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LEAVENWORTH CITY COUNCIL 
Study Session Agenda 

City Hall – Council Chambers & Zoom 
June 23, 2026 | 5:30 – 6:50 PM 

5:30-6:00 Icicle Valley Trout Unlimited Presentation 

This time is for the Council to hear from Mike Wyant and Bob Stroup from Icicle Valley Trout 
Unlimited to speak about the ongoing recovery effort and long-term operation of Blackbird 
Island Pond as a kids’ fishing site.  

There are no items included under TAB B. 

6:00-6:25 Housing Advisory Committee Presentation 

The City of Leavenworth Housing Advisory Committee (HAC) formally launched a Request 
for Ideas (RFI) process in 2025, titled "Build It Together Leavenworth: Community Housing 
& Workforce Innovation Challenge," to solicit creative proposals for addressing the City's 
workforce housing shortage. The City set aside up to $500,000 to support one or more 
selected projects. 

The process spanned approximately 15 months from initial planning (early 2025) through 
final candidate selection (spring 2026). After community outreach, a public Q&A period, and 
a formal scoring process, the HAC has identified the Upper Valley MEND - Matt Melton 
Cottage concept as the top-scoring proposal. 

During this time, Justin Horvath, HAC Chair, will provide a brief overview of the selection 
process, and Kailyn Bettinger, UV MEND, will present an overview of the selected proposal.  

Time will be provided for Q&A with the Council. 

The following items are included under TAB C. 
• Study Session Housing Advisory Committee RFI Award Presentation

6:25-6:30 Increase Request for Leavenworth Fund 

This time is set aside for City staff and the Council to discuss increasing the amount of funding 
available through the Leavenworth Fund. 

There are no items included under TAB D. 

6:30-6:50 Cost Allocation Plan Update 

The City Council is being presented with a redline draft of the cost allocation plan policy that 
is due for an update as it was last adopted in 2019 for budgeting in 2020.  This policy is 
specifically designed to address staffing distributions citywide and some other clarifications, 
such as Legislative (City Council), legal, insurance, central services and equipment 
replacement definitions.  This item was briefly mentioned in prior meetings and the future 
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goal is to have direct tracking by all employees on a daily basis in our timesheet tracking 
software; once we have a full year of data, we will be able to amend this policy that will 
eliminate the need for a lot of the detailed definitions and procedures language identified.  
As you will see, many changes have occurred with additional positions being added and/or 
modified over the past six years, so this update is a major overhaul of the previous plan.  Staff 
have been working on the suggested changes since last year ensuring all new positions are 
included.  Recommendations have been vetted by each department based on known data 
and the ability to comply with and calculate positions that are budgeted across multiple 
funds; all calculations of multi-funded positions can be difficult to track and ensure 
compliance with auditing standards.  At this time the goal is to bring a final version to the 
July 14th Council meeting; however, that can be postponed if there are significant changes 
needed prior to adoption. 
 
The following items are included under TAB E.  

• Resolution XX-2026 – Amending Cost Allocation Plan – Redline Draft 
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Build It Together
Leavenworth
Request for Ideas - Process Summary & Final Recommendation

$500K
Available Funding

15 mo.
Process Duration

3
Proposals Received

1
Selected Project

June 2026

TAB C



WHAT IS THE RFI?

About the Program

The "Build It Together Leavenworth" Request for Ideas 
(RFI) was launched by the Housing Advisory Committee to 
solicit creative workforce housing proposals from 
builders, developers, architects, financiers, landowners, 
and community advocates.

The City set aside up to $500,000 to support one or more 
selected projects. Submissions targeted the 80-120% AMI 
range and must create permanently affordable units.

$500K
Available

80-120%
AMI Target

3
Proposals

Evaluation Criteria  (100 pts)

30
Alignment with Housing Goals

Project relevance & community integration

30
Financial Feasibility

Budget clarity, funding sources, matching contributions

10
Timeline & Readiness

Realistic milestones from planning to completion

30
Compliance & Community Impact
Zoning adherence, community benefit, affordability 
mechanism

City of Leavenworth  |  Housing Advisory Committee



15-MONTH RFI PROCESS TIMELINE  |  Feb 2025 to June 2026

Feb 2025

RFI Planning
Begins

Jul 2025

City Council
Approves RFI

Nov 2025

Community
Outreach

Feb 2026

RFI Re-issued
(storm delay)

Mar 19, 2026

Submission
Deadline

Apr 23, 2026

Finalist
Presentations

June 2026

Award
Recommendation

Note: Original submission deadline (Jan 12, 2026) was missed due to an atmospheric river storm closing City Hall. The RFI was re-issued Feb 2, 2026 
with revised deadlines.



