources, the selection of suppliers, negotiations, commitments, follow‐ups, and 

adjustments. 

6. To  promote  healthy  business  relationships  through  informed  and  fair  purchasing 

practice and maintenance of ethical standards. 

7. To maximize  the  standardization of products used by  all departments  in order  to 

minimize stock levels and obtain better prices for necessary goods and services. 

 

If the procedures and guidelines established in this manual are followed, each department will 

be capable of managing, controlling, and planning available resources to meet present and future 

needs in order to help the City meet set goals.  Any questions or concerns about this manual or 

the established procedures should be directed to the City Finance Department. 

 

This  manual  is  effective  immediately  following  City  Council  adoption  and  supersedes  all 

previous purchasing or procurement instructions or directives. This policy should be reviewed 

on a periodic basis and should be revised as needed to reflect best practices.  
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II. GENERAL GUIDELINES  

 

2.1  Local Buying 

It is the desire of the City of Roxboro to contract with vendors within the City and Person County 

whenever possible.  The City has a responsibility to its citizens and local businesses; however, the 

City must ensure taxpayer money is spent with prudence.  The City does not make purchasing 

decisions based exclusively on the location of the vendor; however, every effort will be made to 

encourage qualified local vendors and suppliers to compete for City business. 

 

2.2  Planning 

It is imperative that all City departments take time to properly plan purchases.  Purchasing plans 

should be made  for goods and  services  to be purchased  in both  the near and distant  future; 

thereby minimizing small orders and last minute purchases.  Planning is of highest importance 

to  the City because proper planning  reduces unnecessary  clerical and  supervisory  time  costs 

associated with the procurement process. 

 

2.3  Buying Proper Quality 

Quality and service are as important as price when considering goods for purchase; it is the duty 

of the requesting department to secure the most cost‐effective good or service that will meet but 

not exceed the requirements for which the goods or services are intended.  In some instances the 

lowest price does not necessarily mean the lowest cost.  A higher price, higher quality product 

may save the City from excess expenses in the future.  The requesting department should take 

this into consideration when making a purchase. 

 

2.4  Authorization 

Department Heads have been delegated the authority to approve purchases made under $500.  

Department  Heads  should  only  authorize  purchases  for  necessary  goods  when  proper 

documentation is provided and funds are available to make the purchase. The Department Head 

or his designee must authorize each invoice with signature and date before forwarding to Finance 

for payment.  This authorization verifies that the goods and or services have been received, the 

budgeted funds are available and the invoice has been coded to the proper account number.   
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PURCHASING FLOW CHART 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Further information on dollar thresholds can be found here: 
http://www.sog.unc.edu/sites/www.sog.unc.edu/files/Dollar%20Thresholds%20Chart%202013.pdf 
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III. PURCHASING PROCEDURE 

 

3.1  Purchases less than $500.00    

Purchases less than $500.00 do not require a Requisition or a Purchase Order (PO) and may be 

made upon the approval of the department head.  In order to meet the pre‐audit requirements of 

GS. 159‐28 each department shall be appointed a deputy finance director for purchases less than 

$500.  These purchases may be made by utilizing the City’s Procurement Card (P‐Card) process, 

check requests, or vendor accounts.   Please see the City’s specific policy for acceptable P‐Card 

expenses.   Every purchase should follow a cost comparison  to ensure a competitive price and 

quality  for each good and service purchased.    Issues  that may override  the price comparison 

process may include delivery time and material specifications. 

 

ALL  PURCHASES  $500.00  AND  ABOVE  REQUIRE  A  REQUISITION  AND  PURCHASE 

ORDER (PO). 

3.2  Purchases between $500.00 and $4,999.99 

Purchases  in  this  price  range may  be  obtained  by  the  requesting  department(s)  through  an 

informal quote process.  No minimum number of quotes is required however, it is encouraged 

that every attempt  is made  to acquire at  least  three  (3) quotes.   The  informal quotes may be 

received through verbal communications, email, or fax.  Verbal quotes must be noted in typed or 

hand written form documenting price, date quoted, name of vendor, and name of the individual 

representative  of  the  vendor.    Quotes  are  to  be  scanned  and  submitted with  the  purchase 

requisition prior to purchase; after the purchase order is issued and approved, a purchase may 

be made. 

