
AGENDA 

OF THE CITY  

COUNCIL WORK SESSION  

CITY OF EAST GRAND FORKS 

TUESDAY, MAY 27, 2014 - 5:30 P.M. 
 

 

CALL TO ORDER: 

 

CALL OF ROLL: 

 

DETERMINATION OF A QUORUM: 

 

1. 2015 City Project No. 1 Stabilization Ponds Cost Savings – Greg Boppre 

 

2. MPO Rental of Additional Space – Earl Haugen 

 

3. Musgrove Property Assessment – David Murphy 

 

4. Station 2 Overhead Doors – Gary Larson 

 

5. 421 Rescue Rebuild – Gary Larson 

 

6. Purchase of a Dial-a-Ride Bus – Nancy Ellis 

 

7. Community Development Office & Staff Setup – Nancy Ellis 

 

8. Review of Three Department Head Positions – David Murphy 

 

9. Unpublished City Lots  – Nancy Ellis and Megan Nelson  

 

10. Riverwalk Center Sale Update – David Murphy 

 

 

ADJOURN: 

 

Upcoming Meetings 

Regular Council Meeting – May 20, 2014 – 5:00 PM – Council Chambers 

Work Session – May 27, 2013 – 5:00 PM – Training Room 

Regular Council Meeting – June 3, 2014 – 5:00 PM – Council Chambers 

Work Session – June 10, 2014 – 5:00 PM – Training Room  
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AGENDA ITEM #_______ 

Request for Council Action 
 
 
Date: May 21, 2014 
 
To: East Grand Forks City Council, Mayor Lynn Stauss, President Craig Buckalew, Council Vice 

President Greg Leigh, Council Members: Clarence Vetter, Henry Tweten,  Chad Grassel,  Mark 
Olstad and Dale Helms. 

 
Cc: File 
 
From:  Greg Boppre, P.E. 
 
RE:  2015 City Project No. 1 – Stabilization Ponds 
 

 
Background: 
We have a few idea’s of potential cost savings for the Stabilization Pond project and would like to 
discuss and get further direction from the Council. 
 
Recommendation: 
N/A 
 
Enclosures: 
I will bring a map to discuss the options. 
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Request for Council Action 
 
 
Date: 8 May, 2014 
 
To: East Grand Forks City Council Mayor Lynn Stauss, President Craig Buckalew, Council Vice 

President Greg Leigh, Council Members: Clarence Vetter,  Dave Helms, Henry Tweten, Mark 
Olstad, and Chad Grassel 

 
Cc: File 
 
From:  Earl Haugen, GF/EGF MPO Executive Director 
 
RE: MPO Renting Additional Space  
 
 
The GF-EGF MPO currently rents space within East Grand Forks City Hall.  The MPO has need to seek 
additional space to rent within your City Hall.  The reason is that due to re-structuring of Grand Forks 
City Departments, i.e., the merger of the Planning Department with Urban Development, the current 
space the MPO rents within Grand Forks City Hall will be released to allow all employees of the merged 
Department to be housed in one location.  Also, Grand Forks is undergoing a City Hall Master Planning 
process to re-imagine space with Grand Forks City Hall.  The MPO and Grand Forks have agreed to 
reduce the space rented in Grand Forks City Hall during the period that Grand Forks will take to 
evaluate and remodel their City Hall to re-configure space to allow the MPO to come back to similar 
square footage as it previously enjoyed at Grand Forks City Hall. 
 
The space currently rented by the MPO would result in a space crunch during this period of time.  The 
MPO worked with your staff to identify possible additional space within East Grand Forks City Hall 
that the MPO could possible rent to ease the space crunch.  An office between the Mayor’s Office and the 
Finance Department has been identified as one possible office space.  The attached lease agreement 
mirrors the current rental agreement between the City and the MPO.  This space was previously used by 
Polk County Assessing Office and most currently is used during annual audits and some meetings.  It is 
believed that displacing the current uses will not significantly interrupt City Hall operations. 
 