SUBMISSIONS & SELECTION

NOT SELECTED

Syndicate Smith
Golf Course Redevelopment

104-acre mixed-use development on City-
owned golf course at lease expiration 
(2034). ~500 units total, 185 designated 
workforce housing; ~20% increase in city 
housing supply.

Funding Ask:

Up to $500K + long-term City investment

Outside current HAC scope and budget. 
Referred to City Council for public 
engagement decision.

NOT SELECTED

Hans Juhle
Rental Assistance Program

Use $500,000 to provide ongoing rental 
subsidies to approximately 20 local 
workforce residents over 10 years.

Funding Ask:

Up to $500,000

Not selected - does not add housing stock; risk 
of inflating rental prices.

RECOMMENDED

Upper Valley MEND
CLT Homeownership Program

Partner with builder Matt Melton on 8 
Orchard St. cottage homes. MEND CLT 
owns land; 2-4 units permanently 
affordable at subsidized price. Targets 80-
120% AMI.

Funding Ask:

$100K-$200K per unit; up to $500K total

HIGHEST SCORE - Advancing to formal award



Leavenworth Cottages

CLT homes would be partnership between Upper Valley 
MEND, Matt Melton and City of Leavenworth

• Cottage Housing – 8 units across from 
Osborn Elementary

• 2 bed, 2 bath homes, 930 square feet
• Environmentally friendly, quality prefab 

homes



The request

A $600,000 investment from the City of Leavenworth will permanently secure four homes in 
the Leavenworth Cottages development for the teachers, nurses, hospitality and 

agricultural workers who keep Leavenworth running but increasingly cannot afford to live 
here.

Unit Market rate 
price

Discount from 
developer

City 
Subsidy

Final CLT 
Sales Price

Phase/Anticipated Close 
Date

Unit 1 $525,000 ($25,000) $150,000 $350,000 Phase 1 – November 2026

Unit 2 $525,000 ($25,000) $150,000 $350,000 Phase 1 – November 2026

Unit 3 $525,000 ($25,000) $150,000 $350,000 Phase 1 – November 2026

Unit 4 $525,000 ($25,000) $150,000 $350,000 Phase 2 – June 2027



Affordable Homeownership – Pricing and Demand
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2025 MEND homeownership 
inquiries by household size

Household size 1 person 2 people 3 people

Income $83,280 $95,160 $107,040

Monthly housing 
allowance – 35% of 
income

$2,429 $2,776 $3,122

Affordable home 
price

$274,000 $326,000 $378,000

Pricing Analysis – what is affordable to a buyer 
earning up to 120% AMI?

• Upper Valley MEND’s board is considering additional 
subsidy up to $75,000/unit.

• Downpayment assistance available

■ I -



FINAL RECOMMENDATION & NEXT STEPS

R E C O M M E N D E D  A W A R D

Upper Valley MEND
+ Matt Melton
CLT Homeownership Subsidy
Orchard Street Cottage Housing

Units: 8 cottage homes (3-4 subsidized)

Location: 203 Orchard Street, Leavenworth

AMI Target: 80-120% (105-120% typical)

City Cost: $150K-$200K per unit (up to $500K)

Phase 1: Fall 2026  |  Phase 2: Spring 2027

Mechanism: 200-yr CLT ground lease + resale cap

Risk: Low - funds transfer at closing only

Next Steps

1 June 2026

City Council approval 

2 July-October 2026

Site-specific CLT policies and ground lease documents drafted
3 October 2026

Homebuyer qualification - local workforce applicants

4 November 2026

Phase 1 closings: funds transferred, ground leases recorded

5 Spring 2027

Phase 2 completions; second round of transactions

City of Leavenworth  |  Housing Advisory Committee  |  June 2026
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RESOLUTION NO. XX22-2026519 

A RESOLUTION OF THE CITY OF LEAVENWORTH, WASHINGTON, AMENDING THE COST 
ALLOCATION PLAN 

BE IT RESOLVED by the City Council of the City of Leavenworth, Washington as follows: 

