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RESOLUTION NO. 08-56     INTRODUCED BY: 
 
        Councilperson Hoffman  
 
        Councilperson Havercroft___ 
 

 
A RESOLUTION OF THE CITY COUNCIL OF 

THE CITY OF CASTLE PINES NORTH 
APPROVING  

SECOND AMENDMENT TO CITY  
MANAGEMENT SERVICES  

WITH CH2M HILL  
ADOPTING THE BASELINE COMPENSATION  

AND  
REVISED SCOPE OF SERVICES 

 

WHEREAS, pursuant to Section 31-15-101, C.R.S., the governing body of a municipality 
has the authority to enter into contracts; and  

WHEREAS, by Resolution No. 08-22, the City Council approved a professional services 
agreement with CH2M HILL, Inc. for city management services (the “Agreement”); and  

WHEREAS, City Council and CH2M HILL, Inc. desire to set the Baseline Compensation 
Amount as set forth in Section 7.5 of the Agreement; and  

WHEREAS, the City Council and CH2M HILL, Inc. desire to revise the Scope of 
Services for contract years 2009 and beyond; and  

WHEREAS, the City Council wishes to approve the Second Amendment to the 
agreement with CH2M HILL, Inc., setting forth the Baseline Compensation Amount and 
Revised Scope of Services and finds that such approval promotes the public health and welfare. 

THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF 
CASTLE PINES NORTH, COLORADO: 

Section 1. The City Council hereby approves the Second Amendment to City 
Management Services with CH2M HILL, Inc., substantially in the form attached hereto as 
Exhibit A and authorizes the Mayor to execute said agreement on behalf of the City.  

INTRODUCED, READ AND ADOPTED AT A REGULAR MEETING OF THE CITY 
COUNCIL OF THE CITY OF CASTLE PINES NORTH the 10th day of December, 2008. 
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EXHIBIT A 
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SECOND AMENDMENT TO  
CITY OF CASTLE PINES NORTH AND CH2M HILL, INC. 

PROFESSIONAL SERVICES AGREEMENT  
CITY MANAGEMENT SERVICES 

 
THIS SECOND AMENDMENT TO PROFESSIONAL SERVICES AGREEMENT (“First 
Amendment”), is entered into by and between the CITY OF CASTLE PINES NORTH, 
COLORADO (“City”), a statutory municipality of the State of Colorado, and CH2M HILL, INC., a 
Florida corporation whose business address is 9193 S. Jamaica Street, Suite 400, Englewood, 
CO 80112 (“Contractor”) and amends the Professional Services Agreement for City 
Management Services with an Effective Date of August 15, 2008 (“Agreement”).  The City and 
the Contractor may be collectively referred to as the “Parties” and each individually as a “Party”.   

RECITALS AND REPRESENTATIONS 
 WHEREAS, the Parties entered into the Agreement with an Effective Date of August 15, 
2008 to provide City Management Services, including but not limited to reviewing land use 
approvals and building permits; and 
 WHEREAS, Section 18.11 of the Agreement requires that any amendments to the 
Agreement must be in writing and be signed by both the City and the Contractor; and 
 WHEREAS, Section 7.5 of the Agreement states the Baseline Compensation Amount 
shall be negotiated annually; and  
 WHEREAS, the Parties desire to set the Baseline Compensation Amount for agreement 
years 2009 forward; and  

WHEREAS, the Parties have also agreed to revise and proceed with a Revised Scope 
of Services for the City, effective January 1, 2009; and  

NOW, THEREFORE, in consideration of the terms and conditions contained herein and 
other good and valuable consideration, the receipt of which is hereby acknowledged, it is 
mutually agreed by and between the Parties as follows: 

1. The Baseline Compensation for contract year beginning January 1, 2009 and 
beyond shall be One Million Nine Hundred Twenty-Seven Thousand Five  Hundred and Fifty 
Dollars and no cents ($1,927,550.00). 

2. The Parties desire to replace the Exhibit A attached to the Agreement with the 
Revised Exhibit A, a copy of which is attached hereto and incorporated herein, which shall 
represent the Parties understanding of the Scope of Services to be provided by Contractor 
beginning contract year January 1, 2009 and beyond. 
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REVISED 

EXHIBIT A 
SCOPE OF SERVICES 

 
 

Services described in this Exhibit A will be performed in a timely, competent, professional, 
workmanlike manner by qualified personnel consistent with applicable industry standards.  All 
services requiring the exercise of professional skills or judgment shall be accomplished by 
professionals qualified and competent in the applicable discipline and, if required by law, 
appropriately licensed.  Contractor shall furnish efficient business administration and 
supervision to render and complete the services set forth herein.  The City will provide a 
business location to be known as the City of Castle Pines North Municipal Services Building for 
the Contractor to perform services out of.  For purposes of this Scope, this business location 
and/or office spaces will be collectively referred to as the Municipal Services Building.  