The MPO seeks approval to rent this additional space within East Grand Forks City Hall consistent 
with the current rental agreement. 
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The City Of East Grand Forks, Minnesota, through the execution of this agreement hereby 
agrees to provide office space for the Grand Forks-East Grand Forks Metropolitan Planning 
Organization (GF-EGF MPO) staff.  The following formula was used to determine the GF-
EGF MPO’s pro-rata share of rent: 
 

• MPO F.T.E.’s       1 
• Ratio of MPO F.T.E. to total F.T.E.               1 
• Total floor space                 210 Sq. Ft. 
• MPO space subject to rental payments              210 Sq. Ft. 
• Rent per square foot                 $11.90 
• Total rental expense       $2,499.00 ($624.75/Qtr.) 

 
The MPO, through the execution of this agreement, hereby agrees to reimburse the City of East 
Grand Forks, MN, on a quarterly basis for the space provided, subject to the aforementioned 
formula.  This agreement shall be in effect for seven (7) months beginning on June 1, 2014, and 
running through December 31, 2014, with two one year options at the current rate plus an 
escalator based on the Consumer Price Index (CPI) out of the Denver Office, not to exceed 5% 
per year.  Option Year 1 beginning on January 1, 2015, and running through December 31, 2015 
and Option Year 2 beginning on January 1, 2016, and running through December 31, 2016.  This 
agreement may be terminated by either party at any time subject to a sixty (60) day written 
notice. 
 
CITY OF GRAND FORKS, NORTH DAKOTA: 
 
BY: ___________________________________  DATE:      _____________________ 
 Lynn Stauss, Mayor 
 
 ___________________________________  DATE:     _____________________ 
 David Murphy, City Administrator 
 
GF-EGF METROPOLITAN PLANNING ORGANIZATION: 
 
BY: ___________________________________  DATE:     _____________________ 
 Steven L. Adams 
 
 ___________________________________  DATE:     _____________________ 
 Earl T. Haugen, Executive Director 
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Request for Council Action 
 
 
Date: May 27, 2014 
 
To: East Grand Forks City Council Mayor Lynn Stauss, President Craig Buckalew, Council Vice 

President Greg Leigh, Council Members: Clarence Vetter,  Henry Tweten, Mark Olstad, and 
Chad Grassel 

 
Cc: File 
 
From:  Nancy Ellis, Transit Manager 
 
RE: Purchase of a Dial-a-Ride Bus 
 

 

GENERAL INFORMATION: 

In 2011 the City of East Grand Forks purchased a new bus for the Fixed Route that runs in East Grand 
Forks. The City receives state or federal funding to purchase a bus to cover our City fixed routes.  
However, in the past the City of East Grand Forks has never purchased vehicles for the Dial a Ride 
service.  This year, however, we have received state funding to help purchase a low floor bus for the Dial a 
Ride bus service in the East Grand Forks/Grand Forks services area.  These funds cover up to 80/83% of 
the bus price.  Also, since the City has never participated in the purchase of Dial –a- Ride vehicles; we 
have met with Cities Area Transit and asked that they pay the local portion of the bus price (because we 
have never helped with funds before this is a savings to them).  They have tentatively agreed to pay the 
local share and will take to their Council in June. 

In order to purchase off of the MN State Contract; the bus company, bus type and estimate must be 
approved by resolution of the City Council and it must be ordered by June 30, 2014.  Therefore, I am 
asking that you move this request on to the regular Council meeting with the understanding that I will 
have the information necessary in the resolution.   

The costs are as follows: 

 An Independent Cost Estimate for the price of the bus is $127,000 

 The State has granted us $101,000 

 The split for bus purchase is either 80/20 or 83/17 (feds allow this). 