WHEREAS, the purpose of a Cost Allocation Plan is to outline the methodology, policies and 
financial reporting requirements of the City’s biennial budget; and 

WHEREAS, a cost allocation plan demonstrates the methodology for allocation of personnel 
and non-departmental expenditures for costs allocated to all funds including restricted and 
proprietary (UtilityEnterprise) funds; and 

WHEREAS, charges to restricted and proprietary funds should be equitable and appropriate 
as part of a written plan that complies with all applicable laws and regulations including RCW 
35A.33.122  and RCW 43.09.240210; and 

WHEREAS, the City Council reviewed and approved the original last amended Cost 
Allocation Plan on April November 2611, 201917; and 

WHEREAS, the City Council has currently reviewed the plan in 20256 for amendments, that 
are mainly  with the expectation for amendments to occur after the first audit of the Plan;due to 
significant increases in staffing levels across departments since 2021, and to ensure a timely review 
and update of the plan at least every eight years; and 

WHEREAS, the Washington State Auditor’s Office conducted the first detailed review of the 
Cost Allocation Plan in 2019 for the 2017-2018 calendar years, which included analysis of the 
methodologies and the process for calculating and implementing the allocable costs for each of the 
City’s departments and positions with the recommendation to amend the Plan to allow for 
adjustments when necessary by the Administration; and 

WHEREAS, the City Administrator and Finance Director have reviewed the audit 
recommendation and have incorporated the necessary corrections for allowing administrative 
adjustments and recommends approval by the Council. 

NOW THEREFORE, THE CITY COUNCIL OF THE CITY OF LEAVENWORTH, WASHINGTON, 
DOES HEREBY RESOLVE AS FOLLOWS: 

Section 1.  The compilation of methodologies entitled “City of Leavenworth Cost Allocation Plan” 
attached hereto, andhereto and incorporated herein by this reference as set forth in full, is hereby 
approved as the official cost allocation plan for the City of Leavenworth. 

Section 2.   Resolution 22 7-20197 Cost Allocation Plan is hereby repealed. 

Passed by the City Council of the City of Leavenworth and approved by the Mayor this 
12th1428th 26th day of NovemberMayJuly, 202619. 

CITY OF LEAVENWORTH 

TAB E

- --- --
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             By: 
              ______________________________ 
       Cheryl K. FarivarCarl J. Florea, Mayor 

 
             Attest: 
              ______________________________ 
              Andrea FischerChantell Steiner,  
Finance Director/City Clerk  
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City Demographics 

Introduction  

The City of Leavenworth (City) was incorporated in 1906 and operates under the laws of the State 
of Washington applicable to a Non CharterNon-Charter Code City with a Mayor-Council form of 
Government.  The City of Leavenworth is a general purposegeneral-purpose government and 
provides the following services: administrationve, police (contracted), fire protection (through 
fire district), library (through a regional library district), cemetery, parks, community pool and 
recreation, street/parking maintenance and improvement, and garbage collection.  In addition, the 
City owns and operates its own water, sewer and stormwater systems.  
 
The City is a local government, established as a subdivision of the State of Washington.  It is funded 
mostly fromby local taxing sources, but specific projects may be funded fromby some federal 
awards and pass-through awards from the State of Washington.  The City administers various 
federal and state funded programs.  While the federal portion of the City’s total funding is 
important, it is not a major source of funding for the City and is generally not utilized for personnel 
costs.  For federal funding purposes, the City utilizes the 15% de minimis as allowed by 2 CFR 200; 
therefore, an annual update of this plan is not required. 

The City uses historical data, upon which to build the Cost Allocation Plan (CAP) in most cases 
where positions may have multiple functions.  However, the City assigns transaction data or staff 
to specific programs based on an analysis of functions and services planned for either the budgeted 
biennium where practical, otherwise the year preceding the biennium, and those assignments are 
quantified and described in this CAP.  The allocations are “trued-up” or “trued-down” to better 
reflect the costs associatedmonitored for actual activity and if a variance is deemed material in 
nature, then the allocation may be amended with the year’s activities, in other words this means 
that estimates may be developed for a budget cycle and “corrected” to actual figures once realized, 
such as is the case with the Central Services Fund for annual costs allocated to other 
departments/funds.    However, Tthe City also recognizes a significant amount of staff time to 
estimate and reconcile some positions, also known as “unduly burdensome” , and in those cases 
will conduct sampling of work duties in at least one calendar year that will be used to determine 
the allocation percentages for the subsequent biennial budgets.  The City will ensure an updated 
sampling occurs on at least a 43- year basis when this is utilized to ensure review is done for at 
least every two biennial budget cycles.  The City may utilize more than one year of data on a case-
by-case basis. 