Contractor will provide project staffing which includes contractor and subcontractor 
personnel sufficient to provide the services described in this Exhibit A.  Parties recognize that the 
project staffing is inclusive of shared services resources housed both inside and outside City 
offices.  The shared services approach is designed to provide an enhanced level of service at a 
more efficient cost to the City via the leveraging of pooled resources of Corporation.  By 
implementing this process, the Contractor has been able to provide efficiencies associated with 
the leveraging of resources and provide access to enhanced quality leadership and professionals 
that would not be affordable under a fully dedicated staff model, while also maintaining the 
service level outlined in this Scope of Services.  The shared services may include: the call center, 
information technology, building inspection, City purchasing, human resources, accounts 
payable, communications, plan/building review, engineering and program management business 
support services.  A Full Time Equivalent person (“FTE”) utilized in under this Agreement may 
be provided through shared services and may not be physically in City.   

 
The services and resources delivered by the Contractor will be at a level that is 

commensurate with the financial means available to the City to support those activities.  The 
Contractor will make the determination what services and resources will be delivered under this 
Scope of Services. 
 
During the initial twelve (12) months of this Agreement, the Contractor will work with the City to 
develop and implement a plan for assumption of services from the homeowners associations 
(“HOAs”) within the City and the Castle Pines North Metropolitan District (“Metro District”).  
Contractor will not be providing any legal advice, only assistance in developing the plans for 
assumption of services from the HOAs and Metro District.  The Contractor will not act as the 
City’s Attorney through this process. 
 
Section 1 GENERAL SERVICES 

 
1.1 Contractor shall provide the following Administrative and Financial Services  

 
1.1.1 Capital Program Administration – It is not anticipated that during the initial 
period of this agreement (ending December 31, 2008) that the City will develop a 
capital program. Provided that capital program administration becomes funded in 
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future fiscal periods, the following services may be provided by the Contractor as 
an additional service   

 
1.1.1.1 Coordinate with the designated City representative to 

assist in developing a capital improvement program of the City and assist the 
designated city representative with obtaining funds for such projects.   

 
 1.1.1.2 As directed by the City, advise and assist the City in 
obtaining City financing when necessary and assist in maintaining proper fund 
accounting procedures. 
 
 1.1.1.3 As directed by the City, formulate recommendations to 
administer and implement the City’s approved capital improvement program 
financing.   

 
1.1.2  Forecasting and Policy Implementation 

 
1.1.2.1 Assist the City in the preparation of financial forecasts and 

analysis.  
 
1.1.2.2 Research current and likely future trends impacting the 

City as identified and agreed upon between the City and the Contractor.   
 
1.1.2.3 Assist the City in coordinating with other public agencies to 

prepare the financial forecasts and analysis.  
 
1.1.2.4 Assist the City in preparing the oral presentation of the 

financial forecasts and analysis for the elected officials and assist the City in 
preparing a web upload of the presentation.  

 
1.1.2.5 Attend all City Council meetings, Planning and Zoning 

meetings, hearings and agenda meetings, as directed by the City and respond to 
public inquires as directed by the City.   
 

1.1.2.6 Assist the City in the preparation of plans and procedures 
to ensure implementation of the elected officials policies and directives. 

 
1.1.2.7 Prepare monthly status reports to advise the City of the 

progress and results of public policy implementation.  
 

1.1.3  Contract Administration  
 

1.1.3.1 Assist City in negotiating City contracts, as specifically 
requested by the City. 

 
1.1.3.2 Advise City on the status of contract negotiations, as well 

as contract provisions and their impacts on the City, as specifically requested by 
the City.  

 
1.1.3.3 Provide support for administration of all contracts, as 

specifically requested by City.  City shall provide copies of all previously 
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executed contracts to Contractor which Contractor is to administer.  
Administration shall include monitoring contract amendments, obtaining 
applicable insurance certificates, and monitoring progress of services to be 
provided.   

 
1.1.3.4 Make recommendations on contract approval, rejection, 

amendment, renewal, and cancellation, as directed by the City.  
 
1.1.4  Communications, Public Relations and Web Site. The communications 

and public relations will be performed by .25 of FTE for communications and public relations 
and any scope related to the City’s website will be performed by .25 of FTE.  

 
1.1.4.1 Implement a standard of 24-hour response for all inquiries 

(next business day for non-emergency weekend/holiday inquiries), recognizing 
that in some cases the response will be an acknowledgement of the call or 
request with a commitment of the time a full response will be provided.   

 
1.1.4.2 Assist City with administrative compliance with Public 

Records Law and Open Meetings laws as set forth in C.R.S. Sections 24-72-101 
et seq. and 24-6-401 et seq. and other applicable provisions of law.  Said 
responses to such requests will be limited to the work performed under this 
Agreement. 