 

3.3  Purchases between $5,000.00 and $29,999.99 

Purchases in this price range are obtained through the formal quote process.  In the formal quote 

process, the requesting department is responsible to ensure that every attempt is made to acquire 

at least three (3) quotes via U.S. Mail, email, fax, or hand delivery.  The written quotes are to be 

scanned and submitted with/ attached  to  the purchase requisition prior  to purchase; after  the 

purchase order is issued and approved, a purchase may be made. 

 

3.4  Purchases between $30,000.00 and $89,999.99 

Purchases in this range must be obtained through informal bids.  Departments are responsible 

for sending a request for quote (RFQ) and will allow vendors sufficient time to respond to the 

request based on the complexity of the request.  RFQs in the informal bid range may or may not 

be advertised to the public.  A minimum of three (3) vendors, if available, will receive the RFQ.  

Every effort will be made to obtain at least three (3) quotes.  Quotes in the informal bid range may 

be submitted through U.S. Mail, email, fax, or hand delivery.  No verbal quotes are acceptable in 

the informal bid price range.   Purchases in the informal bid range do not require City Council 

approval.  In this range, a no bid may be accepted as a bid.  In accordance with N.C.G.S. § 143‐

131, a Request for Written Quotation will be used for purchases of $30,000 to formal limits (3.2a) 

with or without advertising. The  required  three written  informal bids are  to be  scanned and 

submitted with/ attached to the purchase requisition prior to purchase; after the purchase order 

is issued and approved, a purchase may be made.    
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3.5   Purchases $90,000.00 and above/Services $500,000.00 and above 

Purchases in this range must be obtained through formal bids.  Departments are responsible for 

sending a request for quote (RFQ) and will allow vendors sufficient time to respond to the request 

based on the complexity of the request.  Every effort will be made to obtain at least three (3) bids.  

A newspaper advertisement must run at least seven (7) days prior to the bid opening.  Written 

bids in this range must be submitted in a sealed envelope and must be opened at a public bid 

opening.   Purchases  in  the  formal  range  require City Council  approval.    In  accordance with 

N.C.G.S. § 143‐129, invitation for formal bids will be used for purchases of $90,000 and greater 

($500,000 and greater  for construction and  repairs).   This will  include advertising  in  the  local 

newspaper and/ or other advertising media as deemed appropriate and receiving sealed bids. 

The  supporting documentation  and  all bids  received  are  to be  scanned  and  submitted with/ 

attached  to  the purchase  requisition prior  to purchase; after  the purchase order  is  issued and 

approved, a purchase may be made. 

 

IV.  VENDOR SELECTION 

 

4.1  Selection Policy 

Vendors will be selected on a competitive basis.  Formal bids and informal bids will be solicited 

by the requesting department.  Bid awards, purchase orders and/ or contracts will be issued to 

the lowest, responsive, responsible bidder.  The City of Roxboro will not use vendors who have 

been debarred by Federal, State, or Local governments. 

 

4.2  Gifts and Gratuities    

City  employees  are  prohibited  from  soliciting  or  accepting  any  rebate,  money,  costly 

entertainment, gift, or gratuity (with the exception of mementos and novelties of nominal value) 

from any person, company, firm or corporation to which any purchase order or contract is, or 

might be awarded.  The City will not tolerate circumstances that produce, or reasonably appear 

to produce, conflicts between the personal interests of an employee and the interests of the City.  

Accordingly, the City may terminate, at no charge to the City, any purchase order contract if it is 

found that substantial gifts or gratuities were offered to a City employee.  The City may also take 

disciplinary action, including dismissal, against a City employee who solicits or accepts gifts or 

gratuities of any value whatsoever. 
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V.  SPECIAL PROCUREMENT PROCEDURES 

 

5.1  Blanket Purchase Order 

Blanket purchase orders will be issued to selected vendors for the procurement of certain items 

after  competitive  pricing  has  been  completed  and  if  budgeted  funds  are  available.    Blanket 

purchase orders are intended to expedite the procurement of frequently needed and repetitious 

supplies.  Blanket purchase orders should be made for goods and services when the amount of 

clerical or administrative work otherwise involved is impractical.  Examples of items procured 

through  a  blanket  purchase  order  include:  janitorial  services, maintenance  service  contracts, 

chemicals, temporary personnel services, automotive parts, and others.  Blanket purchase orders 

will encumber the requesting department’s funds for any amounts remaining on the purchase 

order.  