The following departments/functions have been identified as being managed by the City’s 
Administrator in the City’s Organizational Chart: 

----
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• Administration Department 

o Parking Department 

• Finance Department /  

• City Clerk 

• Community Development Services Department 

• Public Works Department 

The City’s Biennial Budget uses somewhat different categorizations, at a greater level of detail.  
This CAP uses as its main resource the City’s Biennial Budget for purposes of identifying 
functional categories.  

 

  

Description of Potentially Allocable Costs 

Introduction 

The City provides support services to operating units (funds and departments) through the 
following cost centers and within various funds. 

• Legislative - Mayor and City Council 
• Executive - City Administrator / Communications & HR Manager / Executive Assistant 
• Financial, Recording & Elections - Finance Department &/ City Clerk Department 
• Legal Services 
• Centralized Services - Property Management 
• Parks / Cemetery 
• Development ServicesCommunity Development Department 
• Public Works Department 
• Parking Department 
• Community Pool 
• Non-Departmental: 

o Central Services Fund 
o Equipment Rental and Revolving Fund (ER&R) 

 
Operating departments may charge one another for actual services provided, but this is rare.  
When it does occur, the charge is typically based on actual time incurred as documented on a 
project time sheet or other tracking sheet.  This CAP does not quantify or present amountsthe 
amounts of these interdepartmentalinter-departmental charges as these charges are outside of 
the central service allocation plan. 

Of the above-referenced cost centers &and , departments, and funds, it has been determined by 
the City Administration that costs related to the following functions are not to be allocated, but 
rather charged directly to the General Fund: 
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• Mayor and City Council 
• Property Management (unless specific to a single fund) 
• Legal Services (unless specific to a single fund) 
• Parks / Cemetery 

 

 

The City captures cost information at various levels of detail, using its accounting software 
Springbrook Express.  In descending order, costs are captured at the fund level and the sub-fund 
or department level using the BARS coding (Budget Accounting and Reporting System for 
Washington).   

Certain funds, departments and functions (cost centers) use BARS to separately account for 
services which are allocable to benefittingbenefiting functions using a different allocation base and 
methodology.  As a result, certain cost centers show more than one allocation.  Another way in 
which the City uses can use departments and BARS is to capture unallowable costs separately from 
allowable costs.   

 

 

 

Costs Potentially Subject to Allocation 

The following provides a description of the Costs Potentially Subject to Allocation (CPSA) and the 
benefittingbenefiting functions.  Although the costs of a fund, department, or function may be 
potentially subject to allocation, certain costs are not subject to allocation due to their nature.  The 
CPSA havehas been summarized, for presentation purposes, into the following categories:  

Allocable: Salaries, Benefits, Supplies, Services, and Intergovernmental.   

Non-Allocable: Specific Account Line Items, Capital, Debt Service, Interfund, and Non-
Expenditures.  

Special Adjustments: If funds, departments, or functions receive external revenues for specific 
services provided,provided, these revenues reduce the amount of costs that are allocated to 
the operating units.  

As further described in the Definitions for Cost Allocation Bases listed below, certain Costs Subject to 
Allocation (CSA) may use a combination of bases to allocate its costs to benefittingbenefiting operating 
units. The determination of the relative weight for each base may be a matter of judgmentjudgment, or 
it may be based on underlying cost data.   

The Finance Department will allocate costs based on actual data accumulated when necessary and if 
the calculated amount of variance between prior budget figures and current actual expenditures 
exceeds 15% this will be deemed material and adjustment will be made in the new year.   

Definitions and Procedures for Cost Allocation Bases: 

The following definitions and procedures are provided to clarify the definition of and procedures 
for calculating a cost allocation base that is utilized by the various positions of the City.  All 
allocation bases allow for adjustments in percentage totals to be rounded up or down for ease of 
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calculating percentage totals across multiple funds.  An Allocation Base is defined as a form of 
measurement used to determine what level/time is expended to charge a staff person’s activities 
to the appropriate benefittingbenefiting fund. 