 
1.1.4.3 Respond to public records requests and collect fees in 

accordance with City’s fee schedule for all requests and remit funds to City.   
 
1.1.4.4 Provide a live voice response during business hours as the 

first point of contact for incoming calls to the City.  In the event call volumes 
exceed capacity of the on-site staff, calls will be forwarded to an answering 
service and will be responded to at the earliest opportunity.  After business hours 
provide answering service utilizing live voice response equipped with emergency 
contact information.Contractor will work with the Mayor to establish  

 
1.1.4.5  Develop and implement telephone response protocols and 

direct customers to the appropriate party. 
 
1.1.4.6 Develop and implement protocols for coordinating referrals 

to the appropriate City, County or State department(s) and follow-up with 
appropriate City, County or State department. 

 
1.1.4.7 In accordance with established communications plans and 

policies, assist in the preparation of correspondence regarding City affairs as 
directed and approved by the Mayor. 

 
1.1.4.8  Contractor will publish on the City’s website news releases, 

annual reports, budgets, all as approved by the Mayor.   
 
1.1.4.9 Provide routine maintenance and updates for the City Web 

site at a level of effort mutually agreed to by both parties, including written 
content, graphical design, and user interface/navigation. Web site shall include 
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general information on each City department, including contact information, 
general procedures, and forms. 

 
1.1.4.10 Contractor will publish on the City’s web site news 

releases, newsletters, annual reports, budgets, all as approved by the Mayor.  
 
1.1.4.11 Develop and implement the protocol for coordinating any 

requests via referral to the appropriate City, County or State department and 
follow up with that City, County or State department.   

 
1.1.4.12 Maintain a subscription based email list for distribution of 

an e-newsletter, news releases and urgent/vital messages to subscribers, at no 
cost to the subscribers.  Subscribers’ email addresses will not be used for any 
purpose other than City-issued news and updates.  
 

1.1.4.13 Write, edit, produce, and issue a monthly subscription-
based e-mail newsletter to include 4-6 stories, a message from the Mayor, and a 
calendar of upcoming events. Provide City with estimates for print newsletter 
upon request. 

 
1.1.4.14 Beginning in fiscal year 2010, write and design 8-page 

annual report to be published electronically on City’s Web site approximately 
sixty (60) calendars days after the end of the previous fiscal year. Provide City 
with estimates for print version upon request.  
 

1.1.4.15 Track news about the City online and in print and provide 
regular updates to Mayor and City Council in accordance with established 
policies and procedures. 

 
1.1.4.16 Write and issue news releases and/or e-blasts about 

newsworthy City events and activities. Provide Mayor or designated 
spokespeople with talking points and coaching for associated interviews, as 
needed.   

 
1.1.4.17 Review and update media relations procedures and crisis 

communications plan, including updating key message bank, annually. Provide 
one annual media relations training session to City Council and senior staff, upon 
request. 

 
1.1.4.18 Assist in preparing and producing reports, slide 

presentations, and or remarks for City Council meetings and other public 
meetings, as appropriate. 
 
1.1.5 Departmental Support 
 

1.1.5.1 Contractor will provide administrative and clerical support 
to all City functions and departments covered by this Agreement at a level to be 
determined by Contractor in consultation with the Mayor, for Public Works, 
Community Development, General Administrative Services.  This administrative 
support shall include assisting with the above listed City Departments in their 
respective operations, by answering the phone, greeting customers (reception 
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services), filing, preparing correspondence and performing other miscellaneous 
administrative tasks. 
 

1.1.5.2 Assist in the review of documents to be presented to the 
City Council. 
 

1.1.5.3 Retain public records related to this Agreement and make 
them available for inspection by the public in conformance with Colorado Law 
during regular business hours. 
 

1.1.5.4 Under the direction of the Mayor, prepare meeting 
agendas. 
 

1.1.5.5 Under the direction of the Mayor , publish appropriate 
public notices. 
 

1.1.5.6 Contractor’s role will be to support and assist the City 
Treasurer with finance functions. These financial services may include the 
following (from 1.1.6 through to 1.1.12.4), which can be provided by a 1.5 FTEs 
for contract year 2009. 

1.1.6 Revenue Services 

1.1.6.1 Coordinate and liaise with local, state and federal agencies 
charged with the collection and disbursement of taxes, assessments, fees, 
charges, and other impositions as requested by City. The Contractor is not 
responsible for the identification and collection of additional revenues from 
taxpayers and incidents of taxation that are not identified in the existing Douglas 
County/State of Colorado databases.  
 