 

Requisition  for blanket purchase orders must  include all  required  information along with  the 

following additional information: 

 

1. Time period the purchase order is valid 

2. Items covered by the blanket purchase order 

3. The Not to Exceed (NTE) amount 

4. A listing of all personnel approved to purchase from the blanket purchase order 

 

All vendor delivery tickets must be signed by an authorized City employee indicating receipt of 

the goods and/ or services.  All delivery tickets from blanket purchase orders must be scanned 

and forwarded to Accounts Payable as supporting documentation for invoice processing. 

 

5.2  Emergency Purchases  

In cases of emergencies, the Department Head or his/ her designee may purchase directly from 

any vendor the supplies or services whose immediate procurement is essential to prevent delays 

in work which may affect the life, health, safety, or convenience of City of Roxboro employees or 

citizens. 

 

The user department shall exercise good judgment and use established vendors if possible when 

making emergency purchases.  Always obtain the best possible price and limit purchases to those 

items emergency  related.   Not anticipating needs does not constitute an emergency situation.  

First, determine if a true emergency does exist.  Second, anticipate needs and avoid emergency 

situations whenever possible.  Emergency orders are always costly.  Vendors usually charge top 

prices if supplies or services must be obtained on an emergency basis. 

 

During working hours, follow standard purchasing procedure as usual as soon as time and the 

situation permits. 

 

After working hours, the following procedure should be used for emergency purchases: verify 

funds  are  available  and  if  needed  complete  a Request  to  Transfer  Funds  form  and  forward 

immediately to the Budget office. The packing slip or invoice received should be coded with the 
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account(s)  to  be  charged  and  signed,  scan/  attach  a  brief  explanation  of  the  nature  of  the 

emergency and forward to Accounts Payable with the invoice.  Emergency purchases, although 

sometimes necessary, are  costly both  in  time and money.   The use of  emergency procedures 

should be limited and will be monitored for abuse. 

 

5.3  Sole Source of Supply 

In  the  event  there  is  only  one vendor  capable  of providing  a particular good  or  service,  the 

competitive  pricing  procedures  outlined  in  this  manual  may  be  waived  by  the  Finance 

Department.  Whenever a Department Head decides to purchase goods from a sole source, he/ 

she  shall  document with  the  requisition why  only  one  company  or  individual  is  capable  of 

providing the goods required.  The provisions of N.C.G.S. § 143‐129 will be followed requiring 

Council approval for sole source exception for all purchases made at or above statute levels. 

 

5.4  Single Brand Convenience 

The City recognizes in certain scenarios it is efficient to purchase items from a single provider 

rather than a variety of vendors.  In such cases exceptions may be made to standard purchasing 

procedure; given proper documentation is provided.  The purchaser should note reasons buying 

from a certain vendor will be more efficient in the long run and attach such documentation to 

each requisition. 

 

Example: One  brand  of  printer City‐wide would  allow  the  same  type  of  ink  cartridge  to  be 

ordered and reduces time cost related to finding multiple brands.  This also allows the 

City to buy ink cartridges in bulk from a single provider, further reducing cost. 

 

5.5  State of North Carolina Purchase Contract 

All Departments may use the State of North Carolina Department of Administration Purchase 

and Contract Division whenever possible for procurement of capital and non‐capital  items.   It 

shall be the responsibility of Department Heads to familiarize themselves with this purchasing 

method and to check for needed goods and services which are available through this resource at 

a lower cost than many other vendors offer.  This system expedites the purchase of goods, offers 

pricing  compatible with  quotes  received  from  formal  and  informal  bids,  and  satisfies North 

Carolina General Statutes.  Examples of goods on State Contract are: law enforcement vehicles, 

office furniture, copiers,  janitorial supplies, copier paper,  light bulbs, etc.   Contact the Finance 

Department with questions regarding goods on State Contract.   

 

The State of North Carolina Interactive Purchasing System can be found on the web at 

www.ips.state.nc.us/ips/Default.aspx.   

 

The North Carolina E‐Procurement System can be found on the web at 

http://eprocurement.nc.gov/ 
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5.6  Piggybacking 

The  department  head  may  use  the  piggybacking  process  whenever  necessary  to  purchase 

apparatus, supplies, materials, and equipment.  Contracts in the informal range can be used as a 

tool to solicit additional bids, but no Council action is necessary.  For purchases of $90,000 and 

above, the provisions of N.C.G.S. § 143‐129 will be followed. 