• Capital Projects / Engineering – This form of measurement may be based on a prior 
budget period, up to four years or less of history, or applied based on the future biennial 
budget utilizing the capital sections of all funds relevant to these positions duties and 
distributed based on the total % of each fund’s capital costs (actual for history or budgeted 
for future). 

• Communications / Human Resources – This form of measurement is based on the number 
of FTE for each department and charged accordingly to funds directly supporting those 
FTEs.  Due to some FTE positions being funded by multiple funds this would require 
calculating the overall percentages of FTE that are budgeted by each fund. 

• Direct Account of Time – This form of measurement requires daily accounting of an 
individual’s time spent specifically on a single project or fund related activity.  This can be 
very burdensome and is typically used for Ppublic wWorks staff that works across many 
functions and funds such as Water, Sewer, Streets, Garbage, Stormwater, Parking, Lodging 
Tax, etc.  

• Equipment & Vehicles – This form of measurement is determined by a percentage of use 
for each benefittingbenefiting fund, as defined by the Public Works Department, for each 
piece of equipment and is based on the estimated use of the equipment.  Each equipment 
item is maintained on the Equipment Rental & Revolving (ER&R) Schedule that is updated 
annually to identify ongoing maintenance and required fund reserves for future 
replacement.   Calculations are based on the percentage of the benefittingbenefiting 
department/fund for each vehicle and piece of equipment based on the estimated use of 
the vehicle/equipment.  Included in these allocations is the purchase price/value of the 
item to determine an overall % value by department/fund.  EThen each year ofyear 
depreciable costs are then charged to ensure a fund balance that will meet, at a minimum, 
5025% of the total vehicle replacement costs with the City striving to maintain 70% to 
100% at any given time to ensure a strong fund balance for emergency reserves in 
accordance with the City’s adopted Financial Policy.  .  At no time shall the fund exceed 
100% of replacement costs.  Maintenance, fuel and service costs are then calculated by 
the overall % to determine the amount charged to each benefittingbenefiting 
department/fund. In regards toRegarding salaried positions, the mechanic position 
would be 100% included within the ER&R Fund to be allocated back to 
benefittingbenefiting departments based on the methodology noted above for equipment 
maintenance and purchases.  In addition, the Public Works Department administrative 
overhead costs can be included within the ER&R fund to also be allocated back to 
benefittingbenefiting departments. 

• Council Agenda ItemsFTE (Full-Time Equivalent) – This form of measurement is the 
actual count of staff within each department/division that can be utilized either city-wide 
for administrative level positions or as direct report employees under each 
supervisor/director.  each item produced for the City Council agenda items and is 
captured from the City Council Future Agenda Items Document.  Although it is recognized 
that a single item may take more or less time than another item, all items are accounted 
for based on a 1-point basis and are charged to the benefitting fund that most 
appropriately is affected by the action; when multiple funds are included as part of an 
agenda item the 1 point is divided equally among those benefitted funds.  When positions 
utilize this allocation base, the Administration has the flexibility to amend the calculations 
and charge more to the General and Street Funds to relieve potential costs to either 
Restricted or Proprietary Funds.  
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• Fund Activity (Operating Expenditures) – This form of measurement includes allocable 
costs of the individual funds as identified above to include salaries/wages, supplies, 
services and intergovernmental activities all of which are included within a Fund’s 
maintenance and operations section of the Fund.  Fund Activity does not include Non-
Allocablenon-allocable line items within the fund such as capital, debt service, interfund 
and non-expenditures as these expenses are typically contracted or requires but just one 
a few transactions per year and isare not considered a large function of any single 
position.  When positions utilize this allocation base, the Administration has the flexibility 
to amend the calculations and charge more to the General and Street Funds to relieve 
potential costs to either Restricted or Proprietary Funds.    

• General Fund Only – This form of measurement is used for specific types of activities 
performed by employees and includes positions that are generally funded by revenues 
from within the General Fund.  This includes but is not limited to Parks, Cemetery, 
Legislative, Legal Services, Planning, Building and Code Enforcement.  

• Insurance – This form of measurement includes multiple levels of distribution and are 
further defined within the Non-Departmental (City-wide Expenditures) section of this 
document.  In general, insurance related costs are charged directly to the 
benefittingbenefiting fund/department per the annual insurance schedule’s valuations 
for buildings, vehicles/equipment and excess charges due to claims.  