1.1.6.2  Administer the existing (and future to the extent that they 
do not substantially affect the scope of services set out herein or the cost of 
providing such services) processes, fees, charges, and their miscellaneous 
revenues pertaining to utilities, private enterprises (for example, business 
licenses, alcoholic beverage licenses, franchise, and other taxes and fees 
lawfully enacted by the City) and individuals as they interface with the City 
programs.  
 

1.1.6.3 Recommend enforcement actions to the City to induce 
payment of existing taxes, assessments, fees, charges or other impositions due 
to City in accordance with City and State law and approved policies and 
procedures. 

 
1.1.6.4 City shall provide any and all financial information and 

access to financial information reasonably requested by Contractor immediately 
and as required by Contractor for performance of the services hereunder.  
Should City fail to provide any financial information or documents requested by 
the Contractor by the fifth (5th) day of the month, following the period to be 
reported, Contractor shall not be held to the requirements of this Section 1.1.6, 
1.1.7, 1.1.8, 1.1.9, 1.1.10, 1.1.11 and/or any other financial sections hereunder. .  
 



 12

1.1.6.5 Prepare monthly financial reports showing revenues and 
expenses to date in comparison with budget projections and submit the reports to 
the City no later than the tenth day of the following month, provided the City 
provides the financial information by the fifth (5th) day of the month following the 
period to be reported.  Contractor will use City provided software to maintain 
City’s financial records and to prepare and maintain these financial reports.  
 

1.1.6.6 Contractor agrees to keep information obtained from the 
Colorado Department of Revenue and any financial institution utilized by the City 
confidential by:  

 
 1.1.6.6.1  Continually maintaining a secure place in 

which such information shall be stored;  
 
 1.1.6.6.2 Restricting access to such information to 

Contractor’s employees or subcontractors whose duties and responsibilities 
require such access;  

 
 1.1.6.6.3 Making certain that any such confidential 

information is not disclosed to any unauthorized persons; and 
 
 1.1.6.6.4 Continuing to comply with any state law 

regarding confidentiality of Colorado Department of Revenue information.  
 
1.1.6.7 Corporation’s role does not include security or cash 

transportation services. 
 

1.1.7 Fund Accounting - subject to City approval and Validation 
 

1.1.7.1 The Contractor’s price proposal does not include 
Customized Municipal Fund Accounting System Software.  Contractor will 
provide Fund Accounting in accordance with Governmental Accounting 
Standards Board (GASB) in City provided software.  

 
1.1.7.2 Prepare monthly management reports as agreed upon by 

the Parties and other financial reports as required by applicable law and 
governmental accounting standards. 

 
1.1.8 Accounts Payable/Receivable – subject to City approval and validation 

 
1.1.8.1 Administer the purchase order system provided by the City 

to the Contractor such that timely payment of invoices will be made on behalf of 
the City, provided the necessary approvals and funds are made available by the 
City. 
 

1.1.8.2 Administer the accounts receivable system provided by the 
City to the Contractor for City revenue.  

 
1.1.9 General Fixed Asset Accounting – subject to City approval and validation 
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1.1.9.1 Account for assets constructed by or donated to the City 
for maintenance. 
 

1.1.9.2 Inventory City property in accordance with GASB and 
applicable Colorado State Law, by the end of 2010.    
 
1.1.10 Budgeting –Assist City Treasurer, subject to City approval. 

 
1.1.10.1 Assist in the preparation of annual budgets per GFOA and 

GASB standards to the City. 
 

1.1.10.2 Coordinate with and assist City departments for annual 
budget preparation and presentation. 
 

1.1.10.3 Provide reasonable material for and attend required 
budget meetings, hearings, and agenda meetings. 
 

1.1.10.4 Present the City approved budgetary information to 
appropriate parties as requested and in accordance with City approval in oral, 
print, multimedia, and web-based forms. 
 
1.1.11 Annual Financial Statements – subject to City approval and validation 

 
1.1.11.1 Provide data acquisition assistance to the City’s Auditor in 

the preparation of the Comprehensive Annual Financial Report (CAFR). 
 

1.1.12 Purchasing 
 

1.1.12.1 Recommend to City, for approval by Mayor and City 
Council, and assist in the implementation of, procurement policies and 
procedures consistent with State and local laws, rules and regulations. 
 

1.1.12.2 Consistent with approved City policies and procedures, 
and/or state law, assist in selection of vendors. 
 

1.1.12.3 Participate in County and State level purchase plans when 
determined to be in the best interests of the City and as directed by City. 
 

1.1.12.4 Prepare Request for Qualifications and/or Proposals to be 
distributed to potential vendors and suppliers as directed by the City and in 
accordance with procurement policies and procedures. 

 
1.1.12.5 Recommend and implement policies and procedures to 

provide for compliance with laws related to bidding, contracting, and purchasing 
as set forth in applicable City ordinances and Colorado law, by examining the 
applicable laws and developing procedures for bidding, contracting, and 
procurement processes. 
 
