
 
 

CITY COUNCIL CALLED SPECIAL SESSION 
COMMUNITY LEADER RETREAT 
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DECEMBER 5, 2020 

 

City of Manor  Page 1 
 
 
 
 
 

 
PRESENT: 
 
Dr. Larry Wallace Jr., Mayor  
 
COUNCIL MEMBERS: 
 
Emily Hill, Place 1 (Absent)  
Anne Weir, Place 2  
Dr. Christopher Harvey, Place 3 (Arrived at 9:45 a.m.) 
Sonia Wallace, Place 4  
Deja Hill, Mayor Pro Tem, Place 5  
Gene Kruppa, Place 6 (Absent) 
 
CITY STAFF: 
 
Thomas Bolt, City Manager 
Lluvia T. Almaraz, City Secretary 
Ryan Phipps, Chief of Police 
Lydia Collins, Director of Finance 
Tracey Vasquez, HR Manager 
Debbie Charbonneau, Heritage and Tourism Manager 
Scott Dunlop, Assistant Development Services Director 
Michael Tuley, Director of Public Works 
Heath Ferguson, IT Manager 
 
FACILITATOR: 
 
Alysia A. Cook, PCED, IOM 
Opportunity Strategies LLC 
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SPECIAL SESSION – 9:00 A.M.  
 
 With a quorum of the Council Members present, the special session of the Manor City Council 
was called to order by Mayor Wallace Jr. at 9:00 a.m. on Saturday, December 5, 2020, at 410 W. 
7th Street, The Gym (Room 106), Taylor, TX 76574.  
 
PLEDGE OF ALLEGIANCE 
 
 Mayor Wallace Jr. led the Pledge of Allegiance.  
 
 City Manager Bolt welcomed everyone and introduced Alysia A. Cook, Facilitator for 
Opportunity Strategies LLC.  
 
 Ms. Cook introduced herself and discussed the attached Power Point Presentation regarding 
Ethics in Public Service.  
 

At the request of City Manager Bolt, Department Introductions and the attached PowerPoint 
Presentations were made for the following departments.  

 
• City Manager’s Office - Thomas Bolt, City Manager 
• Office of the City Secretary - Lluvia T. Almaraz, TRMC City Secretary 
• Police - Ryan Phipps, Chief of Police 
• Finance / Court - Lydia Collins, Director of Finance 
• Human Resources - Tracey Vasquez, HR Manager 
• Community Development Services - Debbie Charbonneau, Heritage and Tourism Manager 
• Development Services - Scott Dunlop, Asst. Development Services Director 
• Public Works - Michael Tuley, Director of Public Works 
• IT - Heath Ferguson, IT Manager 

 
 Mayor Wallace Jr. requested for City Council to email him their top one priority for the City 
& how they can work together to serve the citizens of Manor.  
 
There was no action taken.  
 
ADJOURNMENT 
 
 The Special Session of the Manor City Council Adjourned at 3:00 p.m. on Saturday, December 
5, 2020. 
 
 These minutes approved by the Manor City Council on the 16th day of December 2020.  
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APPROVED: 
  
__________________________________ 
Dr. Larry Wallace Jr.  
Mayor 
 
 
ATTEST: 
 
__________________________________ 
Lluvia T. Almaraz, TRMC 
City Secretary  





























Council / Manager 
Form of Government





What is the Council-Manager form of 
Government?

• Combines the strong political leadership of elected
officials in the form of a council or other governing
body, with the professional managerial experience of
an appointed local government manager.

• Establishes a representative system where all power is
concentrated in the elected council and where the
council hires a professionally trained manager to
manage the delivery of public services.



What is the Council’s function?

City Council sets policy

City staff implements the policy



What is the Council’s function?
• Council is the legislative body; its members are the

community’s decision makers.

• Power is centralized in the elected council, which
approves the budget and determines the tax rate, for
example.

• The council also focuses on the community’s goals,
major projects, and such long-term considerations as
community growth, land use, capital improvement
plans and capital financing.