• Parks & Cemetery Mixed Use – This form of measurement is used for any Parks related 
staff that is charged to the General Fund-Parks, General Fund-Cemetery, Street Fund, and 
Lodging Tax Fund when the position is not specifically designated to maintenance of the 
downtown tourist district area.  The City may authorize a specific split between the 
General Fund and Lodging Tax Fund for specific positions that may be more dedicated to 
supporting tourism than other Parks positions; these determinations will be reviewed 
and approved by the Parks Supervisor and Public Works Director. 

• Parks Downtown Tourism Support – This form of measurement is used for any Parks 
related staff that are solely dedicated to supporting and maintaining the downtown 
tourist district area year-round and is charged at 100% to Lodging Tax.    

• Permit Activity – This form of measurement includes allocable costs of the individual 
funds as identified by the number of permits issued that support the benefittingbenefiting 
funds activities. 

• Transaction Detail – This form of measurement utilizes data extracted directly from the 
City’s financial software to determine the number of transactions processed by an 
individual user.  The measurement is generally used for Finance staff to determine the 
amount of time spent specifically on utility related funds, utility billing, accounts 
payables/receivables, and payroll. 

City Administrator,  City Clerk, & Executive Assistant, Communications / HR 
Manager, Parking, and Recreation & Tourism Manager: 

City Administrator / City Clerk / Executive Assistant Positions: 

Costs captured in this cost center include the salaries, benefits and other costs necessary to 
operate the City Administrator’s Office. The City Administrator is the Chief Administrative Officer 
for the City, working closely with the Mayor and City Council and providing executive management 
oversight of all operating units.  This would include human resources and information technology 
support when applicable.  The City Clerk & Executive Assistant works closely with the City 
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Administrator, Mayor and City Council on all functions and therefore is therefore allocated the 
same as the Administrator.  These positions’ City Administrator & Executive Assistant’s costs are 
allocated to benefitting operating units based on a count of agenda items a percentage of total 
department FTE and based on the fund activity of each operating unit.  The count of agenda 
itemsdepartment FTE and fund activity most closely tracks the effort of the City Administrator, 
r/City Clerk, and Executive Assistant in addressing the executive management oversight and other 
service needs of each operating unit.   

Allocation Base: Council Agenda Items FTE – 50% is allocated using this base. 

Allocation Base: Fund Activity (Operating Expenditures) – 50% is allocated using this base. 

Communications & HR Manager Position: 

The Communications & HR Manager reports directly to the City Administrator and is included in 
this cost center for that reason.  This position utilizes a defined allocation base that is designed by 
the amount of FTE’s within all departments/funds as the work performed may support all funds 
at various times throughout the year. 

Communications & HR Manager Position: 

 Allocation Base: Communications / Human Resources – 100% is allocated using this base. 

Parking Positions: 

Parking department staff report directly to the City Administrator and are included in this cost 
center for that reason.  All parking positions are covered directly by Parking revenues generated. 

Parking Positions: 

Allocation Base: Direct Account of Time – 100% is allocated using this base. 

Recreation & Tourism Manager: 

The Recreation & Tourism Manager position reports directly to the City Administrator and is 
included in this cost center for that reason.  This position is split with 50% of the duties dedicated 
to supporting the Pool Operations and paid via the Pool Fund and 50% dedicated to supporting 
tourism events, festivals, and activities and paid via the Lodging Tax Fund. 

Recreation & Tourism Manager: 

Allocation Base: Direct Account of Time – 100% is allocated using this base. 

Finance/City Clerk Department:  

Costs captured in this cost center include the salaries, benefits and other costs necessary to 
operate the Finance/City Clerk Department function.  The Finance /City Clerk Department 
provides Council and committee support, engages in legislative activities, manages City records 
and codedevelops resolutions and ordinances for City Council related to Finance, processes all 
financial transactions, and supports a number of City-wide activities.  The Finance/City Clerk 
Department function tracks agenda items by each operating unit in a “Council Log”.  The count of 
agenda items and fund activity most closely tracks the support provided in assisting the operating 
units with council matters, code review, and management of City records.  

Finance Director/City Clerk Position: 
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Allocation Base: Council Agenda ItemsFTE – 25% is allocated using this base. 

Allocation Base: Fund Activity (Operating Expenditures) – 75% is allocated using this base. 