1.1.13 Information Technologies and Records Management. 
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1.1.13.1 Provide, install, and maintain computerized network 
system software and hardware which at the time of installation is sufficient to 
efficiently manage City’s computing needs under this Scope of Services.  
 

1.1.13.2 Provide, install, configure and maintain a system as 
required to provide data security at Contractor’s business office to improve 
performance, mitigate against data loss, and minimize potential down time.  
 

1.1.13.3 Maintain the documents in a location to be provided by the 
City for storage of the City’s documents in accordance with Colorado law.  
 

1.1.13.4 Provide, install, configure and maintain sufficient computer 
workstations for contract and subcontract staff. The number of workstations will 
be determined by the Contractor. 

 
1.1.13.5 Maintain software and hardware uniformity and 

interchangeability among users. 
 

1.1.13.6 Provide, install, and maintain up to at least one (1) network 
laser printer to efficiently conduct City business. 
 

1.1.13.7 For the initial Agreement term, Contractor will provide, 
install, and maintain network cabling/data line system sufficient for 
communications, networking, and data sharing sufficient for Municipal Services 
Building.  
 

1.1.13.8 Archive e-mails in compliance with State retention 
requirements. 
 

1.1.13.9 Provide, install, and maintain a telephone system within 
the Municipal Services Building, with sufficient lines and features to satisfy the 
management needs of the Contractor under this Agreement.  
 

1.1.13.10 Provide an application server that will store and manage 
required data.  Implement and coordinate the transfer of data to City, contractors, 
other agencies and in response to public records requests, as necessary. 
 

1.1.13.11 Provide and maintain access to data to City designated 
officials or designated City contract providers as necessary.   
 

1.1.13.12 For public records, design storage strategies and systems 
sufficient to protect the integrity of the documents.  
 

1.1.13.13 Assist in the implementation and coordination of the 
transfer of data, records, or other materials from Douglas County, Colorado, as 
necessary for the operation of the City. Protect the completeness of public 
records in accordance with the requirements of State law or City policies by 
storing backups of electronic files off site on a server and hard copy documents 
at Castle Pines North Municipal Services Building.   
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1.1.13.14= Assist with maintaining data security and preventing 
corruption with a nightly backup (with offsite storage) and the ability to restore 
from a central location. 
 

1.1.13.15 Contractor will provide a spreadsheet database to manage 
the City’s occupational license, business license and community development 
functions, until such time as the City has adequate funds to provide a municipal 
management software program to manage occupational license, business 
license and community development functions. If the City does not have 
sufficient funds to accomplish this then the parties will negotiate an interim 
approach until such funds are available. 
 
1.1.14 Geographic Information System (GIS) 

 
1.1.14.1 GIS mapping services will not be provided.  Contractor will 

work with Douglas County to have available existing GIS mapping data from the 
County. 

 
1.1.14.2 Coordinate with the necessary City personnel and/or 

contractors for the transfer, maintenance, storage, and retrieval of available 
documents and records from Douglas County and State of Colorado, necessary 
for the effective implementation and operation of the City’s geographic 
information system (GIS) database, commensurate with City financial resources 
for GIS services.  

 
1.1.14.3 The City agrees to purchase the necessary updates to 

bring GIS data current to Douglas County data. 
 
1.1.14.4 Web GIS will be a negotiated addition to this Scope of 

Services. 
  

1.1.15.0  Furniture, Fixtures, Equipment and Supplies 
 

1.1.15.1 City shall be responsible for any expenses for furniture, 
tenant finishes, fixtures, at the Municipal Services Building.  Contractor shall be 
responsible for providing any additional furniture, fixtures and equipment at 
Contractor’s office location.   

 
Section 2 PUBLIC WORKS 
 

Public Works services including Transportation Planning Services, Traffic Services, Field 
Services, and Construction Management/Project Management Services as described in 
this section will be provided by Douglas County until February 12, 2009 or as otherwise 
negotiated between the City and the County. Field Services and Construction 
Management/Project Management Services will be managed by one (1) FTE 
commencing February 12, 2009, who shall serve as the Director of Public Works for the 
City.  Contractor and the Mayor shall prioritize services to be provided and deliver 
essential services to a level that is within the financial means of the City.  This pre-
determined work schedule will be agreed by the Parties no later than January 1, 2009.  
In subsequent years, the pre-determined work schedule shall be agreed by the Parties 
by November 1 for the succeeding contract year.  Contractor will have the option to 
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deliver these services using its own forces, via one or more subcontractors retained by 
Contractor by a combination of Contractor’s own forces and subcontractor(s).  Once 
Contractor commences service delivery it will provide a monthly report detailing the prior 
month’s activities. City shall inform Contractor within five (5) business days of any errors 
or omissions City has noted or of any modifications City desires to be made by Public 
Works Crew for the coming month. Contractor will not be responsible for services 
currently delivered by Metro District and HOAs until otherwise arranged by City and 
negotiated as a Scope Addition with Contractor. 
 
