AGENDA
PURCELLVILLE TOWN COUNCIL MEETING/WORK SESSION
TUESDAY, MARCH 26, 2019, 7:00 PM
TOWN HALL COUNCIL CHAMBERS
*Town Council Work Sessions are typically used for general discussion on matters pertaining
to the Town. Formal actions are taken during Town Council Meetings unless otherwise noted.
1.

CALL TO ORDER OF MEETING/WORK SESSION (Mayor Fraser)

2.

PLEDGE OF ALLEGIANCE

3.

INVOCATION

4.

AGENDA AMENDMENTS/APPROVAL (Town Council and Staff)

5.

PUBLIC HEARING(S)
a.

Notice of Town Manager’s Proposed Tax Increase in the Fireman’s Field
Service Tax District (L. Krens) (pgs. 3-4)
The purpose of the public hearing is to receive comment on the Town
Manager’s proposed tax rate for the Fireman’s Field Service Tax District for the calendar
year 2019. All real property located within the corporate limits of the
Town of Purcellville is also located within the Fireman’s Field Service Tax
District. Although the FY 2020 Town Manager’s Proposed Budget recommends
no change to the prior year 2018 rate of $0.030, a higher rate of $0.035
(difference of ½ cent) was advertised to provide Town Council maximum
flexibility during the budget deliberation process.

b.

Notice of Town Manager’s Proposed Real Property Tax Increase (L. Krens)
(pgs. 5-8)
The purpose of the public hearing is to receive comment on the Town
Manager’s proposed real estate tax rate for the calendar year 2019. Although
the FY 2020 Town Manager’s Proposed Budget recommends no change to the
prior year 2018 rate of $0.22, a higher rate of $.24 (difference of 2 cents) was
advertised to provide Town Council maximum flexibility during the budget
deliberation process.

6.

CITIZEN/BUSINESS COMMENTS

7.

DISCUSSION/ACTION ITEMS
a.

FY2019 Mid-Year Budget Amendment – Parks and Recreation* (D. Mekarski) (pgs.
9-20) (Motion pg. 14)
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b.

Review of the Novak Consulting Group’s Organizational Assessment Draft
Implementation Plan and Management Team Priorities and Cost Estimates (D. Mekarski)
(pgs. 21-44)

8.

PROPOSED ITEMS FOR FUTURE WORK SESSION DISCUSSION

9.

ADJOURNMENT

*Roll Call Votes
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STAFF REPORT
PUBLIC HEARING

Item #5a
SUBJECT:

Public Hearing – Notice of Town Manager’s Proposed Fireman’s
Field Service Tax Increase

DATE OF MEETING:

March 26, 2019

STAFF CONTACT:
Elizabeth Krens, Director of Finance
_______________________________________________________________________________________________________
SUMMARY:
Attached is a copy of the ad pertaining to the 2019 Fireman’s Field Service Tax Rate Public
Hearing on March 26, 2019. Although the FY 2020 Town Manager’s Proposed Budget
recommends no change to the prior year 2018 rate of $0.030, a higher rate of $0.035
(difference of ½ cent) was advertised to provide Town Council maximum flexibility during
the budget deliberation process. The budget schedule recommends Town Council adopt
the 2019 property tax rates during the April 9th meeting, to allow staff sufficient time to
prepare and mail 2019 tax bills by May 5th for a June 5th due date.
Attachments:
1. Public Hearing Ad - Notice of Proposed Tax Increase in Fireman’s Field Service Tax
District
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ATTACHMENT 1

PUBLIC HEARING
TOWN OF PURCELLVILLE, VIRGINIA
The Purcellville Town Council will hold a public hearing in the Town Council
Chambers located at 221 S. Nursery Ave., Purcellville, Virginia, on Tuesday, March 26,
2019 at 7:00 p.m., in order to consider the following proposed tax increase:

NOTICE OF PROPOSED TAX INCREASE IN
THE FIREMAN’S FIELD SERVICE TAX
DISTRICT
Pursuant to Sections 15.2-107, 15.2-2400, 58.1-3007, and 58.1-3201 of the Code of
Virginia, the Town of Purcellville hereby gives notice of a proposed tax increase in
the Fireman’s Field Service Tax District.
The purpose of the public hearing is to receive comment on the proposed tax rate for the
Fireman’s Field Service Tax District, for calendar year 2019. All real property located
within the corporate limits of the Town of Purcellville is also located within the
Fireman’s Field Service Tax District. The adopted tax rate for calendar year 2018 was
$.030 per $100 of assessed value. The Town Manager has proposed that Town Council
adopt a maximum tax rate of $.035 per $100 of assessed value for calendar year 2019.
SUMMARY OF FIREMAN’S FIELD SERVICE TAX DISTRICT RATES
Tax Year
Tax Rate per $100 of
assessed value
Assessed Value
of Real Estate

2018
Adopted/Appropriated

2019
Maximum Proposed

$.030

$.035

$1,372,740,460

$1,444,372,920

Increase from 2018
to 2019
$.005 per $100, or
16.67%
5.22%

All members of the public are invited to present their views on this matter at the public
hearing. Hearing assistance is available for meetings in the Town Council Chambers. If
you require any type of reasonable accommodation to participate in this meeting as a
result of a physical, sensory or mental disability, please contact the Town Clerk, Diana
Hays, at 540-338-7421; please provide notice of the accommodation at least three days in
advance of the meeting. The complete ordinance and other information concerning the
proposed tax increase are available for review at the Purcellville Town Hall, located at
221 South Nursery Avenue, Purcellville, Virginia.
David Mekarski
Town Manager

3/1/19 & 3/8/19
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STAFF REPORT
PUBLIC HEARING

Item #5b
SUBJECT:

Public Hearing – Notice of Town Manager’s Proposed Real
Property Tax Increase

DATE OF MEETING:

March 26, 2019

STAFF CONTACT:
Elizabeth Krens, Director of Finance
_______________________________________________________________________________________________________
SUMMARY:
Attached is a copy of the ad pertaining to the 2019 Real Estate Tax Rate Public Hearing on
March 26, 2019. Although the FY 2020 Town Manager’s Proposed Budget recommends no
change to the prior year 2018 rate of $0.22, a higher rate of $0.24 (difference of 2 cents)
was advertised to provide Town Council maximum flexibility during the budget
deliberation process.
Per Code of Virginia, municipalities must advertise a tax rate increase when real property
assessment revaluations exceed 1%. For 2019, Purcellville’s real property assessments
increased by 2.69% resulting in an equalized tax rate of $0.214. The equalized tax rate is
the rate that would levy the same amount of revenue in 2019 as was levied in 2018 for
existing properties. The budget schedule recommends Town Council adopt the 2019
property tax rates during the April 9th meeting, to allow staff sufficient time to prepare and
mail 2019 tax bills by May 5th for a June 5th due date.
Attachments:
1. Public Hearing Ad- Notice of Proposed Real Property Tax Increase
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ATTACHMENT 1

PUBLIC HEARING
TOWN OF PURCELLVILLE, VIRGINIA
The Purcellville Town Council will hold a public hearing in the Town Council
Chambers located at 221 S. Nursery Ave., Purcellville, Virginia, on Tuesday, March 26,
2019 at 7:00 p.m., in order to consider the following proposed real property tax increase:

NOTICE OF PROPOSED REAL PROPERTY
TAX INCREASE
Pursuant to Sections 15.2-107, 58.1-3007, 58.1-3201, and 58.1-3321 of the Code of
Virginia, the Town of Purcellville hereby gives notice of a proposed increase in real
property tax levies.
The purpose of the public hearing is to receive comment on the proposed real estate tax
rate for calendar year 2019. The adopted tax rate for calendar year 2018 was $.22 per
$100 of assessed value. The Town Manager has proposed that Town Council adopt a
maximum tax rate of $.24 per $100 of assessed value for calendar year 2019, which
represents a 9.1 percent increase over the real property tax rate in calendar year 2018.
SUMMARY OF REAL ESTATE PROPERTY TAX RATES
Tax Year
Tax Rate
Assessed Value
of Real Estate

2017
Adopted/Appropriated
$.22

2018
Adopted/Appropriated
$.22

2019
Maximum Proposed
$.24

$1,299,640,030

$1,372,740,460

$1,444,372,920

1.

Assessment Increase: The total assessed value of real property within the
Town of Purcellville for 2019, excluding additional assessments resulting
from new construction or improvements to property, exceeds last year’s total
assessed value of real property by 2.69 percent. (Note: the total assessed value
of real property within the Town for 2019 exceeds last year’s total assessed
value of real property by 5.22 percent, if additional assessments resulting from
new construction or improvements are not excluded.)

2.

Lowered Tax Rate Necessary to Offset Increased Assessment. The tax rate
that would levy the same amount of real estate tax dollars in 2019 as were
levied in 2018 (when multiplied by the new total assessed value of real estate
and with the exclusions mentioned above) would be $.214 per $100 of
assessed value. This rate will be known as the “Lowered Tax Rate.”

3.

Effective Tax Rate Increase: The Town of Purcellville proposes to adopt a tax
rate of $.24 per $100 assessed value. The difference between the Lowered
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Tax Rate and the proposed tax rate is $.026 per $100 of assessed value, or 12
percent. This difference will be known as the “Effective Tax Rate Increase.”
Because the above numbers deal with the aggregate of all real property within
the Town of Purcellville, it is possible that an individual’s real property taxes
may change at a percentage greater than or less than the Effective Tax Rate
Increase.
4.

Proposed Total Budget Increase: Based on the proposed real property tax rate
and changes in other revenues, the total proposed budget of the Town of
Purcellville will exceed last year’s adopted budget by an estimated 4 percent.
A public hearing on the proposed budget for the next fiscal year will be
advertised and held separately from the public hearing that is being advertised
herein for the proposed real property tax increase.