 

5.7  Professional Services 

Normal  competitive procedures  are difficult  to use  in  securing professional  services  such  as 

attorneys,  planners,  and  other  professionals  who,  in  keeping  with  the  standards  of  their 

discipline, will not enter  into a  competitive bidding process.   When an agreement between a 

professional service company and the City  is established, a purchase order with the proposed 

amount  shall  be  issued  to  satisfy  accounting  and  statutory  requirements.    Purchases  from 

professionals shall otherwise follow N.C.G.S. § 143‐64.31 and 64.32. 

 

5.8  Service Contracts 

All service contracts, for which the contractor will perform work while on City property, must be 

accompanied by a contract.   The contract must follow all signature procedures and contain all 

necessary insurance and payment options.  The completed and signed contract must be reviewed 

by the City Attorney, signed by the City Manager, pre‐audited by the Finance Director, and be 

filed in the office of the City Clerk.  The executed contract should be scanned and attached to the 

department requisition that is forwarded to the Finance Department.  The City will not enter into 

contractual  agreements  that  are  subject  to  automatic  renewal  and will  attempt  to  structure 

contracts to coincide with the fiscal year.   

 

Contracts  authorized  by City Council  through direct  award  or  budget  authorization may  be 

executed by the City Manager.  Subsequent orders changing the original contract, which do not 

exceed the approved cost of the contract, will be executed by the City Manager. 

 

Contracts that meet any of the following criteria require City Council approval:  

1. Contracts subject to statutory bid thresholds 

2. Contracts with terms greater than one year 

3. Contracts exceeding budgetary approval, which require a budget amendment 

4. Contracts suggesting a significant policy change as determined by the City Manager. 

 

5.9   Vendors with City Accounts 

The City  should have accounts with  certain vendors where possible  in order  to  expedite  the 

purchasing process for frequently needed minor items.  In the event the City has an account with 

a certain vendor, City employees should not use purchase cards to obtain goods or services from 

the vendor.  Proper purchasing procedures should be followed and only authorized purchases 

should be charged to City accounts.   
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VI.  DELIVERY AND PERFORMANCE  

A completed and accepted purchase order by the parties concerned must produce the intended 

results or objectives before it can be considered a successful or completed purchase.  The terms 

and conditions must clearly define the delivery and performance requirements of the services, 

supplies, or equipment. 

 

The  importance  of  the  delivery  schedule  will  be  emphasized  to  the  vendor.    Delivery 

requirements will be clearly written and fully understood by all vendors.   If several  items are 

required by the purchase order, there may be a different delivery schedule for each item.   It is 

necessary to clearly indicate the delivery location on the requisition. 

 

6.1  Partial Deliveries 

Some purchase orders may  list  several  items.    It  is possible  the vendor may  complete  timely 

delivery  on  some  items, which  is  referred  to  as  ʺpartial deliveryʺ.   Upon  receipt  of  a partial 

delivery, photocopy the purchase order; attach a copy of the signed delivery receipt and forward 

to the Finance Department along with the vendor invoice indicating which lines of the purchase 

order are to be paid. 

 

6.2  Non‐Performance 

If a vendor fails to meet any requirements(s) of the specifications or terms and conditions of the 

contract or purchase order, the vendor can be cited for non‐performance.  The seriousness of non‐

performance will be evaluated based upon the circumstances of each violation. 

 

VII.  INSPECTION AND TESTING 

Life and safety as well as successful operation of expensive equipment and supplies may depend 

upon how well a purchased item meets design and performance specifications. 

Goods  and materials  should  be  checked  at  the  time  of  receipt  for  damage  or  defects.    The 

inspection shall include assuring goods comply with the specifications.  If damage is found or the 

goods fail to comply with the specifications, the item(s) shall be rejected as outlined below. 

 

7.1  Rejection 

In order to protect the Cityʹs rights in the event of rejection, for whatever reason, the vendor shall 

be informed immediately.  Reasons for the rejection must be documented in memo form, attached 

to a copy of the purchase order and forwarded to the Finance Department in a timely manner. 

 

7.2  Damaged Goods 

One of the major reasons for  immediately  inspecting the goods or materials upon receipt  is to 

detect  any  visible  damage.    It  is  necessary  that  all  damage  including  evidence  of  concealed 

damage shall be documented by memo, attached to a copy of the purchase order, forwarded to 

the Finance Department, reported to the vendor as soon as possible, and informs the vendor of 

the damaged goods.  When it is apparent that the extent of the damage causes the goods to be 

worthless, they will not be accepted. 
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7.3  Latent Defects 

Latent defects may be the result of damage in transit or failure of the manufacturer to conform to 

specifications.  Consequently, it is often difficult to fix responsibility for the defective material.  If 

specific  liability  for  the defect  cannot  be determined  between  the  carrier,  the  vendor,  or  the 

manufacturer, the City may file a claim against all parties.   A memo attached to a copy of the 

purchase order must be forwarded to the Finance Department. 