Administration and/or management of the tasks listed in Articles 2.1 through 2.4 below 

will only be performed by one (1) FTE which may be the Director of Public Works.   
 

2.1 Transportation Planning Services 
 

2.1.1 Revise Policies.  Assist City in revision of and enforcement of 
subdivision regulations and development standards to reflect City values.   
 

2.1.2 Manage Design Elements of Transportation Projects.  Monitor the 
status of capital improvement projects.  Assist in the development of scope and 
funding for capital improvement projects.   
 

2.1.3 Manage Design Consultants.  Assist in the management of 
consultants currently under contract for existing projects.  Conduct public 
information meetings to seek public input regarding design concepts.  
 

2.1.4 Make Recommendations for Capital Improvement Projects. 
Provide recommendations to elected officials regarding proposed capital 
improvement projects.  Coordinate with Douglas County, other municipalities, 
state, and other agencies to seek funding for these projects.    
 

2.1.5 Conduct transportation and traffic reviews for development plans.  
Review plans for compliance with local regulations as well as state-of-the-
practice engineering standards.  Prepare comments and redline the plans.  Plan 
review will be coordinated through the Community Development Department and 
will support the deadlines for Land Disturbance Permits and Zoning cases.  This 
will be performed to the extent possible by one (1) FTE. 
 

2.1.6 Conduct traffic impact study reviews for development plans. 
Review studies for compliance with local regulations as well as state-of-the-
practice engineering standards.  Prepare comments. Review will be coordinated 
through the Community Development Department and will support the deadlines 
for Land Disturbance Permits and Zoning cases.   
 

2.1.7 Coordinate Right-of-Way and Real Estate Activities.  Manage and 
coordinate transfer of rights-of-way from Douglas County to the City.  City will be 
responsible for facilitating this process.  Provide recommendations for 
acceptance or denial of real estate activities related to Public Works projects 
within City.  
 
2.2 Traffic Services 
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2.2.1 Traffic Signals. Traffic signal maintenance is included in this 
Scope of Services at a level to be determined by the City and subject to City 
approving additional compensation for this service.  

 
2.2.2 Traffic Signs. Maintain the City’s traffic signs as noted.   

 
 2.2.2.1 Replace and install signs according to the pre-
determined work schedule and on an emergency basis. 
 

2.2.2.2 Trim/remove brush in order to provide clear visibility 
for traffic signs and for sight triangles at intersections according to the pre-
determined work schedule. 
 

2.2.3 Pavement Markings. Maintain existing pavement markings on 
streets maintained by City on a pre-determined work schedule.   
 

2.2.4 Traffic Device Requests. All traffic control and traffic calming 
device requests shall be subject to approval by the City Council and shall be 
decided based upon merit.     
 

2.2.5 Review Special Event Permits.  Review traffic plans for special 
event permits and make recommendations regarding traffic flow and traffic 
control.  Special events include festivals, races, neighborhood parties, parades 
and sporting events.   
 

2.2.6 Coordinate with Utility Company regarding Street Lights.  Notify 
utility company regarding street lights maintained by the applicable public utility.  
Recommend new street light installations based on citizen requests, developer 
requests, and safety issues and submit to City for approval.   

 
2.2.7 Respond to Emergencies regarding Traffic Control.  Emergency 

response time will be two (2) hours for initial assessment and four (4) hours for 
crews to arrive on-site.  This service shall be at a level to be determined by the 
City and Contractor, and subject to City approving additional compensation for 
this service. 

 
2.3 Field Services (Street and Right-of-Way Maintenance)  All Field Services 

shall be provided within the City’s financial means and according to a pre-determined work 
schedule.    

 
Contractor will provide basic infrastructure repair and maintenance crew(s) to perform 

services as directed by the Mayor according to a pre-determined work schedule.  Some of these 
services may include the following: 

 
• Pothole Patching 
• Asphalt Patch Back 
• Crack Repair 
• Concrete Maintenance 
• Concrete Patching 
• Snow and Ice Control 
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• Street Sweeping 
• Right-of-Way Maintenance   
 

2.3.1 Bridge Assessments. Review bridge assessments prepared by 
Douglas County and/or the Colorado Department of Transportation.  
Recommend repairs or replacement as needed.  Coordinate with state, local and 
federal agencies to obtain funding for capital improvements.   
 

2.3.2 Right-of-Way Permits.  Establish and maintain right-of-way 
permitting process for curb cuts, utility work, and private use of City rights-of-way. 
Contractor shall coordinate activities with Castle Pines North Metro District and 
other utilities as necessary.  
 