This total will be paid by a combination of state funding ($101,000) and a local match, more than likely 
from the City of Grand  
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Again, the bus will be purchased through the Minnesota State Bid process. In order to start the process 
the City needs to issue a resolution for the purchase of the bus so that it can start being built.  At the 
Council meeting in June, I will have the Bus type, company and purchase price in the resolution. 

 
RECOMMENDATION: 

 
Staff recommends the purchase of a low floor bus for the Dial a Ride Service in East Grand Forks. 
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Request for Council Action 
 
 
Date: May 27, 2014 
 
To: East Grand Forks City Council Mayor Lynn Stauss, President Craig Buckalew, Council Vice 

President Greg Leigh, Council Members: Clarence Vetter, Dale Helms,  Henry Tweten, Mark 
Olstad, and Chad Grassel 

 
Cc: File 
 
From:  Nancy Ellis, City Planner – Community Development 
 
RE: Office setup and staff 
 

 

GENERAL INFORMATION: 

East Grand Forks has entered into a contract with In Depth Inspections to complete Building Code 
Enforcement/Building Inspections for the City of East Grand Forks for the past 18 months.  The contract 
is set to expire at the end of September.  It was requested by the City Council to determine what needs 
this office has regarding staff and duties.  I have prepared 3 job descriptions regarding the 3 positions.  I 
feel are needed for this office.  I have attached the descriptions to this RCA.   The duties that this office 
currently undertakes or supervises are: 

1) Planning 

2) Building Inspections – building permits 

3) Rental Inspections 

4) Facilities Management of City Hall (supplies, maintenance, contracts) 

5) Boiler Inspections Management 

6) Nuisance complaints 

7) Transportation Planning 

8) Transit – billing, reporting, procurement, route changes 

9) Stormwater management for new permits (will be new to Dept) 

10) Budget for transit, building inspections, planning, City Hall, help with transportation 

 

One position that needs the most change is the permit technician job description.  When the technician 
retires, I hope to change the job description to Administrative Assistant.  This person would perform 
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May 2, 2002  Request for Council Action 

2 

more Planning, Transit and Nuisance duties (write and mail letters, take minutes, help with billing, help 
with questions and applications, help with filing).  This would help with the workload in both the office 
and with the Administration Office upstairs. 

As far as Building Inspections, I like the current arrangement that is in place.  Although we do not have 
someone sitting in the office each and every day, we have the ability to review plans, answer questions 
and complete inspections each and every day (and on some weekends if necessary).  The contracted 
service is able to supply more than one inspector when we need them – any time we ask.  We have no 
concerns with sick leave, vacations, or other inspections because they have more than one employee that 
can do inspections.  If we have one inspector, we are dependent on when they are here.  With all of the 
duties that this office performs, it would be difficult to send other staff to conduct inspections if the full 
time inspector is gone.  This is the benefit to a service versus one employee. 

A full –time inspector would work as well.  We have one person that is familiar with all of the 
contractors and permits.  They would be here every day (unless they request time off) and would be 
available to staff, residents and Council Monday thru Friday.  They receive a set salary and benefits and 
are not benefiting if we are issuing more residential and commercial permits. 

We did not see additional savings with hiring a contracted service (approximately $100,000 in 2013 
billing).  A portion of their contract stated they would receive half the permit fees – which included an 
increase in commercial permit fees (almost $50,000 in permit fees or revenue).  Therefore, busy years and 
large commercial projects means more money to the contracted service (more than a set salary); slower 
years will benefit the city as they receive less in permit fees and site plan fees.  If we were to remain with 
the contracted service, I would want to renegotiate the contract regarding the permit fees (drop the 
percentage).  However, I would not be opposed to a full time inspector either.  I will respect the 
Council’s decision and move forward with their recommendation. 