All members of the public are invited to present their views on this matter at the public
hearing. Hearing assistance is available for meetings in the Town Council Chambers. If
you require any type of reasonable accommodation to participate in this meeting as a
result of a physical, sensory or mental disability, please contact the Town Clerk, Diana
Hays, at 540-338-7421; please provide notice of the accommodation at least three days in
advance of the meeting. The complete ordinance and other information concerning the
proposed tax increase are available for review at the Purcellville Town Hall, located at
221 South Nursery Avenue, Purcellville, Virginia.
David Mekarski
Town Manager

3/1/19 & 3/8/19
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STAFF REPORT
ACTION ITEM

Item # 7a
SUBJECT:

FY 2019 Mid-Year Budget Amendment – Parks and Recreation

DATE OF MEETING:

March 26, 2019

STAFF CONTACTS:

David A. Mekarski, Town Manager

SUMMARY and RECOMMENDATIONS:
At the February 26, 2019 Town Council meeting, the proposed transition of the Parks and
Recreation positions from full-time to part-time presented as part of the mid-year budget
amendments, were deferred by Town Council for further discussion to the March 26, 2019
meeting.
As mentioned in the February 26, 2019 staff report, the proposed Budget Amendment
would transition the Parks and Recreation Division Manager and Parks and Recreation
Events Specialist from part-time to full-time status. Without the transition for both
positions, staff will continue to struggle with meeting expectations on the basic level of
service delivery for Parks and Recreation events, activities, tasks and responsibilities. It
will be impossible for the Town to move forward with any proposed enhancements or new
priorities without the transitioning these positions to full-time status. Further, without the
position upgrades we cannot manage the new responsibilities of oversight, coordination
and management of the new SAE and County contracts for operation of the Bush
Tabernacle and Fireman’s Field.
BACKGROUND:
The two part-time employees, who make up the Parks and Recreation Division, are
responsible for all functions related to Town parks and recreation. A small sample of the
core services and responsibilities of the Division Manager and Events Specialist are:
 The development, review and management of the division operating and CIP
budgets.
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Item 7a: FY 2019 Mid-Year Budget Amendment – Parks and Recreation
Town Council Meeting/Worksession
March 26, 2019
Page 2 of 6











Procuring grant funding, management of funding and coordination of associated
actions and activities.
Coordination of trail and open space management.
Review and coordination of Special Event Applications.
Contract management, specifically the Concession Contract for the Management of
the Bush Tabernacle.
Planning, organization and production of special Town activities and signature
events including budget management, marketing, coordination of internal and
external resources and participants, and volunteer recruitment.
Oversight and coordination with the event management company for the
Purcellville Wine and Food Festival.
Management of the Community Garden.
Staff liaison for four robust Town advisory boards including the Parks and
Recreation Advisory Board, Purcellville Arts Council, Tree and Environmental
Sustainability Committee and Train Station Advisory Board. This includes assisting
with projects and initiatives identified, pursued and undertaken by the committees
and boards.

The current demand on the Parks and Recreation Division has already exceeded the
budgeted allocation and with the reassignment of the Music and Arts Festival and
Wine and Food Festival back to the Town from SAE and the management and
oversight of the Contract for the Operation and Management of the Tabernacle, there
is no additional capacity for the employees to take on additional projects or roles.
The Novak Report provided a detailed accounting of the projects, initiatives, events
and functions of the Parks and Recreation Division.
At the February 26 meeting, additional data was requested by Council to further
demonstrate actual staff time associated with the tasks specific to both the Parks and
Recreation Division Manager and the Events Specialist positions. Graphs detailing the time
and task analysis for each are provided under Attachments 1 ‐ 6.
The graphs provided, as Attachment 1 & 4, feature the percent of total time spent by each
position on the core duties at 3 different levels of working hours:
Division Manager
Events Specialist

Budgeted Hours

Current Work Hours

(56 hrs/pay period)

(64 hrs avg/pay period)

(80 hrs/pay period)

Budgeted Hours

Current Work Hours

Estimate at Full-Time

(40 hrs/pay period)

(41.15 hrs avg/pay period)

(80 hrs/pay period)
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Estimate at Full-Time

Item 7a: FY 2019 Mid-Year Budget Amendment – Parks and Recreation
Town Council Meeting/Worksession
March 26, 2019
Page 3 of 6

Attachments 2 & 5 highlight actual time spent on the primary tasks for each position.
Division Manager
The Division Manager conducted a time and task analysis for a fixed period of time,
December 1, 2018 through March 19, 2019. The data highlights the total hours associated
with each set of primary tasks. Over this period, the majority of time was focused on Parks
and Recreation Advisory Board related tasks and projects and events. It is important to
note that the Christmas Holiday events and Christmas Parade took place during this period.
These activities are broken out into percentages of total time in the pie chart provided as
Attachment 3.
During this period, 8% of the Division Manager’s time was spent on grants, including work
on the Virginia Department of Forestry grant, Visit Loudoun grant and the Virginia
Commission on the Arts grant. Additionally, work and planning has begun on the Virginia
Recreation Trails Grant which is expected to be due July 2020. The contractual funding
necessary to help write the proposal for this $240,000 grant is proposed in the FY2020
budget. The proposed project to establish a multi-use trail through the Sue Kane Nature
Preserve will form connections to several existing and planned trails. It will also further
aid in the preservation, restoration and enhancement of one of the Town’s open space/passive
recreational property assets. This directly correlates with the 2018-2020 Strategic
Initiatives to Promote Community & Economic Well-Being. The Division Manager will
work with the contractor and with engineering staff write the grant proposal. Upon award,
the Division Manager will continue to work and coordinate with the Town’s engineering
staff and contractors to ensure all work and deliverables are in compliance with the grant
while handling the majority of the grant management.
The estimate for the task of grant writing and management, at a full‐time status, has
been increased to 12% (Attachment 1). At this level, the Division Manager expects to
allocate a greater amount of time to grant management and the discovery of new grant
opportunities to help enhance current programs and find options to help restore and
preserve the Town’s assets, especially the historic buildings. This includes the barn at
Village Case, the Train Station, and the Fireman’s Field Complex.
The Division Manager is currently working with Engineering and Maintenance staff on the
initiation of facility assessments for the Fireman’s Field complex and the barn at Village
Case. The estimate for the task of facility, park and trail management, at a full‐time
status, has been increased to 10%. Staff is committed to ensuring that these unique and
historic elements of the community are preserved.
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Item 7a: FY 2019 Mid-Year Budget Amendment – Parks and Recreation
Town Council Meeting/Worksession
March 26, 2019
Page 4 of 6

In addition, staff is developing brief work plans associated with goals and initiatives that
have been identified as necessary (Parks, Recreation and Open Space Plan Update) and new
programs and enhancements (ie: Volunteer Recruitment Expansion, Parks & Recreation
Programs, Events Management and Enhancements, Park Improvement Projects and Park
Development Projects) that could be addressed and initiated at the full-time status.
Events Specialist
The Events Specialist also conducted a time and task analysis. This data highlights the total
number of hours, associated each Town event, over a one year period (see Attachment 5).
Over this period, the hours associated with the largest signature events, Music and Arts,
Wine and Food, and the Christmas Events were the most significant. This data is also
broken out in to percentages of total time in the pie chart provided as Attachment 6.
The planning and management of these large signature events, in particular, require more
hours than are currently allocated. The hours noted on the graph detailing the estimates
of staff time, noted as “currently working additional hours,” are a bit misleading
(Attachment 4). While the annual average is 1.5 hours per pay period, the actual bulk of
the extra hours are focused around the time of the events (pre, during and post activities).
The current concessionaire contract is expected to increase the workload for the
Parks and Recreation staff. Under the existing contract, SAE, Inc. is to offer the Town
a minimum of three Special events to be jointly produced. Without a clear anticipated
event plan from SAE, Inc., it is difficult to provide a credible analysis for the time that may
be required in Town staff support. Taking into consideration the hours associated with the
planning and management of current Town events, indicated on the time and task analysis
for the Events Specialist (see Attachment 5), it is reasonable to estimate that there
could be at least 50‐75 hours of staff time associated with each event, depending on
the magnitude and expected scope of support necessary. At the full‐time level, it is
possible to consider potential enhancements to the existing Town events. Examples
may include the addition of orchestral, performing or visual arts events at Fireman’s
Field during off season of County scheduled useage. Additionally, the coordination
with an advertising contractor may be possible at this level.
The ability for staff to take part in training opportunities and certifications are not only
valuable to the employee but also the organization and the community. We are making a
commitment all staff in FY 2020 with a proposed training budget increase to 2% of
departmental salaries. With the increase in hours, Parks and Recreation staff will be able
to take advantage of additional training opportunities. This past January, our Events
Specialist completed the International Festivals & Event Association and National
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Item 7a: FY 2019 Mid-Year Budget Amendment – Parks and Recreation
Town Council Meeting/Worksession
March 26, 2019
Page 5 of 6

Recreation and Park Association’s Event Management School, earning the designation of
Certified Festival and Event Associate (CFEA).
Recommendation 29 of the Novak Report (Attachment 8) identifies this by
recommending “Formalize service level expectations associated with the Town’s parks and
recreation functions.” Additionally, the Report states “Correcting the workload imbalance
currently assigned to Parks and Recreation requires formalizing service level expectations
associated with parks and recreation activities. The Division cannot perform all requested
workload tasks at its current staffing level and it is essential to provide staff with guidance
regarding how to prioritize work to meet Council’s expectations.” “It is likely that establishing
achievable service expectations for parks and recreation functions will require the Town to
eliminate some work currently assigned to the Division.” This recommendation further
specifies, “…if the Town wishes to maintain a high level of service, it should convert
existing Parks and Recreation positions to full‐time.” Additionally, “… converting these
positions to full‐time allows staff to devote more hours to parks and recreation
functions, eliminates liabilities associated with overburdening part‐time positions, and
enables the Town to offer more comprehensive parks and recreation services.”
As discussed at the February 26, 2019 Town Council meeting, the development of a Parks
and Recreation Master Plan will play a critical role in formalizing, defining and detailing
expectations and provide for future planning. At the full-time staffing levels it is possible
for us to consider the development and administration of citizen surveys to garner input
from residents on their expectations and preferences with parks and recreation,
open/green space protection and management, trail enhancements, environmental
sustainability, preservation of Town assets.