What is the City Manager’s function?
• The City Manager is hired to bring to the local government the 

benefits of professional training and experience in 
administering local government projects and programs on 
behalf of the governing body. 

• The City Manager is the Chief Executive and Administrative 
Officer of the city and is responsible to the council for the 
proper administration of all the affairs and business of the 
city. 

• Council members rely on the City Manager to provide 
complete and objective information, pros, cons and 
consequences of alternatives.



Does the City Manager participate in policy 
determination?

• The City Manager makes policy recommendations to
the council, but the council may or may not adopt them
and may modify the recommendations.

• The City Manager is bound by, and implements,
whatever action the council takes.



Communication
•The City Manager is the primary information

liaison between the Council and City staff.
•Please direct questions of City staff to the City

Manager.
•All Councilmembers should have the same

information with which to make decisions: When
one Councilmember has an information request,
the response will be shared with all members of
the Council.



Communication to City Manager and 
City Secretary

• Scheduling meetings with other members of the Council

• Attending gathering where there may be a quorum

• Meetings with staff

• Scheduling appointments in City facilities

• Requesting staff to attend meetings



Welcome Aboard!



Role of the City 
Secretary

Lluvia T. Almaraz 
City Secretary



• The role, which has had many different titles, existed
in ancient times as the “Keeper of the Archives”, and,
before writing came in to use, as “Remembrancer,”
because their memory served as the public record.

• In ancient Greece, each meeting of the governing
body began with the recorder reading aloud the
documents to be considered, and pronouncing a curse
on any who would seek to deceive the people.
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The City Secretary, along with the 
tax collector, is the oldest public 
servant role in local government.

History of the Position



Office of the City Secretary
• The office of the City Secretary is one of the most interesting 

and rewarding positions in city government.

• The position of City Secretary is a statutory required position 
set out in State Law and City Charter.

• The City Secretary is an officer of the City. 
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City of Manor
Organization

The City Secretary reports to the 
City Manager and works closely 
with the City Manager’s Office to 

provide information and support to 
the City Council
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Mission of theCity Secretary

The City Secretary’s Office is committed to support the 
legislative process, promotes transparency to serve the 

public, elected officials and city departments.  The 
office strives to provide high quality services and deliver 

excellent customer service. 
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But What Do You Do?

Functioning much like the Secretary of State, the City Secretary is the local 
official responsible for:

• Maintaining the integrity of the election process
• Ensuring transparency and access to city records in compliance with the Texas 

Open Meetings Act and Texas Public Information Act
• Recording and preserving local government history and safeguarding the 

City’s records
• Serving as the compliance officer for federal, state, and local statutes
• Serving as the filing authority for campaign finance reports and financial 

disclosure statements. 
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City Secretary 
Responsibilities

• Elections Administrator
• Records Management
• Public Information Act
• Open Meetings Act
• Boards/Commissions/Committees
• Administrative Duties
• Alcohol Beverage City Permits (TABC)
• Official Duties
• Mayor and City Council Support
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Elections Administration
• Municipal Elections

• Serve as Elections Administrator for all City General and Special Elections
• Requires being well versed about Election Laws and knowledgably about Ethics 
• Prepare Election Calendars
• Prepare Candidate Packets
• Prepare Election Order & Notices
• Campaign Finance Reports
• Prepare Canvass Documents
• Works closely with Travis County Election Administrators.
• Assists voters both during early voting and on Election Day with their correct 

polling location information, voting status, etc.
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Records Management
A record is defined as “any information that you create regardless of media”

The City Secretary is designated as the Records Management 
Officer for the City. 

• Responsible for ensuring compliance with State Retention 
Schedules and destruction of City records. (Texas State Library 
& Archives Commission) 

• Preserve the City’s history and legislative action.
• Oversee the Records Management Committee – Staff Training
• Oversee Records Storage, Destruction, & Inventory
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Public Information Act
(Open Records)

Violation of the Public Information Act can result in investigation by the 
Attorney General and fines.