2.3.3 Utility Coordination.  Coordinate with Castle Pines North Metro 
District and other local utility providers regarding issues in the right-of-way and 
on construction projects.  Serve as an advocate for citizens for utility-related 
issues.  Service will include contacting the utility provider to alert them of citizen 
concerns and responding to citizens.  Coordinate utility relocations on 
construction projects. 
 

2.3.4 Pavement Management.  Pavement management services are not 
included in this Scope of Work.  Pavement management elements may be added 
as an Additional Service.   
 
2.4 Stormwater Services 

 
2.4.1 Transfer, Retrieval, and Storage of Applicable Records.  

Coordinate with City personnel and/or contractors for the transfer, maintenance, 
storage, and retrieval of available documents and records from Douglas County 
as necessary for the effective implementation and operation of the City’s 
stormwater requirements under applicable, federal, state, and local laws.  City 
shall facilitate the transfer of records.  Determine the documentation necessary 
for transfer. Coordinate and implement the physical retrieval, reproduction, and 
storage of the transferred records. 
 

 
Section 3 COMMUNITY DEVELOPMENT SERVICES 
 
Community Development Services will be provided by Contractor and will include code 
enforcement. In the event the level of Community Development Services to be provided by 
Contractor exceeds the time needed to provide quality services, the Parties shall review 
workload and discuss additional compensation pursuant to Section 2.2 of this Agreement.   
Contractor agrees to provide a staff of 1.4 FTEs for Community Development and engineering 
review needed by the City.  In the event, additional staff is required to provide Community 
Development Services, the Contractor shall provide shared services from its corporate affiliates.  
A fee schedule is attached hereto for the hourly billing and expenses.  This fee schedule shall 
be updated on an annual basis, effective January 1, to reflect the yearly increases for the 
shared services staff.  Any new annexations and new developments will be charged under the 
shared service fee schedule.  

3.1 Board of Adjustment 



 19

 
3.1.1 Obtain and maintain existing Douglas County and Board of Adjustment 

files and records, including rezoning, modifications, variances, use permits and plats. 
 

 3.2. Planning and Zoning 
 

 3.2.1 Planning and zoning services shall include staffing as needed to meet the 
requirements herein and operating the planning and zoning functions for the City. The areas of 
responsibility shall include the following:  

 
  3.2.1.1 At the direction of the City, provide information to the general 
public as it relates to land development activities within the City. 

 
  3.2.1.2 At the direction of the City, provide information to builders and 
developers regarding policies and procedures related to planning and zoning within the City 
using procedures made available to the public. 

 
  3.2.1.3 If needed or requested, oversee the development, 
maintenance, and updating of the City’s land use and zoning maps. 

 
  3.2.1.4 Prepare and recommend policies and procedures regarding 
planning and zoning activities and prepare and recommend schedules and time frames for 
processing land development activities, including, but not limited to, planning and zoning. 

 
  3.2.1.5 Provide information to the elected officials, Planning and 
Zoning Boards (such as The Planning Commission, The Board of Adjustment or other Planning 
and Zoning Boards as may be created by the City), and other City entities needing information 
regarding relevant and applicable zoning and/or planning issues. 

 
  3.2.1.6 Conduct transportation plan reviews of development plans, 
and review and comment on traffic impact studies for development plans. 
 
  3.2.1.7 Any work related to obtaining, developing, implementing a MS-
4 permit as required by state law for the City, is included within this scope, at a level to be 
determined by the City and subject to City approving additional compensation for this service. 
 
  
 3.2.1.8 Develop and recommend a plan for the City to issue Land 
Disturbance Permits, including Drainage, Erosion and Sediment Control inspections. Upon 
adoption, implement the plan in coordination with City staff or contractors. 
 

3.2.1.9 Contractor may perform study/research required to determine 
feasibility and impact on infrastructure including traffic and drainage, as well as adherence to 
subdivision regulations. This service will require additional compensation to the Contractor if the 
level of effort exceeds the Contractor’s on-site resources. The funds for this service will be 
provided by additional fees charged by the City to the applicant. 

  
3.1.1.10 Make appropriate recommendations to City Planning and 

Zoning on each application. 
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3.2.1.11  Attend all City P&Z Meetings and City Council meetings to 
discuss applications on the agenda. 

 
3.2.1.12 Attend pre-submittal review meetings to discuss impact on 

applications on traffic, drainage and infrastructure to both existing and future City development. 
 

3.2.1.13 Subject to the City providing additional funding for Contractor 
to develop a plan for implementation and assessment of impact fees, the Parties will negotiate 
an additional scope of services.   

 
3.3 Building and Development 

 
3.3.1 Conduct activities necessary to maintain a building and development 

system for the City.  
 