BUDGET IMPACT:
I am proposing to use the Town Manager’s contingency operating reserve to fund the
transition of the Parks and Recreation Division Manager and the Parks and
Recreation Events Specialist from part‐time to full‐time status, effective April 1,
2019. The cost of $22,950 is for the remaining three months of FY2019. The future
budget impact is estimated at $94,500 annually and can be absorbed within the
existing Parks and Recreation budget maintaining the events and departmental
expectations at the currently level.
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Item 7a: FY 2019 Mid-Year Budget Amendment – Parks and Recreation
Town Council Meeting/Worksession
March 26, 2019
Page 6 of 6

MOTION(S):
1. I move that the Town Council approve the FY2019 Budget Amendment #19-060F to
fund the transition of the Parks and Recreation Division staff from part-time to fulltime status, in the total amount not to exceed $22,950 for the remainder of the
FY2019 budget year.

ATTACHMENT(S):
1.
2.
3.
4.
5.
6.
7.
8.

Parks and Recreation Division Manager – Task Estimates
Parks and Recreation Division Manager – Time & Task - Hours
Parks and Recreation Division Manager – Time & Task - Percentages
Parks and Recreation Events Specialist – Task Estimates
Parks and Recreation Events Specialist – Time & Task - Hours
Parks and Recreation Events Specialist – Time & Task - Percentages
FY 2019 Budget Amendment - BA #19-060F
Town of Purcellville Organizational Assessment by the Novak Consulting Group –
Parks and Recreation Division, pages 60-66
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ATTACHMENT 1

Staying within
Allocated Hours
(56 hrs/pay
period)

Parks and Recreation Division Manager
Item
Event Management & Coordination
Staff Liaison for 4 Committees & Project Management
Facility, Park and Trail Management
Grant Writing and Management
Budget Management
Bush Tabernacle Contract Management
Volunteer Coordination
Town Certifications & Awards
Training
Special Events Permit Management

15

25%
45%
4%
4%
5%
5%
5%
1%
2%
4%
100%

Currently Working
Estimate at
Additional Hours
Full Time
(64 hrs avg/pay
(80 hrs/pay period)
period)

22%
46%
4%
8%
5%
6%
2%
1%
2%
4%
100%

20%
40%
10%
12%
5%
4%
1%
1%
3%
4%
100%

ATTACHMENT 2

16

ATTACHMENT 3

17

ATTACHMENT 4

Staying within
Allocated Hours
(40 hrs/pay
period)

Events Specialist

Item
Event Management & Coordination
Staff Support for 4 Committee & Project Management
Facility, Park and Trail Management
Budget Management
Volunteer Coordination
Community Outreach
Coordination w/Advertising Contractor (FF)
Training
Special Events Permit Management

97%
1%
1%
0.50%
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0.50%
100%

Currently Working
Estimate at
Additional Hours
Full Time
(41.15 hrs avg/pay
(80 hrs/pay period)
period)

95%
1%
0.50%
1%
1%

0.50%
1%
100%

87%
0.5%
1%
0.5%
1%
6%
1%
2%
1%
100%

ATTACHMENT 5

19

ATTACHMENT 6
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STAFF REPORT
DISCUSSION/INFORMATIONAL

Item #7b
SUBJECT:

Review of the Novak Consulting Group’s Organizational
Assessment Draft Implementation Plan and Management Team
Priorities and Cost Estimates

DATE OF MEETING:

March 26, 2019

STAFF CONTACTS:

David A. Mekarski, Town Manager

ATTACHMENT(S):
1. Novak’s Draft Implementation Plan
2. Organizational Assessment Management Team Priorities and Cost Estimates
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ATTACHMENT 1

Town of Purcellville
Organizational Assessment
Draft Implementation Plan

December 2018
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Town of Purcellville
Implementation Plan

Page 1

TOWN OF PURCELLVILLE: ORGANIZATIONAL ASSESSMENT
DRAFT IMPLEMENTATION PLAN

The Novak Consulting Group has developed this draft Implementation Plan to assist the Town of Purcellville with implementation of the
recommendations outlined in the Town’s Organizational Assessment. The work involved in implementing these recommendations must be
integrated into the other work of the Town, with appropriate assignments of responsibility and with the identification of specific planned
completion dates. The draft Implementation Plan begins that process with guidance around the length of time that might be required to complete
an individual recommendation (e.g., "Time to Accomplish") and with a recommended priority assignment (e.g., “Priority 1‐3”) based on criteria
described below.




Priority 1: Important to accomplish without delay or has significant operational or financial implications.
Priority 2: Second tier of importance to accomplish and/or may involve some complexity or time to complete.
Priority 3: Least urgent to complete and/or may take longer to set up or execute.

To convert this draft to a final Implementation Plan, Town management and staff will need to identify specific target dates. In doing so, staff should
also: (1) modify the described activities for implementing an individual recommendation based on your knowledge of what will be required for
completion; and (2) adjust the assignment of responsibility based on workload or other considerations. Information included in this
Implementation Plan represents The Novak Consulting Group’s recommendations; final decisions about implementation rest with the Town
Manager, Mayor, and Town Council. It is important to note that this document is intended to be a living and evolving management tool. It is
entirely reasonable and expected for the Implementation Plan to change as conditions evolve. Its fundamental purpose is to serve as a
management tool that will help ensure that the initiatives outlined in the plan are implemented in a thoughtful and systematic way.
Project planning is essential to the successful execution of the work ahead. We hope that you find the draft Implementation Plan useful in that
regard. The Novak Consulting Group remains available to consult with you in this process in whatever way we may be helpful.
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Town of Purcellville
Implementation Plan

Rec
#

Page 2

Recommendation

Implementation Steps

Priority1

Time to
Accomplish2

Person(s)
Responsible3

3

6‐12
months

Town Council,
Town
Manager

1

1‐3 months

Town
Manager,
Department
Directors

1

2‐4 months

Town Council,
Town
Manager

Town Council
 Schedule a strategic planning retreat no more than a year after

1.

Regularly update and
revise the Town’s
strategic plan and
priority focus areas.










2.

Develop organizational
and departmental
work plans based on
the Town Council’s
strategic plan.








3.

Establish a formal
protocol for Council

the previous retreat
Conduct strategic planning retreat
Utilize retreat feedback to amend the Town’s strategic plan
Include Council’s priority focus areas in plan document
Distribute revised strategic plan to Town Council and other
stakeholders (staff, community)
Schedule follow‐up strategic planning retreat within 12 months
Schedule meetings between Town Manager and each
Department Director to identify department goals in line with
Town’s strategic plan
Identify work plan initiatives that contribute to each strategic
goal
Estimate relevant timelines and costs for each initiative
Assign a project lead for each initiative
Prioritize initiatives/goals according to Town’s strategic
priorities
Formalize work plan in a written document
Evaluate new requests and initiatives throughout the year
relative to the adopted work plan
Create a new work plan annually

 Schedule a work session with the Council, Town Manager, and

Town Attorney to discuss the role of the Council in relation to

1

Priority 1: Important to accomplish without delay.
Priority 2: Second tier of importance to accomplish and/or may involve some complexity or time to complete.
Priority 3: Least urgent to complete and/or may take longer to set‐up or to execute.
2
Timeframes listed assume undivided attention on implementation and do not take into account existing workload demands.
3
To establish clear accountability, one person should be assigned responsibility for leading the implementation of each recommendation. However, actual
implementation will involve multiple staff, in most instances.
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Rec
#

Page 3

Recommendation

Implementation Steps

and Staff
communication.





4.

Establish a
compensation
philosophy and
conduct a classification
and compensation
study.









5.

6.

Establish formal
policies and
procedures for the
Town’s advisory
boards.

Create alignment
among Town Charter,
Code, and practices.








staff and to develop a protocol for Council‐Staff
communication
Adopt a formal Council policy and communications protocol
Develop and implement procedures describing how staff
should process direct requests from Councilmembers
Revise the Personnel Manual to include these procedures
Schedule a work session with the Council, Town Manager, and
HR Director to develop a compensation philosophy for the
Town
Define the Council’s preferences regarding cost of living
increases, merit pay, starting salary, incentives, etc.
Identify funding for an outside consultant to complete a class
and compensation study
Issue a Request for Proposals (RFP) and evaluate proposals
Select the most appropriate consultant to conduct the study
Complete study
Implement recommendations and adjust Town budgets as
necessary
Compile information on the current status of advisory boards,
including number and type of members, staff liaison, work
plans, etc.
Develop draft policies and procedures for each advisory board,
in consultation with staff liaisons
Present draft policies and procedures to the Council for review
and approval
Adopt formal policies and procedures
Revisit policies and procedures at least every 1‐3 years to
ensure that they continue to meet Town needs
Determine desired course of action
If charter amendment is required, work with the Town
Attorney and outside counsel as needed to draft a proposed
charter amendment
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Priority1

Time to
Accomplish2

Person(s)
Responsible3

2

6‐12
months

Town
Manager, HR
Director

3

3‐6 months

Director of
Administration

2

6‐12
months

Town
Manager,
Town

Town of Purcellville
Implementation Plan

Rec
#

Page 4

Recommendation

Implementation Steps

Priority1

Time to
Accomplish2

1

12‐18
months

 Schedule a public hearing to consider a Town charter

amendment

Person(s)
Responsible3
Attorney,
Town Council

 Pending outcome of the public hearing, adopt an ordinance

supporting the proposed change
 Petition the State Assembly for a charter amendment
 Amend the Town Code to comply with the amended charter
Town Administration
 Discuss proposed performance measurement program with the

Council to get support and direction
 Schedule meetings with the Town Manager and each



7.