RECOMMENDATION: 
 

I have evaluated the department duties and job descriptions and staff is requesting Council direction on 
number of employees (hire a full time inspector?) and rewrite of job tasks per employee. 
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COMMUNITY DEVELOPMENT DIRECTOR/CITY PLANNER 

 

 Directly responsible for requests for subdivision and/or zoning approval; reviewing site plans; conducts site 

visits and inspections; answering zoning and permit questions developing and writing plans, ordinances, 

studies and strategies responding to existing or anticipated community needs and issues as apparent or 

directed 

 Oversees and administers review of all development designs and site plans including commercial, 

residential, industrial, parking and signage plans; negotiates changes with the applicants; administers site 

plan reviews and other activities with other City Depts., developers and builders, boards and commissions, 

contractors and other businesses/utility groups, and the public;  approves site plans for compliance with the 

City Zoning and oversees building officials for compliance with Building Codes 

 Prepares and presents information,/ presentations; responses to questions and provides recommendations to 

the City Council and various joint power and advisory boards, commissions, community organizations 

(such as the Metropolitan Planning Organization (MPO) Technical Advisory Committee; County State 

Health Improvement Program (SHIP))  commissions and the public regarding planning, facility 

management, building code enforcement, transit, nuisances, comprehensive plans, transportation planning; 

 Directly supervise department staff and contracted employees to include work assignments, direction, 

training, discipline, coaching and development for planning, transit billing, facility maintenance, 

inspections, boiler inspections, nuisance enforcement, and others as necessary and backs up staff work 

duties as necessary 

 Directly oversees facility operations and maintenance and acts as City facilities manager; providing 

budgeting, coordination or improvements and both short-term and long-term facility operations and 

maintenance; in addition, oversees City boiler inspectors and manages inspector scheduling.   

 Responsible for the City’s transit program including monthly and quarterly billing, monthly and quarterly 

reporting to State and Federal transit offices, help with route changes and questions from the public, all 

City transit procurements and state or federal reporting/paperwork, annual grant writing and transit 

applications, annual transit contract negotiations and administration/billing with Northland Community and 

Technical College 

 Oversees transportation planning, such as decision of future projects for streets, highways, transit and 

multimodal facilities; and helps write transportation grants; administers the City’s Geographic Information 

Systems (GIS) database and various other databases and programs 

 Responds to public inquiries pertaining to zoning and subdivision regulations; as well as, city nuisance 

regulations and permitting questions; investigates zoning and nuisance violations and complaints; issues 

violation letters as appropriate and works with the legal representatives on cases involving court action; can 

help with bi-annual rental inspections and can function as second inspector during rental inspections 

 Directly responsible for approval of bills and contracts and coding of bills for planning, transit, inspections 

and City Hall facility, as well as, budget recommendations to Council for planning and transit programs, 

building inspections and facilities management; as well as, most  transportation improvements 

 Supervises Economic Development Director and oversees ED budget, grants and programs. 
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Administrative Assistant – (new position replacing Permit Technician) 

 Coordinates the issuance of building permits and zoning application processes; accepts 

applications, checks for completeness, routes applications to all affected departments for 

review; computes permit fees;  Issues permits for building, plumbing, mechanical or excavation 

permits; and notifies applicant when process is complete. 

 Collects and records fees for permits issued. 

 Provides customer service in-person, over the phone, and via email to property owners, builders 

and contractors regarding the building permit process. 

 Processes incoming and outgoing mail; types and prepares a variety of correspondence, 

memorandums, reports, and other documents, from general instruction or documents using 

standard office software.   

 Processes and bills rental property fees for registration; schedules inspections; coordinates the 

communication between owners and managers of rental properties with the police department 

or fire department related to incident reports or rental inspection corrective actions. 

 Calculates and completes various monthly and quarterly reports, including but not limited to the 

Building Activity Summary, SAC report, State Surcharge Report, and Department of Commerce 

report; Copies and distributes information as appropriate. 

 Orders and inventories equipment, materials and supplies for the Community Development 

Office and City Hall.  Schedules maintenance activities or work for City Hall. 