3.3.2 Develop and recommend a plan for the issuance of certificates of use and 

certificates of occupancy (COs).  Upon approval, implement the plan in coordination with other 
City staff or contractors. 

 
3.3.3 Inspections and permitting services shall include staffing and operating 

the inspections and permitting functions for the City. The areas of responsibility shall include the 
following: 
 

3.3.3.1 Develop and recommend a plan for the review and 
inspection processes for the City. Upon adoption, implement the plan in coordination with City 
staff or contractors. 

 
3.3.3.2  Develop and recommend a plan for the building 

permitting process for the City. Upon adoption, implement the plan in coordination with City staff 
or contractors. 
 

3.4 Fee Collection 
 

3.4.1 The Contractor shall collect the building plan review fees, building permit 
fees, building inspection fees, building re-inspection fees, plumbing, electrical and mechanical 
fees, and/or any other inspections and fees related to building inspections,  (“Building Fees”) 
and deposit the Building Fees collected into an account so designated by the City as the 
repository for the Building Fees.  Payment of these Building Fees to the Contractor shall be in 
accordance with Section 7.1 of the Agreement.  

 
3.4.2 The Contractor shall collect Development Review Fees and deposit the 

Development Review Fees collected into an account so designated by the City as the repository 
for the Development Review Fees. 

 
4.0 BUILDING PERMITTING AND INSPECTION SERVICES 
 
 4.1 The Consultant shall conduct the following services: 
 

 4.1.1 Reviewing plans and issuing permits consistent with applicable 
codes. 
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4.1.2 Building inspections. Contractor will conduct the appropriate 
building inspections in accordance with the applicable City ordinances, law, regulations and 
Colorado laws.  
 
5.0 USE TAX COLLECTION SERVICES 
 
 5.1 The Contractor shall collect the use tax (“Use Tax”) on certain items taxable by 
law at the time building plan review, permit and inspection services are sought.  The Contractor 
shall deposit the Use Tax collected into an account so designated by the City as the repository 
for the Use Taxes. 

 
6.0 INSPECTIONS, CODE ENFORCEMENT AND PERMITTING 
 

6.1  Inspections, Code Enforcement and Permitting Services shall include the 
following: 

 
6.1.1  In addition to the Baseline Compensation Amount in Section 7.5, 

the Contractor will provide building permit inspections and other related services via a self-
funding process using the revenues generated for said services.  It is recommended the City 
annually review, and where appropriate, adjust the City’s fee schedule for building permit and 
other related inspections and other services to provide adequate funding for said services.  
These fees include: building plan review fees, building permit fees, building inspection fees, 
building re-inspection fees, plumbing, electrical and mechanical fees, and/or any other 
inspections and fees related to building inspections  (“Building Fees”).   

 
6.1.2 Establish staffing and maintain the Municipal Services Building, for 

accepting applications for permits. 
 

6.1.3 Develop, plan, recommend and implement, in coordination with all 
other City staff or contractors, a building permit process for City. 

 
6.1.4 Develop, plan, recommend and implement, in coordination with all 

other City staff or contractors, a plan for code enforcement including staffing and operating code 
enforcement functions. 

 
6.1.5 Develop, implement and maintain land disturbance and building 

permit processes and inspection.  
 

6.1.6 Provide supporting documentation to court personnel and 
appearances before the court relative to code enforcement citations.  

 
6.1.7 Develop, plan, recommend and implement, in coordination with all 

other City staff or contractors, a plan review process for City. 
 

6.1.8 The Contractor will develop, plan, recommend and implement, in 
coordination with all other City staff or contractors, a plan for Soil Erosion and Sedimentation 
Control inspections and flood zone management. 

 
6.1.9 Develop, implement and maintain a plan for the issuance of 

certificates of use and occupancy.  Collect all fees applicable to certificates of occupancy and 
use and remit fees to City. 
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7.0 PURCHASING, PROCUREMENT AND CONTRACTING 
 

7.1  The Contractor shall comply with applicable laws and requirements 
regarding purchasing and procurement as set forth by the State of Colorado, when purchasing 
and procuring on behalf of City.  Contractor will not provide any services under Scope Addition 
Services which is required to be bid including, but not limited to emergency repairs. The 
Contractor shall comply with its own established internal policies and procedures when 
purchasing and procuring items in the course of fulfilling its duties under this Agreement. 
 
8.0 MOTOR VEHICLES REQUIREMENTS 
 

8.1  Contractor will solely be responsible for procuring vehicles required for 
the fulfillment of Contractor’s scope of services.  Contractor will not furnish vehicles to be used 
by City officials or employees. 
 

8.2  Provide a Motor Vehicle Use and Safety Policy for the use of Contractor 
vehicles. 
 

8.3 Perform maintenance, inspections, and other necessary service regarding 
Contractor vehicles. 
 
 
 
 
 

 
 
 

 