 

VIII.  VENDOR RELATIONS 

Good vendor relations are valuable business assets established through mutual confidence and 

satisfactory  business  communication  between  buyer  and  seller.    An  important  contribution 

toward  promoting  and  preserving  these  relations  is  a  clear  understanding  of  the method  of 

contract between buyer and  seller.   Any  conflicts which may arise  should be  reported  to  the 

Finance Department. 

 

IX.  SALE OF CITY PROPERTY 

The City Manager has been authorized by the Roxboro City Council to declare as surplus single 

asset or property or a group of items with a value of up to $5,000.00, to set its fair market value, 

and  to  convey  title  to  the  property  and  to  advertise  electronically  the  sale  of  any  personal 

property.  The City Manager shall sign the Sale of Property Authorization form prior to the sale 

or disposal of any City property.  The Finance Department shall keep all approved forms, which 

will record a description of the property sold or exchanged, and the amount of money or other 

considerations received for each sale or exchange.  N.C.G.S. § 160A‐265 through 280 should be 

referenced before  the sale of any City property  in order  to ensure statutes and procedure are 

followed properly. 

 

X.  FUEL CARDS 

Fuel cards will be assigned to City owned vehicles and are required to be used to purchase fuel 

for City vehicles, or in some instances, to purchase fuel for other job‐related equipment such as: 

weed‐eaters, lawn mowers, leaf‐blowers, etc.  It is not appropriate for City employees to use fuel 

cards to purchase fuel for any other vehicle or equipment other than which the card was issued 

to. Employees are required to use the vehicle’s PIN when purchasing fuel.  Any unauthorized use 

of  a  PIN  not  assigned  to  the  vehicle may  result  in  disciplinary  action  up  to  and  including 

termination. 
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XI.  PURCHASE CARDS 

Purchase cards exist to provide departments a flexible and efficient way to make small purchases.  

Purchase cards empower the cardholder to acquire necessary materials to conduct business and/ 

or deliver services in a more convenient and expeditious manner.  Purchase cards should not be 

used to procure items or services not directly related to City business.  Purchase cards cannot be 

used to purchase fuel for city vehicles.  All city vehicles will have fuel cards which must be used.   

 

11.1  Employee Responsibilities 

No purchase over $500.00  shall be made using  the purchase card  system without a purchase 

order.  Purchase cards assigned to employees may have approval limits set by Department Heads 

below the $500.00 policy threshold.  If an employee needs to make a purchase above the limit set 

by the Department Head, the employee should consult with the Department Head before making 

a transaction. 

 

1. The cardholder is responsible for all purchases charged to their card. 

2. The  total value of  a  transaction  shall not  exceed  a  cardholder’s  single purchase  limit.  

Payment  for a purchase shall not be split  into multiple  transactions  to stay within  the 

single purchase limit. 

3. The  cardholder  is  responsible  for  maintaining  receipts  of  all  card  transactions  and 

scanning all receipts to the Finance Department.  Receipts are required for all purchases.  

Failure to scan and submit receipts in a timely manner may result in the cardholder losing 

the privilege of using a City purchasing card.   

4. Purchase  cards may  be  used  by  for  lodging  and  for  training/  professional  activities.  

Cardholders should consult the City’s Personnel Policy Manual for more information. 

 

11.2  Receipts and Receipt Submission 

Receipts should be collected and kept for all transactions.  Repeated lost or missing receipts may 

result  in a cardholder  losing  the privilege associated with a City purchasing card.   A detailed 

receipt should be provided for all purchases.   

 

Receipts should be scanned and attached to their corresponding transaction.  Scanning receipts 

to the system will streamline the accounts payable procedure and make processing transactions 

simpler for all parties involved. 
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11.3  Unauthorized Purchases 

Certain  items should not be purchased by City employees.   Any of  the  following  items  listed 

below have been deemed inappropriate for purchase by City employees: 

1. Personal purchases or for personal identification 

2. A single purchase that exceeds the cardholder’s single purchase limit 

3. Cash advances 

4. Alcoholic beverages 

5. Purchase of in‐room movies during a hotel/ motel stay while on City business 

 

11.4  Consequences of Improper Use 

A cardholder who makes unauthorized purchases or carelessly uses a purchase card will be liable 

to the City of Roxboro for the total dollar amount of such purchases plus any administrative fees 

charged  by  the  bank  or  card  company  in  connection  with  the  misuse.    The  cardholder’s 

employment may also be terminated and may be subject to legal action. 