• Receive & Log Records Request
• Distribute to Departments for Responsive Information
• Track Requests
• Prepare Responsive Information & Invoice as Needed
• Process Requests through the City Attorney and 

Attorney General 
• Ensure Compliance with Texas Public Information Act
• Currently implementing new software with JustFOIA
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Boards/Commissions /Committees
• Administer and Coordinate the appointment process for Boards & Commissions.
• Receive applications year-round and maintain Board Applications for one year. 

Charter City Boards Ad Hoc Committees & Boards
Planning and Zoning Commission Budget Committee
Board of Adjustment PID Committee
Ethics Commission Park Committee
Charter Review Committee Public Tree Care Advisory Board

Tax Increment Reinvestment Zone, 
Number One Board (TIRZ)

New Community Committees 
Community Collaborative Committee
Economic Development Committee

Public Safety Committee and Community Advisory Committee (PSC established August 19th )

Emergency Management Committee (established May 4th ) 11



Administrative Duties
• Certify and Issue Alcohol Permits
• Administer Alcohol Permit Fees
• Maintain the City’s Code of Ordinances (Municode) 
• Official Documents Filings 
• Publication of Legal Notices and Ordinances
• Post Meeting Notices & Ensure Compliance with the Texas Open 

Meetings Act
• Attend all City Council meetings and take minutes, writing the minutes in 

a final form, having the council approve the minutes.
• Other Duties as assigned by City Manager
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Official Duties
• Maintain the City Seal 
• Attest to official city documents such as ordinances, 

resolutions, and contracts. 
• Administer Oaths 
• Maintain Conflict of Interest Forms
• Maintain Campaign Finance Reports
• Receive Proposed and Final City Budget
• Ensure Records are Authenticated, Archived, and 

Codified as Appropriate
• Notary Public
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Mayor and City Council Support

• Compliance with Open Meeting Act – post public notices of all City 
Council and Board/Commission/Committee Meetings.

• Agenda Packet Preparation & Distribution
• Council Meeting Preparation
• Agenda Packet for City Council Meetings are on City’s website – not a legal 

requirement; however, this is a benefit to our residents and relays 
Governmental Transparency for the City.

• Serves as a liaison between the public and Mayor & City Council.
• Field resident concerns, requests for meetings/attendance at events, 

proclamations or letters of welcome/thanks.
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Texas Municipal Clerks Association, Inc.
Municipal Clerk’s Office 

Achievement of Excellence Award 
2020-2022

• The Municipal Clerk's Office Achievement of Excellence Award was designed to recognize
excellence in the effective and efficient management of resources in a municipal clerk’s office.

• Recognizes the statutory requirements and demands for the effective management of resources
for proper governance by the City Secretary’s Office. The award itself recognizes municipal
clerk offices throughout the state for compliance with federal, state and local statutes that
govern standards necessary to fulfill the duties and responsibilities of the office.

• 12 Standards: Records Management; Professional Development/Certifications; Government
Transparency; Elections; Awards, Recognitions; Public Information Act; Open Meetings Act;
Boards/Commission; Municipal Clerk Office Policies and Procedures; other areas of
responsibilities; Innovation/streamline projects; establish department training

• Out of 595 member cities, The Office of the City Secretary in the City of Manor was one of 18 to
receive the inaugural Texas Municipal Clerk’s Achievement of Excellence Award in 2020
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Thank You!
Questions 
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CITY OF MANOR 
HUMAN 
RESOURCES
TRACEY VASQUEZ
HUMAN RESOURCES MANAGER



HISTORY OF HUMAN 
RESOURCES

• The Human Resources field began to take 
shape in 18th century Europe. It was built on 
a simple idea by Robert Owen and Charles 
Babbage during the industrial revolution. 
They concluded that people were crucial to 
the success of an organization. 

• Most believe that the first human resources 
department was established by The National 
Cash Register Company in 1901 following 
several strikes and employee lockouts.