 Helps with the Planning and Zoning Division, including but not limited to mailings, filing, 

information gathering and review of applications for completeness, routing applications to all 

affected departments for review. 

 Performs as Secretary for the Planning Commission by preparing packets for the meetings and 

taking minutes at each Planning Commission meetings. 

 Organizes files for transit program and review each file for the appropriate paperwork/records. 

 Maintains an accurate and efficient filing system for the Buildings, Planning and Transit Division.  

Monitors and purges files in accordance with applicable legal regulations and the City’s 

retention schedule. 

 Prepares payroll and provides account codes to billing for the department. 

 Routinely updates information on the City’s website for Buildings, Planning and Transit web 

pages. 

23



CODE ENFORCEMENT OFFICER 

 

 Conducts site inspections to achieve compliance and to enforce codes related to international 

building, residential, mechanical, fuel, state plumbing, energy, manufactured homes and local 

land use. 

 Inspects construction sites during various phases; inspect alterations or modifications to ensure 

compliance with regulatory codes; inspections may include, but not limited to, new 

construction, remodeling, additions, state plumbing, heating, ventilation and mechanical. 

 Conducts plan reviews for adherence to applicable codes, ordinances and standards; identifies 

corrections and calculates fees for permits. 

 Coordinates plan review and possible construction inspections with the other city departments. 

 Assists residents, contractors, elected officials and the general public with related building code 

issues, requests for permits and general inquires. 

 Maintain effective working relationship with contractors to ensure positive response and 

conformance with regulatory codes. 

 Review permits to ensure that they reflect the proposed work; take action to correct permits; 

modify fees where the work being done is inconsistent with that reflected in such permit. 

 Advises contractors, architects and homeowners of violations; if needed, issue correction orders 

regarding code violations and possibly issue stop work orders in instances where violation are 

sever or present a danger to the public; review corrective action taken by contractors and 

builders to ensure that violations have been corrected in the time frame established. 

 Inspects damaged or deteriorated structures for compliance with building code; records 

observations and reports to supervisors, owners, contractors and City Council and/or Attorney. 

 Conducts site inspections for possible nuisance and zoning code violations; reports violations if 

found; prepares nuisance violation letters and sends to property owner; reviews site for 

corrective action. (Full time employee, otherwise City Planner/CD Director) 

 Maintains records and creates reports based on observations made during inspections and 

investigations with regard to building code compliance, other city ordinances, contract 

specification, permit work, and complaints. 

 Performs rental inspections with Fire Department when available.  Community Development 

Director can also perform rental inspections when necessary. 

 Conduct site inspections during various phases for conformance with the City’s Stormwater 

Management Ordinance and receive training on the monitoring and interpretation of the 

Stormwater Ordinance regarding building sites. 

 Have ability to manage mechanical systems in City Hall and Library, including but not limited to 

obtaining boiler inspectors license. (Fulltime employee) 

 Performs other related duties as apparent or assigned 
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Request for Council Action 
 
 
Date: 05/21/14 
 
To: East Grand Forks City Council Mayor Lynn Stauss, President Craig Buckalew, Council Vice 

President Greg Leigh, Council Members: Clarence Vetter, Dale Helms,  Henry Tweten, Mark 
Olstad, and Chad Grassel 

 
Cc: File 
 
From:  Nancy Ellis and Megan Nelson 
 
RE: Unpublished City Lots  
 

 
The City owns a number of lots within city limits with some being residential, commercial, infill, and 
some are left over after the flood control project buyout.  Only the Water’s Edge Additions and Coulee 
View lots are published for sale.  Due to current circumstances City Staff recommends we place a hold 
on selling any unpublished city lots until we can inventory, establish guidelines for selling, and possibly 
publish for sale to the public.   
 
We are seeking City Council approval for this hold on unpublished lots.  Staff is planning on bring this 
back work session on June 24th to show the council the inventory and guidelines for review.   
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