 

Cardholders are expected to obtain the best prices available on purchases.  Purchase of an item 

above market prices where the vendor gives the employee any form of gift, bonus, or premium 

whether in the form of cash or merchandise is considered a kickback, is illegal, and can result in 

disciplinary action up to and including termination of employment and lawful prosecution.  City 

policy strictly forbids anything in exchange for making a purchase. 

 

XII.  FRINGE BENEFITS 

Any item purchased for an employee must be a valid business expense and not considered wages 

to  the  individual.    Clothing,  non‐monetary  awards, meals,  travel,  and  other  items may  be 

considered wages depending on circumstances.  Awards of cash or cash equivalents are always 

considered wages  regardless of  the  amount  awarded.   All  awards  and purchases  considered 

wages to an employee must be processed through payroll and will be subject to all applicable 

taxes.  Please contact the Finance Department with any questions. 

 

Any award of cash or cash equivalents must be pre‐approved by the City Manager. 
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XIII.  EXHIBITS 

  Exhibit A.  Items Not Requiring a Purchase Order 

  Exhibit B.  Purchase Card Signature Form 

  Exhibit C.  Purchase Requisition Form 

  Exhibit D.  Sale of City Property Authorization 
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EXHIBIT A 

Items Not Requiring a Purchase Order 

 

1. Advertising: legal ads, radio announcements, etc. 

2. Specified chemicals 

3. Dues 

4. Claim payments (Citizens filing for damages/ reimbursement) 

5. Insurance 

6. Medical examinations 

7. Medical supplies (Fire and Rescue) 

8. Land purchases & easements 

9. Petty cash & replenishing funds 

10. Postage 
11. Refunds 
12. Building rental 
13. Tuition or other fees for approved educational purposes 
14. Utilities (electricity, water, sewer, cable, internet, natural gas, trash, etc.) 

15. Lease purchase payments, debt service payment 

16. Approved travel arrangements and accommodations 
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EXHIBIT B 

Purchase Card Signature Form  

Employee Agreement 

 

 

  I, __________________________, agree to the following regarding my use for the City of 

Roxboro Purchase Card Program. 

 

1. I understand  that I am being  trusted with access  to  the City of Roxboro’s Purchase 

Card Program to make financial commitments on behalf of the City of Roxboro, and 

will restrict my purchasing to approved City of Roxboro activities. 

 

2. I understand that under no circumstances will I use the City of Roxboro’s Purchase 

Card Program to make personal purchases for myself or for others. 

 

3. I  will  follow  the  established  procedures  for  the  City  of  Roxboro  Purchase  Card 

Program.   Failure  to do  so may  result  in  revocation of my use privileges or other 

disciplinary  actions  by  the  City  of  Roxboro  up  to  and  including  termination  of 

employment. 

 

4. I  have  been  given  a  copy  of  the  City  of  Roxboro’s  Purchase  Card  Program  and 

understand the requirements for using the Purchase Card. 

 

5. I understand  that my personal credit will not be affected by any use of  the City of 

Roxboro’s procurement card. 

 

6. I will be responsible for the safekeeping of the City of Roxboro’s Purchase Card and if 

lost I will report its loss immediately to the Finance Director. 

 

 

Employees Signature: ____________________________________________       

Date: ____________________                                       

 

Finance Director: ________________________________________________  

Date: ____________________   
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City of Roxboro 

PURCHASE REQUISTION FORM 

EXHIBIT C  
PLEASE USE AND SUBMIT THE ELECTRONIC VERSION OF THIS FORM 

Page Of PO #
Date

Vendor: 
Address

Phone

Deliver to

Quantity Cost

TOTAL $0.00

Department

Ordered by: Approved By

Special Instructions:

City of Roxboro 
Purchase Requistion

Description Account #
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City of Roxboro 

SALE OF CITY PROPERTY 

AUTHORIZATION 
EXHIBIT D 

The Department Head is required to obtain authorization from the City Manager prior to the sale 

or disposal of any City Property, regardless of value.  Include any additional relevant information 

necessary.  Please attach a photo of the item sold if available. 