• The term “ Human Resources” was coined 
by management guru Peter F. Drucker in 1954 
in The Practice of Management. In this 
fundamental work, Drucker presents three 
broad managerial functions: managing the 
business, managing other managers, and 
managing workers and work.



Vision Statement

The City of Manor Human Resources Department strives to attract and retain the most 
qualified individuals for our team. By managing all aspects of recruitment, compensation, 
benefits administration, worker’s compensation program, records management and oversees 
the employee safety, risk management, and wellness programs; in addition to coordinating 
team-building opportunities in support of the City of Manor’s Mission by meeting our goals 
through our most valuable asset, its PEOPLE.



What are the essential functions of the 
Human Resources Department?

Human Resources (HR) professionals conduct a wide variety of tasks 
within an organizational structure, following core functions:

• Staffing- identifying and fulfilling talent needs through recruitment.

• Development- in conjunction with department heads and supervisors, 
onboarding new employees and providing resources for continued 
development is a crucial investment for organizations, and HR is in 
charge of maintaining a developmental approach to existing human 
resources.

• Safety and Health- ensuring compliance with requirements based on job 
function for safety measures, counseling, and appropriate safety 
equipment; implement new safety measures when circumstances or 
laws require change.

• Compensation and Benefits- identifying appropriate compensation 
based on role, classification, and legal requirements and guidelines. HR 
manages all aspects of employee benefits, including health, dental, 
vision, and retirement, as well as employee assistance and wellness 
programs.

• Legal- responsible for interpreting and enforcing employment and labor 
laws such as equal employment opportunity, fair labor standards, 
benefits and wages, work hour requirements, as well as medical leave.



Human Resources the Ins & Outs 
* Recruitment:

a) post position 
b)review applicants
c)interview
d)background and driver license 
e) employment offer and drug screen

* Development:
a) new hire training
b) continued onsite, virtual, and travel education regarding employee’s position with the City
c) required HR training 
d) coaching and re-educating as part of discipline and personal improvement

* Safety and Health
a) safety equipment and PPE
b) mental health resources and programs
c) training and education on protocols, procedures, and policies 

* Compensation and Benefits
a) assist department heads regarding employee compensation, job descriptions, and job classification
b) new hire, qualifying event, and open enrollment (health, dental, vision)
c) assist employees with filing supplemental claims 
d) worker’s compensation
e) FMLA, FFCRA, EPSL, EFMLAEA
f) vehicle, liability, and property coverage for the City

*Legal
a) ADA, ADAA, HIPAA, CHRI, I-9 
b) labor law status, posters, and compliance
c) job descriptions, policies and procedures, employment and termination, and HR directives
d) contracts 



City of Manor 
Training 2021

** Tentative 
regarding 

COVID**

January- HIPAA for Directors and Managers
February- CPR/AED
March- New Supervisor Training
April- Active Shooter
May- Mental Health Awareness
June- MS4 

July- Hospitality
August- Wellness Fare
September-Ethical Behavior for Local Government 

-Shaping an Ethical Workplace Culture
October-Retirement w/TMRS & Nationwide
November- EEOC Compliance and Training
December-Word Doc and Excel 101



What does team mean to you?

Team – Together Everyone Achieves More

Culture- shared values, belief systems, attitudes and the set of assumptions 
that people in a workplace share. Most importantly encompassing the 
same mission, leadership style, values, ethics, and expectations.

Diversity- having a range of people with various racial, ethnic, 
socioeconomic, religious, and cultural backgrounds and various lifestyles, 
experiences, and interests. 

Teamwork- a united sense of purpose to achieve a clear, specific goal that 
all members believe is important to attain.

Team Building-the process of turning a group of individual contributing 
employees into a cohesive team.





COMMUNITY 
DEVELOPMENT 
DEPARTMENT

Debbie Charbonneau
Heritage & Tourism Manager



LEADERSHIP MANOR
• Leadership Manor is a program 
which identifies and develops talented 
and committed citizens who aspire to 
provide leadership in Manor’s business 
and community activities.  Leadership 
Manor develops leaders by providing 
quality, relevant leadership skills 
training to match the dynamic needs 
of the community.