Develop and
implement a Town‐
wide performance
measurement
program.












Department Director to develop performance management
goals based on the Town’s goals and the Department’s work
plan
Gather feedback on Town performance through surveys, focus
groups, stakeholder interviews, etc.
Identify other resources available for collective information
Develop criteria for a measure’s effectiveness
Identify workload and outcome measures that will help
demonstrate progress toward performance goals
Develop processes for tracking and reporting performance
measures, including how the data will be collected, who will
collect it, and the frequency of reporting
Establish regular meetings between the Town Manager and
Department Directors to report on progress
Use performance data to evaluate whether any adjustments
should be made to Department workload, processes, capacity,
etc.
Report progress to the Council on a quarterly basis
Gather feedback from stakeholders on a regular basis

26

Town
Manager,
Department
Directors
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Recommendation

Implementation Steps

Priority1

Time to
Accomplish2

Person(s)
Responsible3

2

4‐8 months

Director of
Administration

2

6 months

Director of
Administration

2

6 months

Director of
Administration

1

8‐12
months

Town Attorney

 Coordinate with IT and the Town Manager to identify criteria



8.

Implement a Customer
Relationship
Management (CRM)
system.







9.

Utilize existing staff
capacity to more
efficiently provide
administrative support.





10.

11.

Hire an Administrative
Assistant to support
the Town
Administration
Department.
Modify Town
ordinances to comply
with State law and
identify funding for










for a successful CRM system, including both necessary and
desirable functions and technical specifications
Evaluate existing system options for CRM software, including
Beehive™, Loudoun County’s Lex 311 system, and other
systems, based on these criteria
If existing systems cannot be used, develop a Request for
Proposals (RFP) for an off the shelf system
Budget for system acquisition and implementation
Implement the system and train customer service staff on its
use
Update the Town’s website to feature a customer request
portal and publicize the system in the community.
Identify roles for Office Associates beyond their current scope
of work but within their existing capacity
Determine training needs to prepare Associates to handle this
work
Train Associates on the tools and methods required for this
broader scope of work
Modify the Office Associate job description to broaden the
scope of work
Develop a job description and requirements for the
Administrative Assistant position in conjunction with the Town
Attorney, Town Clerk, and Human Resources
Identify a funding source for the additional position
Advertise for the position and evaluate candidates
Hire an Administrative Assistant
Identify funding sources for an outside consultant to review
Town Ordinances for legal compliance and comprehensiveness
Develop an RFP for a legal consultant and review proposals
Select the most appropriate consultant to conduct the study

27

Town of Purcellville
Implementation Plan

Rec
#

Page 6

Recommendation
contract legal services
to address backlog.

Implementation Steps

Priority1

Time to
Accomplish2

Person(s)
Responsible3

2

6‐8 months

HR Director

2

3‐6 months

HR Director, IT
Director

3

3‐6 months

HR Director, IT
Director

 Develop a schedule for ordinance review, starting with

ordinances with the greatest potential risk to the Town
 Circulate ordinances to relevant Town Departments for review
 Amend ordinances based on advice of outside consultant and

Town subject matter experts
Human Resources
 Schedule a meeting or series of meetings with the Town



12.

Revise and update the
Town’s Personnel
Manual.







13.

14.

Implement the
MUNIS® Human
Resources module.

Purchase the MUNIS
Recruiting® module.







Manager and HR Staff to review the Manual and identify areas
for revision as well as topics that are missing but should be
included
Update the policy manual with direction from the Town
Manager
Present the draft updated policy manual to the Town Council
for review and approval
Distribute the updated Manual to all employees
Require all employees to sign an acknowledgement that they
received the Manual
Incorporate the revised policies into implementation of the
MUNIS HR module
Engage with IT for assistance and direction on implementation
of the module
Work with IT and the vendor to develop an implementation
schedule
Work with IT and the vendor to design and implement
workflows based on the updated Personnel Manual
Implement the Module
Identify and implement necessary staff training on the module
Engage with IT for assistance and direction on pricing and
purchasing of the module; estimate total cost required
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Recommendation

Implementation Steps

Priority1

Time to
Accomplish2

Person(s)
Responsible3

2

1‐2 months

HR Director

2

1‐3 months

HR Director

2

6‐12
months

HR Director

 Identify the source of funding to purchase the Recruiting





15.

Conduct exit interviews
as employees leave the
organization.









16.

Establish an Employee
Recognition Program.





17.

Establish formal
professional
development goals and
an employee training
program.





Module as well as resources for implementation, both in cost
and staff time
Work with IT and the vendor to develop an implementation
schedule
Work with IT and the vendor to design and implement
workflows
Implement the Module and modify recruitment procedures
accordingly
Identify and implement necessary staff training on the module
Develop a standardized list of questions for exit interviews
Schedule exit interviews for all departing staff when feasible
When interviews are not feasible, distribute questions as an
exit survey
Annually collate and report on data to the Town Manager and
Department Heads
Evaluate data to identify opportunities to enhance employee
retention
Develop guidelines for effective employee recognition at the
Department level
Set a budget and identify a funding source for a Department‐
level employee recognition program
Implement an employee recognition program
Identify formal professional development goals and minimum
annual training hours for all Town staff
Identify sources of training for all Town staff, including
Loudoun County and other outside organizations
Modify each Department’s budget to dedicate a line item to
training
Ensure necessary funds are devoted to the training line item in
each Department to achieve training goals
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Recommendation

Implementation Steps

Priority1

Time to
Accomplish2

Person(s)
Responsible3

2

6‐12
months

IT Director

2

1‐3 months

IT Director

1

12 months

Finance
Director

2

12 months

Finance
Director

Information Technology
 Inventory the Department’s existing technology assets,



18.

Expand and formalize
the IT Department’s
technology plan.







19.

Establish a Technology
Advisory Committee.





including both hardware and software
Estimate the total cost of maintaining current assets
Build off of the Town‐wide Strategic Plan to develop strategic
goals for the IT Department as well as initiatives to help
achieve those goals
Estimate total costs for the proposed initiatives, including staff
time
Distribute the draft strategic plan to other Town departments
for review and modify based on feedback
Present the draft plan to the Council for review and direction
Adopt and implement the plan
Update the plan at least every 1‐3 years to reflect changes in
technology, assets, and Town and Department priorities
Formalize the roles and responsibilities of the Committee
Identify staff representatives from across the organization to
serve on the Steering Committee
Determine a meeting schedule for the Committee

Finance
 Identify procedures for creating a base operating budget,

20.

21.

Standardize the budget
instruction and
departmental budget
request process.

Create Capital and IT
Budget Review
Committees.

including factors to be considered
 Develop budget instruction manuals and submittal templates







for Departments
Distribute materials to Department
Schedule budget reviews with the Town Manager and
workshops with the Council
Formalize the roles and responsibilities of the Committees
Identify staff representatives to serve on the Committees
Determine a meeting schedule for the Committees
Determine evaluation criteria for capital and IT budget requests
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Recommendation

Implementation Steps

Priority1

Time to
Accomplish2

Person(s)
Responsible3

2

18 months

Finance
Director, IT
Director

3

12 months

Finance
Director, IT
Director

2

12 months

Finance
Director

6‐12
months

Town
Attorney;
Procurement
Specialist

3‐6 months

Town
Manager,
Finance
Director

 Present the proposed criteria to the Town Manager for review

and approval
 Revise the budget calendar and budget templates to reflect the



22.

Transition from
Cobalt™ to MUNIS™
for payroll.




23.

24.

25.

26.

Implement an updated
time management
system for all
departments.
Create a centralized
contract management,
review, and oversight
process.
Create standard
contract language for
commonly‐used types
of contracts.

Implement a
purchasing card
program.



















role of the review committees
Purchase the MUNIS payroll module
Develop an implementation plan for the system and identify
resource requirements for implementation
Review payroll workflows and modify as necessary to optimize
use of the new module
Implement the system and train both Finance and end user
staff on the module’s use
Evaluate options for a time management software system,
including associated costs
Identify funding available for time management software
Select and implement a time management software system
Select and purchase a contract management system
Complete a centralized, searchable contract database
Complete an inventory of contract renewal periods
When completing future contracts, set renewal dates to help
balance the workload throughout the year
Develop a list of commonly‐used contract types
Create templates for commonly‐used contracts
Develop protocols for when template language can be used
Train staff on the use of templates
Develop a draft Purchasing Card (P‐Card) Policy
Present the draft Policy to the Council for review and approval
Develop a list, approved by the Director of Finance, of staff
who should receive p‐cards
Train staff on p‐card use
Issue p‐cards to the appropriate staff
Review p‐card statements regularly to ensure that they are
used properly
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Recommendation

Implementation Steps

Priority1

Time to
Accomplish2

Person(s)
Responsible3

2

6 months

Finance
Director

2

6‐8 months

Finance
Director,
Public Works
Director

1

2‐4 months

Parks and
Recreation
Director

2

3‐6 months

Parks and
Recreation
Director

 Evaluate options for increasing staff capacity and the

27.

Add full‐time staff
capacity for the
procurement and
budgeting functions.

associated costs
 Select the appropriate option and identify funding
 Work with the HR Director to develop/update job

description(s) as applicable
 Recruit for the position(s) and hire the appropriate staff

28.

Complete an indirect
cost allocation study to
identify the
appropriate level of
Water and Wastewater
Fund revenues to be
transferred to the
General Fund on an
annual basis.