Complete the table below prior to the disposal of property:   
PROPERTY 

SOLD 
  SALE 

PROCEEDS 

ESTIMATE 

 

PROPERTY 

CONDITION 
  DEPT/BUDGET 

WHICH  MADE  

THE ORIGINAL 

PURCHASE 

 

YEAR    CITY I.D. #  

MILEAGE    VIN / SERIAL #  

MAKE    LISENCE 

PLATE# 
 

MODEL     

Other description, notes: 

 

 

Department Head Signature: _____________________________  Date: _____/_____/_______ 

 

City Manager Signature: _________________________________  Date: _____/_____/_______ 

 

Complete the table below after the disposal of property: 
NAME  OF 

INDIVIDUAL 

OR  BUSINESS 

THAT 

PROPERTY 

WAS SOLD TO: 

  DATE  PAYMENT 

RECEIVED BY CITY: 
 

SALE 

PROCEEDS 

ACTUAL   

 $  SIGNATURE  OF 

CITY  EMPLOYEE 

RECEIVING 

PAYMENT: 

 

 

This completed/ signed and authorized form must be submitted to the Finance Department along 

with the proceeds of any sale of property.  If an item is scrapped or disposed of with no proceeds 

this completed/ signed and authorized form must be submitted to the Finance Department within 

5 days of the disposition of property.   
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6. Auditor's Contract Approval
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7. Resolution to Declare Surplus



 
 
 
 
 
 

 
RESOLUTION 

Declaring Certain Personal Property Surplus 
 
WHEREAS, the City Council of the City of Roxboro, NC desires to dispose of certain surplus property of the City. 
 
NOW, THEREFORE, BE IT RESOLVED by the Roxboro City Council that:  

The following described property is hereby declared to be surplus to the needs of the City: 
 

Police Department  
2001 Ford Crown Victoria           VIN# 2FAP71W81X204121  Mileage: 154,699 

 
WHEREAS, the Roxboro City Council hereby appoints Phillip Fish, the authorized agent to dispose and receive bids 

on the above referenced personal property; and 
 
WHEREAS, the Roxboro City Council directs Phillip Fish to first conduct by way of NCGS 160A-270(c) and proceed to 

dispose of said property through Electronic Auction; and 
 
WHEREAS, if it is in Phillip Fish’s opinion that a fair and reasonable offer cannot be obtained by the Electronic Auction 

method, then Mr. Fish shall be authorized to pursue disposal by way of NCGS 160A-267 (private sale). 
 

 NOW, THEREFORE, BE IT RESOLVED by the Roxboro City Council hereby approves this Resolution and directs City 
Clerk Trevie Adams to cause notice of this action to be published in accordance with NCGS 160A-270(c)-
Electronic Auction and/or NCGS 160A-267-Private Sale at least once and not less than 10-days before the 
date of the sale. 

 
This the _____ of __________, 2017.         

           
           
      _________________________________ 

       Mayor Merilyn P. Newell 
Attest: 
 
________________________ 
Trevie Adams, MMC/NCCMC 
City Clerk  
 

tadams
Typewritten Text



tadams
Typewritten Text
8. Bids for Land Clearing - Waste Water 
    Treatment Plant



 

 

 

Wastewater Treatment Plant Land Clearing 

 

In preparation for the improvements to the wastewater treatment plant, there is 

about 10 acres that needs to be cleared. The site to be cleared is part of the farm the 

City bought over 30 years ago. It is adjacent to the wastewater treatment plant.  The site 

was a field and has now grown over with scrub pine. The trees are of such a size that 

there is no market value in the timber. 

This site will be used as a fill location. There will be major grading excavation 

occurring where the new oxidation ditch will be located and this 10 acre site will be used 

for disposal of the excavated material. This work needs to done ahead of the contract 

work in order to expedite the construction of the oxidation ditch. 

The quotes for the work will be presented at the Council meeting. 
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9. Department of Transportation - Long Ave. &
    Morgan St.



 

 

 

Department of 
Transportation 

Long Avenue & Morgan 
Discussion 

Mr. John Sander - DOT 
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10. Financial & Tax Report
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11. Assistant Manager's Report



 

 

 

Assistant City Manager’s Report 

 

Doctor’s Court Pump Station Upgrade – An upgrade to Doctor’s Court Pump Station 

was included in this year’s budget. The upgrade will be done in two phases. The first 

phase is replacing the force main from the pump station to Ridge Road. This work will 

be performed by city crews. They began work on replacing the force main this week. 