Finance Deputy Clerk Treasurer, and Office Assistant PositionsUtility Billing Specialist, and 
Accounts Payable Specialist: 

 Allocation Base:  Transaction Detail and/or Fund Activity – 100% of these general ledger 
transactions from the Springbrook Express software are used to determine staff time distribution 
for General Fund, Parking and Utility BillingPayroll, Utility Billing, and Accounts Payable/Accounts 
Receivable (Utility Billing includes Water, Sewer, Garbage and Stormwater) related transactions.  
The percentages generated across varying funds are thenmay be broken down further for Utilities 
based on a percentage of the individual Utility Fund’s operating revenues or operating 
expenditures.  Payroll is further may be further calculated for the Deputy Clerk Treasurer position 
based on the number of FTE (Full Time Equivalent) positions for each fund.  The Accounts Payable 
Specialist may be calculated based on the total operating expenses of each fund.  as determined by 
the Administration and Public Works Departments.  The Accounts Payable Specialist, which 
includes full support of the Upper Valley Park & Recreation Service Area District (UVPRSA), is a 
mixed combination of financial transactions and direct or estimated time expended on the UVPRSA 
as detailed from daily, monthly and quarterly recurring tasks to support the UVPRSA Board and 
annual Pool functions. 

Community Development DepartmentServices: 

Costs captured in this cost center include salaries, benefits and other costs necessary to provide 
management and administration of Planning and Building/Code Enforcement.  Since several 
functions are contained in this cost center, and the benefit to operating units varies, several cost 
allocation bases are used.   

Community Development DirectorServices Manager Position: 

Allocation Base: Council Agenda ItemsFTE – 50% is allocated using this base. 

Allocation Base: Fund Activity (Operating Expenditures) – 50% is allocated using this base.   

Senior Planner, Assistant Planner, Building Official, and Building Code Inspector and 
Enforcement/Permit Coordinator Positions: 

 Allocation Base: General Fund Only – 100% is allocated using this base as these positions are 
supported solely from revenues generated for their services within the General Fund.. 

Permit Technician Position: 

 Allocation Base: Permit Activity – 100% is allocated based on the percentage of permits that 
support a variety of permitting activities that could include the General Fund, Street, Water, Sewer, 
Stormwater, Parking, and Lodging Tax funds.  Permits issued are counted and assigned points by 
the Community Development Director based on what fund they support to determine overall 
percentages to charge to individual funds.     

Public Works Department: 

Costs captured in this cost center include salaries, benefits and other costs necessary to provide 
management and administration of pPublic wWorks [(City Hall/Festhalle Maintenance, Parks, 
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Cemetery, Streets, Pool, Downtown Tourist Facilities (Lodging Tax Fund), Water, Sewer, 
Stormwater, Garbage, and Parking]) and vehicle maintenance.  Since several functions are 
contained in this cost center, and the benefit to operating units varies, some allocation bases are 
used through the direct sampling of a minimum of two public works employees’ detailed 
timesheets for services performed by fund/department; this sampling is completed in the year 
prior to the biennial budget and is utilized for both years of the biennial budget and can be used 
for up to four years and is further described below for specific types of maintenance worker 
positions. 

Public Works Director, Contract & Grant Coordinator, and Public Works Administrative 
Assistant Positions: 

Allocation Base: Council Agenda ItemsFTE – 25% is allocated using this base utilizing public 
works staff only. 

Allocation Base: Fund Activity (Operating Expenditures) – 75% is allocated using this base. 

City Engineer & Capital Improvement Program ManagerStaff Engineer: 

 Allocation Base: Capital Projects / Engineering – 100% is allocated using this base. 

Parks and Cemetery Full-Time and Part-Time Positions: 

Starting new in 2026 these positions will utilize direct account of daily time tracking on a daily 
basis for future budget purposes.  The following Categories have been developed by the Parks 
Supervisor in order toto allocate costs that are expected to occur as historical data is not yet 
developed: 

Parks Maintenance Worker: Parks Repair – These positions include the Parks Supervisor, 
Assistant Parks Supervisor and 2 FTE Parks Positions.  These positions will initially be budgeted 
with 47% Lodging Tax, 43% General Fund Parks, 6.25% Streets, and 3.75% General Fund 
Cemetery. 

Parks Maintenance Worker: Parks Turf /Landscaping – These positions include 2 FTE Parks 
Positions.  These positions will initially be budgeted with 53% General Fund Parks, 22% Lodging 
Tax, 18.75% General Fund Cemetery, and 6.25% Streets. 