 Identify funding sources for an outside consultant to conduct a






study of chargebacks
Issue an RFP for the consultant and evaluate the responses
Select the most appropriate consultant to conduct the study
Conduct the study and implement recommendations
Evaluate the impact of the recommendation on utility fees
Incorporate the indirect cost allocation into the utility fee
schedule assessment

Parks and Recreation

29.

Formalize service level
expectations
associated with the
Town’s parks and
recreation functions.

 Meet with the Town Council to discuss and identify the




30.

Develop a Parks and
Recreation annual
work plan.






Department’s core services and discuss expectations
Formalize service expectations and use them to inform the
creation of an annual work plan
Evaluate the option of converting part‐time staff to full‐time
positions based on service expectations
Plan and schedule activities that fulfill service‐level
expectations and advance Strategic Plan goals; identify
deadlines and person(s) responsible for each activity
Prioritize work based on whether it is a core service and
whether it advances Town strategic plan goals
Estimate staff time required to complete each task
Develop an annual work plan based on staff capacity
Share work plan with Council and advisory boards
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Recommendation

Implementation Steps

Time to
Accomplish2

Person(s)
Responsible3

1

6‐8 months

Community
Development
Director, IT
Director

2

1 month

Community
Development
Director

2

3‐6 months

Community
Development
Director

2

3‐6 months

Community
Development
Director

Priority1

 Vet additional tasks requested throughout the year based on

staff capacity and the developed criteria
Community Development
 Identify funding available for development review software
 Engage with IT to create an RFP for development review

31.

Invest in development
review software to
enhance data tracking
capabilities.

software and to evaluate responses, including associated costs
 Select and implement a development review software system
 Develop an implementation plan for the system
 Modify Town processes as necessary to optimize the usefulness

of the system
 Train staff on the use of the new system

32.

33.

34.

Restructure Planning
Technician work
schedules to provide
continuous coverage at
the customer service
window.
Issue an RFP for
consulting services to
update the Town’s sign
code and zoning
ordinance.

Develop a
comprehensive
economic
development plan.

 Restructure Planning Technician lunch hours to provide

continuous service
 Review the proposal with staff to address any questions or

concerns
 Implement the updated schedule
 Determine the scope of the code and ordinance review
 Identify funding sources for an outside consultant
 Issue an RFP for an outside consultant and evaluate the







responses
Select the most appropriate consultant to conduct the review
Complete the review and implement changes as necessary
Review existing Town plans, including the Tourism Plan and the
Town’s Strategic Plan
Meet with the Economic Development Advisory Committee
(EDAC) to discuss what aspects of the plan can be completed
in‐house and the need for any third‐party assistance
If necessary, issue an RFP for outside consultant(s) and
evaluate responses
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Recommendation

Implementation Steps

Priority1

Time to
Accomplish2

Person(s)
Responsible3

1

8‐12
months

Public Works
Director

2

8‐12
months

Public Works
Director

2

8‐12
months

Public Works
Director

 Identify resources required for the development plan, including

funding sources and the necessary staff capacity
 Conduct research and analysis on business conditions and the

current economic climate
 Meet with the EDAC to establish economic development
priorities
 Incorporate the priorities into an economic development plan
that aligns with the Town’s Strategic Plan
 Create annual work plans for the EDAC and for Community
Development staff based on the goals identified in the plan
Public Works

35.

36.

Create an asset
management system
and perform regular
inventories of existing
assets.

Conduct regular facility
and asset condition
assessments.

 Develop a list of information to be inventoried for all assets,









37.

Create a Department‐
wide annual work plan.





e.g. age, condition, etc.
Identify appropriate software option for inventorying
information (Beehive, Munis, etc.)
Inventory all of the Department’s existing assets
Develop a schedule for regular asset inventories
Identify whether outside contractors should be used for any
condition assessments
Conduct condition assessments on all assets, including the risk
of failure and the predicted consequences of failure
Develop risk quotients for all assets
Use risk assessments to inform Department work plans and
capital budget requests
Create a master calendar of preventative maintenance
activities necessary to service all assets
Assign tasks on the calendar to specific divisions and staff
Incorporate the asset management program into Department
work plans based on risk and life cycle costs
Prioritize these proactive maintenance requirements before
determining the Department’s capacity for additional work
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Establish service level
expectations for
reactive service
requests and develop a
policy to address
reactive requests.

Page 13

Implementation Steps

Priority1

Time to
Accomplish2

Person(s)
Responsible3

2

2‐4 months

Public Works
Director

2

3‐6 months

Public Works
Director

3

1‐2 months

Public Works
Director

3

2‐4 months

Public Works
Director

3

2‐4 months

Public Works
Director

 Work with the Town Manager to develop an internal policy on

service expectations and prioritizing reactive service requests
 Discuss the internal policy with the Town Council
 Train staff on the internal policy
 Develop a list of key time indicators by division
 Develop expectations for how time will be tracked and logged

39.

Implement
Department‐wide time
tracking.






40.

Retitle the Operations
Inspector/Maintenance
Technician position to

Engineering Inspector.


41.

42.

Contract out mowing
services.

Develop consistent
communications
practices.






in the Department
Implement a system for tracking and logging time (e.g. MUNIS,
Beehive, etc.)
Train staff on the time tracking expectations
Track time and use the data to inform decisions about resource
allocation and service levels
Work with HR to amend the job descriptions of the Operations
Inspector/Maintenance Technicians to fit their roles
appropriately and to retitle the positions to Engineering
Inspector
Meet with Maintenance staff to discuss the change and assure
them that the positions will still be available to assist with
weather events and other needs
Review current mowing data to identify the level of service that
would be required from an outside contractor
Create an RFP describing service expectations; evaluate
responses
Select the most appropriate service provider
Regularly evaluate the contract mowers’ performance to
ensure continued compliance with service expectations
Identify a plan for regular internal communications, including
specific initiatives, their frequency, and a timeline for
implementation
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Recommendation

Implementation Steps

Priority1

Time to
Accomplish2

Person(s)
Responsible3

3

2‐3 months

Public Works
Director

3

4‐6 months

Public Works
Director

2

1‐3 months

Public Works
Director

2

1‐2 months

Public Works
Director

 Identify resources required, including staff capacity and any

funding, to implement the plan
 Implement the plan
 Develop a new plan annually to ensure continued focus on

consistent communication

43.

44.

Evaluate the impact of
proposed CIP projects
involving new facilities,
streets, and utilities
infrastructure prior to
construction.
Prioritize automation
and energy efficiency
when implementing
CIP projects.

 Collaborate with the Capital Review Committee to conduct

impact studies of every proposed CIP project
 Amend the proposed CIP as necessary based on the impact of






45.

Use an aerial work
platform for tasks
performed at
elevation.








46.

Purchase a two‐post
lift for safer and more
efficient fleet
maintenance.






potential projects on other Town services
Use the impact analyses to ensure that the Town has the
appropriate funding in place to support CIP projects
Identify opportunities to invest in technology and
infrastructure to help reduce future costs
Prioritize proposed CIP projects by their ability to help reduce
future costs
Engage with potential users of the platform to develop the
minimum necessary specifications
Research and evaluate available items that meet minimum
specifications
Evaluate options for procurement of an aerial work platform,
including purchasing a platform outright, renting one as‐
needed, and sharing with another municipality.
Identify funds for the purchase/rental/use of a platform
Select the best item at the most acceptable cost
Train staff in the use of the aerial platform
Engage with potential users of the platform to develop the
minimum necessary specifications
Research and evaluate available items that meet minimum
specifications, including the cost of each option
Identify funds for the purchase a lift
Select the best item at the most acceptable cost.
Train staff in the use of the lift
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Recommendation

Implementation Steps

Priority1

Time to
Accomplish2

Person(s)
Responsible3

1

6‐12
months

Public Works
Director

1

3‐6 months

Public Works
Director

 Work with Town Administration to identify the scope and

47.

Conduct a utility rate
study and move
toward a simplified
rate structure.










48.

Conduct a new
propagation study to
understand the cost
and feasibility of
increasing Advanced
Metering
Infrastructure (AMI)
coverage.








purpose of the study, including the questions the Town wants
answered
Identify a funding source to engage an outside consultant
Develop an RFP for a utility rate study based on these
specifications and evaluate responses
Select the most appropriate consultant to conduct the study
Conduct the study, including an evaluation of options to
simplify the rate tier structure
Develop a plan to engage with users about the study’s
preliminary recommendations
Implement recommended changes as applicable
Amend Town budgets as applicable
Work with Town Administration to identify the scope and
purpose of the study, including the questions the Town wants
answered
Identify a funding source to engage an outside consultant to
conduct a propagation study
Engage with Neptune to conduct the study
Develop an RFP for a propagation study and evaluate responses
Conduct the study and evaluate the options identified
Develop a plan for future AMI coverage
Work with Neptune to implement a patch to integrate AMI and
Automatic Meter Reading infrastructure and on a customer
interface to allow users to access AMI data
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ATTACHMENT 2
NOVAK Projection
Rec #

1

2

3

4

5

6

Dept.

Town
Council

Town
Council

Town
Council

Town
Council

Town
Council

Town
Council

Time to
Priority
[1]
Accomplish[2]

Town of Purcellville Projection

Person(s)
Responsible[3]

Total Cost

Direct Cost

Personnel
Cost

6‐12 months

Town
Council, Town
Manager

$26,511

15,000

11,511

2021

1

1‐3 months

Town
Manager, Departm
ent Directors

$14,416

0

14,416

2021

Mgt Team & Div heads: 2 days
with PHC; 1 day with TC

Establish a formal protocol for
Council and Staff communication.