It explains the essential roles 
of Manor’s governmental, 
education, economic, and 
cultural organizations and 
encourages participants to 
explore options for personal 
involvement and relationship 
building.



It creates opportunities for 
participants to form effective 
relationships with current, past and 
future leaders in the community.

Finally, it facilitates the appointment 
of graduates to leadership roles 
within the City of Manor and other 
community organizations.



APPLICATION
• The applicants were 
required to fill out the 
application, send a resume 
and provide any additional 
comments.
• As you can see from the 
last council meeting in 
November, the class is very 
engaged, care about the 
community and worked 
very hard on their project.  
They want to make sure the 
project continues on after 
they graduate.
• So, I am proud to present 
Leadership Manor Class #1



“SHOP SMALL” “SHOP 
LOCAL” CAMPAIGN

• I started the campaign 
that would run from 
November 1, 2020 and 
run through November 
30, 2020.
• Every time you spend 
$20.00 in a participating 
business in Manor, you 
get the chance to enter a 
ticket into a drawing to 
win $1,000.00 in gift 
cards.
• So, the more you spend, 
the more chances you get 
to enter into the contest.



Remember, for every $100.00 
spent at local small 
businesses, $68.00 is 
returned to the local 
community!



You may ask yourself, 
why should I shop small?
Why should I shop in my 
community instead of 
shopping at a big box or 
a national chain?



Well, here’s why!
• As a consumer, you are a 
key part in helping small 
businesses thrive.
• By shopping or dining at 
small businesses in our 
community, we are showing 
support for the businesses 
in our neighborhoods and 
the community you call your 
own.



Small businesses create a sense of 
community.  You are much more 
likely to get to know a small business 
owner in your neighborhood. 

They can provide more personable, 
hands-on, and memorable customer 
service which encourages you to 
shop and to dine with them more as 
you become friends and family in 
your community.







MANORPALOOZA –
MAY 7 & 8, 2021
• ManorPalooza is well on 
it’s way!  The team has 
been working hard and we 
already have a lot 
confirmed for our event.
• This is my first one and I 
am so excited.



CARNIVAL & 
SAUSAGE EATING 
CONTEST



FIREWORKS



HELICOPTER 
RIDES AND 
THE TRAIN!!



SO, WHAT ELSE IS 
PLANNED FOR 2021?

• Martin Luther King, Jr. Day
• Easter
• Juneteenth
• Fourth of July
• Leadership Manor Class #2
• Veteran’s Day
• Holiday Extravangza



Development 
Services

Scott Dunlop, AICP
Assistant Director



Development Process
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• Annexation 

• Zoning

• Subdivision 
• Concept Plan, Preliminary Plat, Construction Plan, Final Plat
• Short Form Final Plat
• Amended Plat

• Site Plans
• Drainage, Utilities, Parking, Landscaping, Lighting – everything from the building walls to the property 

line

• Building Permits
• Architectural, Mechanical, Plumbing, Electrical – everything inside the building walls

• Sign Permits



Annexation
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Zoning
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Subdivision
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Site Plans

7



Building Permits
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Sign Permits
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• Aiding residents and developers on development 
regulations and processes

• Code enforcement 

• Review and amend city land development codes

• Development agreements 

• Website updates / Social Media



Comprehensive Plan
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Scope of Work

1. Infrastructure 
2. Traffic/Transportation 
3. Current and Future Land Use
4. 290 Corridor Plan, TOD Overlay District, 

Historic District Overlay
5. Facilities
6. Parks, Trails, Open Space
7. Economic Development and Downtown 

Revitalization Plan
8. Sustainability 
9. Branding



Census
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2010 Rate = 43.7%

25.8% Increase

Most Central Texas 
cities had a lower 
response rate 
compared to 2010.
The handful of 
cities that did have  
increases in 
response rates 
over 2010 in 
Central TX, Manor 
was #1 and Hutto 
was #2 with an 
8.50% increase. 
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Thank You!
Questions 
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I.T. DEPARTMENT
A summation of duties, responsibilities and current goals.