The second phase is the replacement of the pump, motors and control panel. Charles 

Underwood, Inc. will be handling phase two.  

 

Street Resurfacing – Asphalt Experts began the street resurfacing this week. On 

Monday they resurfaced Crowel Street and the section of Montford Drive without curb 

and gutter. On Wednesday, they did the grinding on Main Street and on Thursday the 

same was done to Lamar Street.  The grinding removed the last layer of asphalt so the 

new layer will not protrude above the curb and gutter. The contractor did a good job of 

traffic management while grinding Main Street. Keeping one block open when working 

on the other block. Reams Avenue, Depot Street and Main Street intersection was open 

the entire time work was being performed. They had a flagman there to assist public. 
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12. Manager's Report 



 

 
 

 
 
 
 

 
MEMORANDUM 

 
TO:	 	 Mayor	Newell	and	City	Council		 	
FROM:	 	 Brooks	Lockhart	 	
SUBJECT:	 Manager’s	Report	
DATE:	 	 August	8th,	2017	
	

 Please	take	note	of	several	upcoming	dates.	
	
o Rox	N’	Roll	Cruise‐In,	August	18th,	Uptown	Roxboro	
o Solar	Eclipse,	August	21st,	Mid‐Afternoon	
o Personality	Festival,	August	25‐26th,	Uptown	Roxboro	
o City	Offices	Closed	in	Observance	of	Labor	Day,	September	4th	
o City	Council	Meeting,	September	12th,		7pm	at	City	Hall	
o Kerr‐Tar	COG	Annual	Awards	Banquet,	September	28th,	Vance	Grandville	Community	College	
o City	Manager	Vacation,	September	25‐29th,	Outer	Banks	
o Municipal	Elections,	October	10th	
o City	Council	Meeting,	October	17th,		7pm	at	City	Hall	(rescheduled)	
	

 Staff	has	worked	hard	to	produce	the	Purchasing	Policy	which	was	presented	to	Council	this	evening.	This	
policy	addresses	the	two	items	recommended	by	the	Local	Government	Commission	Staff.	City	Staff	has	
concluded	that	the	City	Code	of	Ordinances	Chapter	36:	Purchasing	will	require	a	minor	amendment.	In	
addition,	staff	plans	to	present	amendments	for	Chapter:	37	Cash	Management	to	reflect	current	practices;	
these	Chapters	were	last	updated	in	the	1990s.	Staff	intends	to	present	both	these	amendments	at	the	
September	Council	Meeting.		
	

 The	2017	National	Night	Out	at	Southern	Middle	School	was	great	fun!	I	would	like	to	thank	the	community	
in	making	our	celebrations	a	success.	I	would	like	to	thank	Roxboro	Police	Department,	Roxboro	Fire	
Department,	Person	County	Sherriff’s	Department,	NC	Highway	Patrol,	Person	County	Parks	and	
Recreation,	Person	County	Schools	and	numerous	other	organizations	from	our	community	for	their	
involvement.	Finally,	I	would	like	to	thank	Dave	Bradsher	and	Radio	Roxboro	(WKRX)	for	their	support.		
	

 Staff	is	submitting	our	application	to	appear	before	the	Local	Government	Commission	at	their	September	
Meeting.	The	purpose	of	this	meeting	will	be	to	allow	the	City	to	seek	potential	future	debt	for	the	
construction	of	the	Waste	Water	Treatment	Plant	Upgrades.	We	anticipate	updating	Council	on	this	status	
in	September.		
	

 Staff	is	requesting	Council	authorization	for	Dan	Craig	to	formally	execute	the	contract	for	purchase	and	
implementation,	as	approved	in	the	annual	budget,	for	Fiscal	Management	Software.	The	contract	for	
$115,204,	is	less	than	the	amount	approved	in	the	budget.	Upon	execution,	staff	will	work	with	the	vendor	
to	schedule	implementation	which	we	hope	can	be	completed	by	the	end	of	2017.	As	noted	last	month,	staff	
has	undertaken	efforts	to	proactively	prepare	a	Digital	Imaging	Policy	for	the	future	records	retention.	The	
objective	will	be	to	create	a	policy	which	provides	continuity	of	direction	for	appropriate	use	and	
conformity	with	best	practices	for	record	retention	in	our	digital	era.		
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