• Schedule a work session with the Council, Town Manager, and Town Attorney to discuss the
role of the Council in relation to staff and to develop a protocol for Council‐Staff
communication
• Adopt a formal Council policy and communications protocol
• Develop and implement procedures describing how staff should process direct requests
from Councilmembers
• Revise the Personnel Manual to include these procedures

1

2‐4 months

Town Council,
Town Manager

$980

0

980

2020

Deploy Spiceworks? Other?

Establish a compensation
philosophy and conduct a
classification and compensation
study.

• Schedule a work session with the Council, Town Manager, and HR Director to develop a
compensation philosophy for the Town
• Define the Council’s preferences regarding cost of living increases, merit pay, starting salary,
incentives, etc.
• Identify funding for an outside consultant to complete a class and compensation study
• Issue a Request for Proposals (RFP) and evaluate proposals
• Select the most appropriate consultant to conduct the study
• Complete study
• Implement recommendations and adjust Town budgets as necessary

2

6‐12 months

Town Manager, HR
Director

$32,820

25,000

7,820

2020‐2022

Establish formal policies and
procedures for the Town’s
advisory boards.

• Compile information on the current status of advisory boards, including number and type of
members, staff liaison, work plans, etc.
• Develop draft policies and procedures for each advisory board, in consultation with staff
liaisons
• Present draft policies and procedures to the Council for review and approval
• Adopt formal policies and procedures
• Revisit policies and procedures at least every 1‐3 years to ensure that they continue to meet
Town needs

3

3‐6 months

Director of
Administration

$20,613

0

20,613

2020

Create alignment among Town
Charter, Code, and practices.

• Determine desired course of action
• If charter amendment is required, work with the Town Attorney and outside counsel as
needed to draft a proposed charter amendment
• Schedule a public hearing to consider a Town charter amendment
• Pending outcome of the public hearing, adopt an ordinance supporting the proposed change
• Petition the State Assembly for a charter amendment
• Amend the Town Code to comply with the amended charter

2

6‐12 months

Town Manager,
Town Attorney,
Town Council

$12,926

12,926

2020

Recommendation

Implementation Steps

Regularly update and revise the
Town’s strategic plan and priority
focus areas.

• Schedule a strategic planning retreat no more than a year after the previous retreat
• Conduct strategic planning retreat
• Utilize retreat feedback to amend the Town’s strategic plan
• Include Council’s priority focus areas in plan document
• Distribute revised strategic plan to Town Council and other stakeholders (staff, community)
• Schedule follow‐up strategic planning retreat within 12 months

3

Develop organizational and
departmental work plans based
on the Town Council’s strategic
plan.

• Schedule meetings between Town Manager and each Department Director to identify
department goals in line with Town’s strategic plan
• Identify work plan initiatives that contribute to each strategic goal
• Estimate relevant timelines and costs for each initiative
• Assign a project lead for each initiative
• Prioritize initiatives/goals according to Town’s strategic priorities
• Formalize work plan in a written document
• Evaluate new requests and initiatives throughout the year relative to the adopted work plan
• Create a new work plan annually

Admin Department Work Plan

7

Admin

Develop and implement a Town‐
wide performance measurement
program.

Priority

1

FY Target Date

FY19 $

FY20 $

FY21 $

FY22 $

FY23 $

FY24 $

FY25 $

Consultants; Mekarski &
Hankins prep & pres

15,000.00

15,000.00

Description

employee position
questionnaire

10,000.00

1
• Discuss proposed performance measurement program with the Council to get support and
direction
• Schedule meetings with the Town Manager and each Department Director to develop
performance management goals based on the Town’s goals and the Department’s work plan
• Gather feedback on Town performance through surveys, focus groups, stakeholder
interviews, etc.
• Identify other resources available for collective information
• Develop criteria for a measure’s effectiveness
• Identify workload and outcome measures that will help demonstrate progress toward
performance goals
• Develop processes for tracking and reporting performance measures, including how the
data will be collected, who will collect it, and the frequency of reporting
• Establish regular meetings between the Town Manager and Department Directors to report
on progress
• Use performance data to evaluate whether any adjustments should be made to Department
workload, processes, capacity, etc.
• Report progress to the Council on a quarterly basis
• Gather feedback from stakeholders on a regular basis

1

12‐18 months

Town Manager,
Department
Directors

$272,992

100,000

39

172,992

50,000.00

50,000.00

Add to Class & Comp Study
(Springsted)

1

NOVAK Projection
Rec #

8

9

10

11

Dept.

Person(s)
Responsible[3]

Total Cost

Direct Cost

Personnel
Cost

4‐8 months

Director of
Administration

$35,724

30,000

5,724

2021

2

6 months

Director of
Administration

$4,240

4,240

2020

NA; additional resource
unavailable

2

6 months

Director of
Administration

$3,040

3,040

2019

New Hire for clerk pos 60k/yr

1

8‐12 months

Town Attorney

$200,000

Recommendation

Implementation Steps

Admin

Implement a Customer
Relationship Management (CRM)
system.

• Coordinate with IT and the Town Manager to identify criteria for a successful CRM system,
including both necessary and desirable functions and technical specifications
• Evaluate existing system options for CRM software, including Beehive™, Loudoun County’s
Lex 311 system, and other systems, based on these criteria
• If existing systems cannot be used, develop a Request for Proposals (RFP) for an off the shelf
system
• Budget for system acquisition and implementation
• Implement the system and train customer service staff on its use
• Update the Town’s website to feature a customer request portal and publicize the system in
the community.

2

Admin

Utilize existing staff capacity to
more efficiently provide
administrative support.

• Identify roles for Office Associates beyond their current scope of work but within their
existing capacity
• Determine training needs to prepare Associates to handle this work
• Train Associates on the tools and methods required for this broader scope of work
• Modify the Office Associate job description to broaden the scope of work

Admin

Hire an Administrative Assistant
to support the Town
Administration Department.

• Develop a job description and requirements for the Administrative Assistant position in
conjunction with the Town Attorney, Town Clerk, and Human Resources
• Identify a funding source for the additional position
• Advertise for the position and evaluate candidates
• Hire an Administrative Assistant

Admin

• Identify funding sources for an outside consultant to review Town Ordinances for legal
compliance and comprehensiveness
Modify Town ordinances to
• Develop an RFP for a legal consultant and review proposals
comply with State law and identify • Select the most appropriate consultant to conduct the study
funding for contract legal services • Develop a schedule for ordinance review, starting with ordinances with the greatest
to address backlog.
potential risk to the Town
• Circulate ordinances to relevant Town Departments for review
• Amend ordinances based on advice of outside consultant and Town subject matter experts

HR

Department Work Plan

12

HR

Revise and update the Town’s
Personnel Manual.

13

HR

Implement the MUNIS® Human
Resources module.

50,000

Priority

1

150,000

FY Target Date

FY19 $

FY20 $

FY21 $

30,000.00

2020‐2021

25,000.00

25,000.00

FY22 $

FY23 $

FY24 $

FY25 $

Description

? Munis EnerGov bundle with
Cdev; see linkin Cdev;
smartphone app.? Granicus?
Beehive?

Consultants; Hankins

1
• Schedule a meeting or series of meetings with the Town Manager and HR Staff to review the
Manual and identify areas for revision as well as topics that are missing but should be
included
• Update the policy manual with direction from the Town Manager
• Present the draft updated policy manual to the Town Council for review and approval
• Distribute the updated Manual to all employees
• Require all employees to sign an acknowledgement that they received the Manual
• Incorporate the revised policies into implementation of the MUNIS HR module
• Engage with IT for assistance and direction on implementation of the module
• Work with IT and the vendor to develop an implementation schedule
• Work with IT and the vendor to design and implement workflows based on the updated
Personnel Manual
• Implement the Module
• Identify and implement necessary staff training on the module

HR

Purchase the MUNIS Recruiting®
module.

• Engage with IT for assistance and direction on pricing and purchasing of the module;
estimate total cost required
• Identify the source of funding to purchase the Recruiting Module as well as resources for
implementation, both in cost and staff time
• Work with IT and the vendor to develop an implementation schedule
• Work with IT and the vendor to design and implement workflows
• Implement the Module and modify recruitment procedures accordingly
• Identify and implement necessary staff training on the module

15

HR

Conduct exit interviews as
employees leave the organization.

• Develop a standardized list of questions for exit interviews
• Schedule exit interviews for all departing staff when feasible
• When interviews are not feasible, distribute questions as an exit survey
• Annually collate and report on data to the Town Manager and Department Heads
• Evaluate data to identify opportunities to enhance employee retention

16

HR

Establish an Employee
Recognition Program.

17

HR

Establish formal professional
development goals and an
employee training program.

14

Time to
Priority
[1]
Accomplish[2]

Town of Purcellville Projection

• Develop guidelines for effective employee recognition at the Department level
• Set a budget and identify a funding source for a Department‐level employee recognition
program
• Implement an employee recognition program
• Identify formal professional development goals and minimum annual training hours for all
Town staff
• Identify sources of training for all Town staff, including Loudoun County and other outside
organizations
• Modify each Department’s budget to dedicate a line item to training
• Ensure necessary funds are devoted to the training line item in each Department to achieve
training goals

2

6‐8 months

HR Director

$19,440

8,000

11,440

2020

8,000.00

2

3‐6 months

HR Director, IT
Director

$74,025

24,025

50,000

2020

24,025.00

Rauch, Smith implementation

3

3‐6 months

HR Director, IT
Director

$9,000

5,000

4,000

2020

5,000.00

Munis; Rauch; Smith/HR
implementation

2

1‐2 months

HR Director

$1,430

1,430

ongoing

2

1‐3 months

HR Director

$13,400

5,000

ongoing

8,400.00

Spot bonus

2

6‐12 months

HR Director

$105,000

105,000

2020‐2026

8,400

40

2% salary

2

NOVAK Projection
Rec #

Dept.
IT

Recommendation

Implementation Steps

Time to
Priority
[1]
Accomplish[2]

Person(s)
Responsible[3]

Town of Purcellville Projection
Total Cost

Direct Cost

Personnel
Cost

18

IT

19

IT

Establish a Technology Advisory
Committee.