What we do

The IT (Information 
Technology) department oversees the 
installation and maintenance of computer 
network systems, communication technology 
and digital storage within a company. Its 
primary function is to ensure that the network 
runs smoothly and securely. 

We evaluate, install and trouble-shoot the 
proper hardware and software necessary to 
keep the network functioning properly.

Installation and maintenance of all 
communication systems including, cell phones, 
VOIP and email.

Maintenance of all desktop, laptop, tablets and 
other City owned electrical equipment. This 
includes, security systems, specialized police 
equipment and camera systems.



A glimpse into some 
of our biggest 
responsibilities 

◦ The installation and maintenance of the City's Incode
server/software. Incode is responsible for all the City's Court 
billing and records, Utility billing and records as well as City 
payroll.

◦ Tyler Technology RMS server/software which is used by our 
police department to document reports of all incidents, 
including traffic stops, domestic disputes and all other police 
calls. Because of the critical nature of the data stored by RMS, 
stringent security measures must be met by state and federal 
guidelines.

◦ WatchGuard camera systems and data storage. All police 
vehicles and officers are equipped with video surveillance 
equipment that records all incidents and then stores locally to 
be used for evidence. 

Servers

Incode

RMS

Watchguard



City 
Communications
◦ Internet and phone service to all building 

locations.

◦ Wireless internet, cellphones and VOIP

◦ Fiber connection between buildings to allow 
for smooth and fast transfer of data.

◦ Network file sharing between departments 
and locations.

◦ Satellite connections with Federal 
government agencies for access to secure 
information system used by the Police.



Computer 
purchasing, 
maintenance and 
troubleshooting.

◦ Purchasing of computer hardware and lifeline rotation of 
equipment throughout the city.

◦ Deployment of equipment including software installations, 
printer connections, troubleshooting and in case of hardware 
failure the replacement of said part or entire system.

◦ Scheduled Preventative Maintenance.

◦ Ensuring that each user has the equipment needed to make 
their job as easy to accomplish as possible and provide the 
greatest speed and efficiency to all tasks.



A Wide scope view of the City 
through I.T.

◦ Over 50 desktop phones

◦ 35 MDC’s (Police Mobile Laptop)

◦ 90 Monitors

◦ 65 Desktop Computers

◦ 20 Laptop Computers

◦ 25 WatchGuard In-Car camera systems

◦ 28 WatchGuard Body cameras

◦ Over 200 Verizon Wireless devices

◦ Over 30 fleet management devices

◦ 9 Servers

◦ 12 Virtual Machines

◦ 8 Network Switches

◦ 2 Modems and routers

◦ Firewall systems at each location

◦ 7 Wireless AP’s 

◦ 11 Unique programs used throughout the 
City and departments

◦ City Wide Scada program and equipment



Current/Future 
goals and 
projects

◦ With the success of the Fleet Management system for the police 
department we are starting the process of including all City 
vehicles into the program

◦ Implemented numerous new programs in response to Covid-19

◦ Moving WatchGuard to Cloud Storage in combination with O365

◦ Recently upgraded Incode to include TCM and TOPs

◦ Upgraded City phone system away from Samsung to the new One 
Talk system

◦ Finalized move of City Internet to Spectrum E-lan fiber connectivity

◦ Started a cloud backup program with Commvault

◦ Bring the new water treatment building online and network for City 
growth

◦ Look to the future and plan accordingly for the growth of the City 
and it’s needs.

The I.T. Department strives to 
be pro-active instead of 
reactive to help make sure the 
City stays ahead of current 
demands. We also have built 
our service model on being 
more readily available than 
past and commonly know I.T. 
Departments so we can build 
trust with users to better 
facilitate working relationships 
among city staff. 
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