8-Month Season Parks Maintenance Worker – These two positions include direct support to 
downtown tourism only and are allocated 100% to Lodging Tax. 

24-Hour Parks Maintenance Worker: Summer Flower Watering – This position includes 
direct support to downtown tourism only and is allocated 100% to Lodging Tax. 

24-Hour Parks Maintenance Worker: Restrooms – This position includes most support to 
downtown tourism but may also include some time for parks restrooms less frequented by 
tourists and is allocated with 75% Lodging Tax and 25% General Fund Parks. 

Allocation Base: General Fund OnlyDirect Account of Time – 100% is allocated using this base.  
This base will be used for creation of the 2028 – 2029 Biennial Budget utilizing direct account 
of time from the 2026 – 2027 tracking data. 

Public Works Mechanic Position: 

Allocation Base: Equipment and Vehicles – 100% is allocated using this base. 
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Public Works Water Plant, Sewer Plant, Facility Maintenance Worker and PT CDL Refuse 
Positions: 

Allocation Base: Direct Account of Time – 100% is allocated using this base. 

Public Works Maintenance Worker Positions – General Utility Crew: 

Allocation Base:  Direct Account of Time – At a minimum, two employees will be tracked for 
specific hours to charge across the General Fund’s Central Services (Festhalle and City Hall 
Maintenance), Parks and Cemetery, Streets, Parking, Downtown Tourist Facilities, Water, 
Sewer, Stormwater and Garbage Funds.   

Public Works Maintenance Worker Positions – Utility Crew/Pool Maintenance: 

Allocation Base:  Direct Account of Time – This allocation base is used on two of the General 
Utility Crew positions, as noted above, that additionally address Pool Maintenance needs 
annually and are tracked for specific hours to charge across the General Fund’s Central 
Services (Festhalle and City Hall Maintenance), Parks and Cemetery, Streets, Parking, 
Downtown Tourist Facilities, Pool, Water, Sewer, Stormwater and Garbage Funds.   

Public Works Maintenance Worker Positions – Utility Crew/Park Maintenance: 

Allocation Base:  Direct Account of Time – This allocation base is used on two of the General 
Utility Crew positions, as noted above, that additionally address Park Maintenance needs 
annually and are tracked for specific hours to charge across the General Fund’s Central 
Services (Festhalle and City Hall Maintenance), Parks and Cemetery, Streets, Parking, 
Downtown Tourist Facilities, Water, Sewer, Stormwater and Garbage Funds.  These positions 
are weighted at about 66% of their time in Parks and Cemetery only as they perform those 
duties for 8 months out of the year while the remaining 34% is spread across the utility related 
activities. 

Non-Departmental (City-wide Expenditures):  

Costs captured include office supplies, insurance, and other costs necessary to support City-wide 
operations such as financial systems utilized to support all departments and annual audit and code 
update costs.  These are included across various funds and are identified below by cost bases.  Non-
allocable costs such as community service contracts, health and human services funding are 
excluded as they are included within the General Fund. Fund activity most closely tracks supplies 
and services provided to operating units.  Insurance claims most closely track the value of 
insurance to operating units. 

Allocation Base: Fund Activity (Operating Expenditures) – 100% of the Non-Departmental 
cost center’s budget is allocated using this base with exception to computer purchases that 
are allocated to the benefittingbenefiting fund/department.  This would include all costs 
within the Central Services Fund. 

Allocation Base: Insurance – Insurance costs are set at multiple levels of distribution.   

• For building and vehicle/equipment coverage this is charged directly to the 
benefittingbenefiting fund/department per the annual insurance schedule’s 
valuations.  

• For base liability a set figure was initially determined in 2015 and will be increased 
each year by the total percent increase of the overall insurance increase.  These 
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figures are then calculated based on the percent of the vehicles, equipment and 
building percentages determined above and charged to each benefittingbenefiting 
fund/department.  It is allowed to do one-time cost resets in years that insurance 
costs are escalated more than 10% in the annual rates due to overall insurance 
market changes that are deemed to not be directly related to increased claims costs. 

• Excess liability is calculated based on the remaining insurance costs that are 
generated from claims and are charged directly to the fund/department for which the 
claim was made.  The City retains the ability to charge excess liability costs for any 
fund to the General Fund for support of payments.   

Allocation Base:  Equipment & Vehicles – 100% is allocated using this base.  
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