• Inventory the Department’s existing technology assets, including both hardware and
software
• Estimate the total cost of maintaining current assets
• Build off of the Town‐wide Strategic Plan to develop strategic goals for the IT Department as
well as initiatives to help achieve those goals
• Estimate total costs for the proposed initiatives, including staff time
• Distribute the draft strategic plan to other Town departments for review and modify based
on feedback
• Present the draft plan to the Council for review and direction
• Adopt and implement the plan
• Update the plan at least every 1‐3 years to reflect changes in technology, assets, and Town
and Department priorities
• Formalize the roles and responsibilities of the Committee
• Identify staff representatives from across the organization to serve on the Steering
Committee
• Determine a meeting schedule for the Committee

2

6‐12 months

IT Director

$64,800

64,800

2

1‐3 months

IT Director

$4,192

4,192

Standardize the budget
Finance instruction and departmental
budget request process.

21 (a) Finance

PW

21 (b) Finance

Create Capital Budget Review
Committees.

• Identify procedures for creating a base operating budget, including factors to be considered
• Develop budget instruction manuals and submittal templates for Departments
• Distribute materials to Department
• Schedule budget reviews with the Town Manager and workshops with the Council

1

12 months

Finance Director

$42,000

• Formalize the roles and responsibilities of the Committees
• Identify staff representatives to serve on the Committees
• Determine a meeting schedule for the Committees
• Determine evaluation criteria for capital and IT budget requests
• Present the proposed criteria to the Town Manager for review and approval
• Revise the budget calendar and budget templates to reflect the role of the review
committees

2

12 months

Finance Director

$17,579

$40,179

Cap Budget Committee

Create IT Budget Review
Committees.

Transition from Cobalt™ to
MUNIS™ for payroll.

• Formalize the roles and responsibilities of the Committees
• Identify staff representatives to serve on the Committees
• Determine a meeting schedule for the Committees
• Determine evaluation criteria for capital and IT budget requests
• Present the proposed criteria to the Town Manager for review and approval
• Revise the budget calendar and budget templates to reflect the role of the review
committees
• Purchase the MUNIS payroll module
• Develop an implementation plan for the system and identify resource requirements for
implementation
• Review payroll workflows and modify as necessary to optimize use of the new module
• Implement the system and train both Finance and end user staff on the module’s use

22

Finance

23

Implement an updated time
Finance management system for all
departments.

• Evaluate options for a time management software system, including associated costs
• Identify funding available for time management software
• Select and implement a time management software system

24

Create a centralized contract
Finance management, review, and
oversight process.

• Select and purchase a contract management system
• Complete a centralized, searchable contract database
• Complete an inventory of contract renewal periods
• When completing future contracts, set renewal dates to help balance the workload
throughout the year

25

• Develop a list of commonly‐used contract types
Create standard contract language
• Create templates for commonly‐used contracts
Finance for commonly‐used types of
• Develop protocols for when template language can be used
contracts.
• Train staff on the use of templates

FY25 $

Description

$10,800/yr each year; hrs
dependent on departmental
needs and future projects,
monthly/quarterly IT meetings
with Depts.

2

12 months

Finance Director

$3,558

2

18 months

Finance Director, IT
Director

$74,000

3

12 months

Finance Director, IT
Director

$78,000

$6.000/year for each year;
FY2020 if Fiscal Analyst
position is approved

7

2020

12,000.00

Munis project mgt; software
implemenation; budget
process manual; cash flow,
debt mgt

17,374

22,805

2020

17,374.00

Includes MUNIS project
software and staff
implementation costs

3,558

6

2022

24,000

50,000

4

2020

40,000

38,000

9

2021+

3

6‐12 months

Town Attorney,
Procurement
Specialist

$4,423

4,423

• Develop a draft Purchasing Card (P‐Card) Policy
• Present the draft Policy to the Council for review and approval
• Develop a list, approved by the Director of Finance, of staff who should receive p‐cards
• Train staff on p‐card use
• Issue p‐cards to the appropriate staff
• Review p‐card statements regularly to ensure that they are used properly

2

3‐6 months

Town Manager,
Finance Director

$13,000

13,000

Add full‐time staff capacity for the
27 (a) Finance
budgeting functions.

• Evaluate options for increasing staff capacity and the associated costs
• Select the appropriate option and identify funding
• Work with the HR Director to develop/update job description(s) as applicable
• Recruit for the position(s) and hire the appropriate staff

2

6 months

Finance Director

$72,950

72,950

Add full‐time staff capacity for the
procurement functions.

• Evaluate options for increasing staff capacity and the associated costs
• Select the appropriate option and identify funding
• Work with the HR Director to develop/update job description(s) as applicable
• Recruit for the position(s) and hire the appropriate staff

2

6 months

Finance Director

$114,400

114,400

• Identify funding sources for an outside consultant to conduct a study of chargebacks
• Issue an RFP for the consultant and evaluate the responses
• Select the most appropriate consultant to conduct the study
• Conduct the study and implement recommendations
• Evaluate the impact of the recommendation on utility fees
• Incorporate the indirect cost allocation into the utility fee schedule assessment

2

6‐8 months

Finance Director,
Public Works
Director

$8,600

28

FY24 $

5,579

4,276

Complete an indirect cost
allocation study to identify the
appropriate level of Water and
Finance
Wastewater Fund revenues to be
transferred to the General Fund
on an annual basis.

FY23 $

12,000

$4,276

27 (b) Finance

FY22 $

2019

Finance Director

Implement a purchasing card
program.

FY21 $

8

12 months

Finance

FY20 $

42,000

2

26

FY19 $

1

Finance Department Work Plan

20

FY Target Date

1

Department Work Plan

Expand and formalize the IT
Department’s technology plan.

Priority

3,500

41

5,100

Finance to work with IT &
budget process manual

24,000.00

MUNIS implementation

40,000.00

MUNIS software plus staff
implementation time

2022

FY21 or after FT procurement
staff is approved; Civics Plus
implementation;Team is
reviewing options; unlikely
procurement staff can manage
until position is FT

2021+

FY21 or later ‐ Need additional
Proc staff time & Town
Attorney

3

Sept.
2019/2020

TC must approve policy;
contract, process doc, system
set‐up, ee training

1

2020

FT salary est; reduce PT hrs;
needed to achieve #20 & 21

2021+

FT salary est; FT/PT options

5

2

2019

3,500.00

May 2019; Stantec task

3

NOVAK Projection
Rec #

29

30

Dept.

Recommendation

Implementation Steps

Time to
Priority
[1]
Accomplish[2]

Person(s)
Responsible[3]

Town of Purcellville Projection
Total Cost

PR

Department Work Plan

PR

Formalize service level
expectations associated with the
Town’s parks and recreation
functions.

• Meet with the Town Council to discuss and identify the Department’s core services and
discuss expectations
• Formalize service expectations and use them to inform the creation of an annual work plan
• Evaluate the option of converting part‐time staff to full‐time positions based on service
expectations

1

2‐4 months

Parks and
Recreation Director

$92,000

PR

Develop a Parks and Recreation
annual work plan.

• Plan and schedule activities that fulfill service‐level expectations and advance Strategic Plan
goals; identify deadlines and person(s) responsible for each activity
• Prioritize work based on whether it is a core service and whether it advances Town strategic
plan goals
• Estimate staff time required to complete each task
• Develop an annual work plan based on staff capacity
• Share work plan with Council and advisory boards
• Vet additional tasks requested throughout the year based on staff capacity and the
developed criteria

2

3‐6 months

Parks and
Recreation Director

$3,820

CD

Department Work Plan

Direct Cost

Personnel
Cost

Priority

FY Target Date

92,000

Community
Development
Director, IT Director

$55,000

50,000

5,000

2

2021

31 (b) CD

Invest in development review
software to enhance data tracking
capabilities.

• Identify funding available for development review software
• Engage with IT to create an RFP for development review software and to evaluate
responses, including associated costs
• Select and implement a development review software system
• Develop an implementation plan for the system
• Modify Town processes as necessary to optimize the usefulness of the system
• Train staff on the use of the new system

1

6‐8 months

Community
Development
Director, IT Director

$55,554

50,000

5,554

2

2022

32 (a) CD

Restructure Planning Technician
work schedules to provide
continuous coverage at the
customer service window.

• Restructure Planning Technician lunch hours to provide continuous service
• Review the proposal with staff to address any questions or concerns
• Implement the updated schedule

2

1 month

Community
Development
Director

$0

0

0

1

2019

33 (a) CD

Issue an RFP for consulting
services to update the Town’s sign
code

• Determine the scope of the code and ordinance review
• Identify funding sources for an outside consultant
• Issue an RFP for an outside consultant and evaluate the responses
• Select the most appropriate consultant to conduct the review
• Complete the review and implement changes as necessary

2

3‐6 months

Community
Development
Director

$72,634

45,000

27,634

2

2021

33 (b) CD

Issue an RFP for consulting
services to update the Town’s
zoning ordinance.

• Determine the scope of the code and ordinance review
• Identify funding sources for an outside consultant
• Issue an RFP for an outside consultant and evaluate the responses
• Select the most appropriate consultant to conduct the review
• Complete the review and implement changes as necessary

2

3‐6 months

Community
Development
Director

$281,000

120,000

161,000

2

2020

Transportation Plan

Issue RFP and complete Transportation Plan

2

3‐6 months

Community
Development
Director

$366,536

350,000

16,536

1

2023

Develop a comprehensive
economic development plan.

• Review existing Town plans, including the Tourism Plan and the Town’s Strategic Plan
• Meet with the Economic Development Advisory Committee (EDAC) to discuss what aspects
of the plan can be completed in‐house and the need for any third‐party assistance
• If necessary, issue an RFP for outside consultant(s) and evaluate responses
• Identify resources required for the development plan, including funding sources and the
necessary staff capacity
• Conduct research and analysis on business conditions and the current economic climate
• Meet with the EDAC to establish economic development priorities
• Incorporate the priorities into an economic development plan that aligns with the Town’s
Strategic Plan
• Create annual work plans for the EDAC and for Community Development staff based on the
goals identified in the plan

2

3‐6 months

Community
Development
Director

$75,000

50,000

25,000

4

2024

35

36

FY23 $

FY24 $

FY25 $

Description

1

6‐8 months

34 (a) CD

FY22 $

3,820

1

CD

FY21 $

92,000.00

Invest in development review
software to enhance data tracking
capabilities.

33
(c)

FY20 $

1

• Identify funding available for development review software
• Engage with IT to create an RFP for development review software and to evaluate
responses, including associated costs
• Select and implement a development review software system
• Develop an implementation plan for the system
• Modify Town processes as necessary to optimize the usefulness of the system
• Train staff on the use of the new system

31 (a) CD

FY19 $

PW

Department Work Plan

PW

Create an asset management
system and perform regular
inventories of existing assets.

• Develop a list of information to be inventoried for all assets, e.g. age, condition, etc.
• Identify appropriate software option for inventorying information (Beehive, Munis, etc.)
• Inventory all of the Department’s existing assets
• Develop a schedule for regular asset inventories

1

8‐12 months

Public Works
Director

$5,512

PW

Conduct regular facility and asset
condition assessments.

• Identify whether outside contractors should be used for any condition assessments
• Conduct condition assessments on all assets, including the risk of failure and the predicted
consequences of failure
• Develop risk quotients for all assets
• Use risk assessments to inform Department work plans and capital budget requests

2

8‐12 months

Public Works
Director

$338,160

50,000.00

50,000.00

Open CD window at 8:30 ‐
close at 4:30

July 1, 2020; Start with
RFP/scope

45,000.00

60,000.00

60,000.00

175,000.00

175,000.00

50,000.00

Develop scope

1

5,512

300,000

42

38,160

2020

na

2021

60,000.00

60,000.00

60,000.00

60,000.00

60,000.00

Per year, each year; Jan/Feb
2021; We are exploring ways
to address this issue.

4

NOVAK Projection
Rec #

Dept.

Time to
Priority
[1]
Accomplish[2]

Recommendation

Implementation Steps

2

2

Town of Purcellville Projection

Person(s)
Responsible[3]

Total Cost

Direct Cost

Personnel
Cost

Priority

FY Target Date

8‐12 months

Public Works
Director

$32,792

25,000

7,792

1

2020

25,000.00

2‐4 months

Public Works
Director

$54,000

45,000

9,000

1

2020

7,500.00

FY19 $

FY20 $

FY21 $

FY22 $

FY23 $

FY24 $

FY25 $

Description

37

PW

Create a Department‐wide annual
work plan.

• Create a master calendar of preventative maintenance activities necessary to service all
assets
• Assign tasks on the calendar to specific divisions and staff
• Incorporate the asset management program into Department work plans based on risk and
life cycle costs
• Prioritize these proactive maintenance requirements before determining the Department’s
capacity for additional work

38

PW

Establish service level
expectations for reactive service
requests and develop a policy to
address reactive requests.

• Work with the Town Manager to develop an internal policy on service expectations and
prioritizing reactive service requests
• Discuss the internal policy with the Town Council
• Train staff on the internal policy

PW

• Develop a list of key time indicators by division
• Develop expectations for how time will be tracked and logged in the Department
Implement Department‐wide time
• Implement a system for tracking and logging time (e.g. MUNIS, Beehive, etc.)
tracking.
• Train staff on the time tracking expectations
• Track time and use the data to inform decisions about resource allocation and service levels

2

3‐6 months

Public Works
Director

$0

na

na

1

2020

0.00

Currently using work orders in
Bee‐hive to track employee
hours. Waste Water
department and Engineering
will be added to software by
July 1 2019.

PW

Retitle the Operations
Inspector/Maintenance
Technician position to Engineering
Inspector.

• Work with HR to amend the job descriptions of the Operations Inspector/Maintenance
Technicians to fit their roles appropriately and to retitle the positions to Engineering Inspector
• Meet with Maintenance staff to discuss the change and assure them that the positions will
still be available to assist with weather events and other needs

3

1‐2 months

Public Works
Director

$0

na

0

1

2020

0.00

No cost

Contract out mowing services.

• Review current mowing data to identify the level of service that would be required from an
outside contractor
• Create an RFP describing service expectations; evaluate responses
• Select the most appropriate service provider
• Regularly evaluate the contract mowers’ performance to ensure continued compliance with
service expectations

3

2‐4 months

Public Works
Director

$602,140

600,000

2,140

2

2021

100,000.00

PW

Develop consistent
communications practices.

• Identify a plan for regular internal communications, including specific initiatives, their
frequency, and a timeline for implementation
• Identify resources required, including staff capacity and any funding, to implement the plan
• Implement the plan
• Develop a new plan annually to ensure continued focus on consistent communication

3

2‐4 months

Public Works
Director

$9,048

na

9,048

1

2020

PW

Evaluate the impact of proposed
CIP projects involving new
facilities, streets, and utilities
infrastructure prior to
construction.

• Collaborate with the Capital Review Committee to conduct impact studies of every proposed
CIP project
• Amend the proposed CIP as necessary based on the impact of potential projects on other
Town services
• Use the impact analyses to ensure that the Town has the appropriate funding in place to
support CIP projects

3

2‐3 months

Public Works
Director

$38,160

na

38,160

1

2019

PW

Prioritize automation and energy
efficiency when implementing CIP
projects.

39

40

41

42

43

44

PW

45

PW

Use an aerial work platform for
tasks performed at elevation.

46

PW

Purchase a two‐post lift for safer
and more efficient fleet
maintenance.

47

PW

Conduct a utility rate study and
move toward a simplified rate
structure.

• Identify opportunities to invest in technology and infrastructure to help reduce future costs
• Prioritize proposed CIP projects by their ability to help reduce future costs

• Engage with potential users of the platform to develop the minimum necessary
specifications
• Research and evaluate available items that meet minimum specifications
• Evaluate options for procurement of an aerial work platform, including purchasing a
platform outright, renting one as‐needed, and sharing with another municipality.
• Identify funds for the purchase/rental/use of a platform
• Select the best item at the most acceptable cost
• Train staff in the use of the aerial platform
• Engage with potential users of the platform to develop the minimum necessary
specifications
• Research and evaluate available items that meet minimum specifications, including the cost
of each option
• Identify funds for the purchase a lift
• Select the best item at the most acceptable cost.
• Train staff in the use of the lift
• Work with Town Administration to identify the scope and purpose of the study, including
the questions the Town wants answered
• Identify a funding source to engage an outside consultant
• Develop an RFP for a utility rate study based on these specifications and evaluate responses
• Select the most appropriate consultant to conduct the study
• Conduct the study, including an evaluation of options to simplify the rate tier structure
• Develop a plan to engage with users about the study’s preliminary recommendations
• Implement recommended changes as applicable
• Amend Town budgets as applicable

3

4‐6 months

Public Works
Director

$3,716

1,000

2,716

2

2

1‐3 months

Public Works
Director

$0

0

0

na

2

1‐2 months

Public Works
Director

$22,453

20,000

2,453

1

2020

1

6‐12 months

Public Works
Director

$109,680

80,000

29,680

1

2019

43

Jan. 2020/Department wide
beehive work order system for
short and long range planning.

7,500.00

100,000.00

7,500.00

100,000.00

7,500.00

100,000.00

7,500.00

100,000.00

7,500.00

100,000.00

Each year; Department wide
beehive work order system for
short and long range planning.

Each year; extend contract
services Buster, Jason, John 16
hours each

Hold monthly staff meetings
and do monthly meetings at
each department facility.

0.00

It's already being done.

2021

1,000.00

Looking into the Munis project
tracking module along with
Mircosoft project software.
(will need at least 3 days of
training of 3 staff members)

Rental; Not pursuing a bucket
truck at this time.

40,000.00

20,000.00

Proposing a new post lift in the
2020 budget.

40,000.00

Stantec contract

5

NOVAK Projection
Rec #

48

Dept.

PW

Recommendation

Conduct a new propagation study
to understand the cost and
feasibility of increasing Advanced
Metering Infrastructure (AMI)
coverage.

Implementation Steps
• Work with Town Administration to identify the scope and purpose of the study, including
the questions the Town wants answered
• Identify a funding source to engage an outside consultant to conduct a propagation study
• Engage with Neptune to conduct the study
• Develop an RFP for a propagation study and evaluate responses
• Conduct the study and evaluate the options identified
• Develop a plan for future AMI coverage
• Work with Neptune to implement a patch to integrate AMI and Automatic Meter Reading
infrastructure and on a customer interface to allow users to access AMI data

Time to
Priority
[1]
Accomplish[2]

1

3‐6 months

Town of Purcellville Projection

Person(s)
Responsible[3]

Total Cost

Direct Cost

Personnel
Cost

Priority

FY Target Date

FY19 $

FY20 $

Public Works
Director

$162,844

150,000

12,844

1

2019/2020

75,000.00

75,000.00

$ 3,768,562.11

$ 2,340,299.00

$ 1,428,263.11

44

FY21 $

FY22 $

$ 133,500.00 $ 553,299.00 $ 433,500.00 $ 392,500.00

FY23 $

FY24 $

FY25 $

Description

system upgrades for up to the
minute reads (antenna,
registers, meter lid upgrades)

$ 342,500.00

$ 267,500.00

$ 217,500.00 $

2,340,299.00

6

