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TOWN OF CORTLAND 


BOARD OF TRUSTEES 


MEETING PACKET 


AGENDA 


MAY 13, 2019 


 








Citizens are encouraged to submit their concerns and questions to the Mayor in writing prior to the meeting.   
The Mayor will refer issues to the appropriate staff as needed. 


TOWN OF CORTLAND 
Town Hall 


59 S. Somonauk Road 
Cortland, IL  


BOARD OF TRUSTEES 
Town Board Meeting 


Monday 
May 13, 2019 


7:00 P.M.  
 
I. Call to Order / Pledge of Allegiance / Roll Call 


 
II. Swearing of Newly Elected Trustees – Four-Year Terms 


Bradley Stone, Douglas Corson, and Charmaine Fioretto 
 


III.  Approval of Agenda 
 


IV. Public Wishing to Speak  
 


V. Executive Session to discuss pending litigation pursuant to 5 ILCS 120/2(c)(11) 
 


VI. New Business for Discussion and Possible Action 
a. Approve minutes of April 22, 2019 
b. Approve Payment of Real Estate Tax bill in excess of $10,000 
c. Approve an Ordinance for a Class E Liquor License for Summer Fest  


August 9 & 10, 2019 
d. Approve a Variance for Noise of the Town Code Chapter 4 Section 5-4-4 D  


on behalf of the Festival & Parade Committee 
e. Approval a Resolution Opening an Account with Resource Bank for Credit Card Receipts 
f. Receive recommendation PC19-01 regarding Del’s Family Landscaping Corp 
g. Approve an Ordinance Rezoning the Property Located at TBD (f/k/a 20740) N 


Somonauk Road from “C-1” Limited Retail Business to “C-2” General Commercial 
h. Approve an Ordinance Authorizing the Sale of a 2013 Ford Explorer as Surplus 


Equipment 
i. Approve Drug and Alcohol Abuse Policy for CDL Employees (Mid-West Truckers Assoc) 


(Mid-West Truckers Association Municipality Rev.3.1.6) 
j. Approve ESDA Memorandum of Understanding between County, Cities, Towns, and 


Villages in the County of DeKalb (Replaces MOU of 2017) 
k. Pitney Bowes Postage Machine Lease Agreement – Five-Year Term 
l. Annual Memorial Day Mayors Breakfast – Information only 


 
VII. Comments/Concerns 
 
VIII. President’s Report 


 
IX. Adjournment 








Approved:   Page 1 of 3 
Attest:  _______________ 
 


TOWN OF CORTLAND 
Town Hall 


59 S. Somonauk Road 
Cortland, IL  60112 


BOARD OF TRUSTEES 
Town Board Meeting 


April 22, 2019 
7:00 P.M.  


 
 
Call to Order / Pledge of Allegiance / Roll Call 
Mayor Stokes called the meeting to order at 7:00 p.m. The pledge was recited and roll call 
was taken by Deputy Clerk Rita Nielsen. Shown as present were Trustees Charmaine 
Fioretto, Jim Walker, Rick Robins, Doug Corson, and Brad Stone. Trustee Siewierski was 
absent. Quorum was present.  Also present were Town Clerk Aldis Attorney Kevin Buick, 
Director John Kocher, Director Joel Summerhill, Bookkeeper Jennifer Yaggie, Zoning 
Administrator Anna Kurtzman, and Chief Dargis. 
 
Approval of Agenda  
Trustee Robins moved and Trustee Corson seconded a motion to approve the agenda. 
Unanimous voice vote carried the motion.  
 
Public Wishing to Speak 
No one was present. 
 
Consent Agenda 
Deputy Clerk Nielsen read the consent agenda into the record: 
Approve Town Board Minutes of March 25 and April 8, 2019 
Approve Expenditure Reports for March 2019 
Approve Treasurer’s Reports for March 2019 
 
Trustee Stone moved and Trustee Robins seconded a motion to approve the Consent Agenda.  
Unanimous roll call vote carried the motion. 


 
New Business for Discussion and Possible Action 
Appointment of an Ethics Officer as prescribed in Town Code 1-11-1 State Officials and 
Employees Ethics Act 
Mayor Stokes explained that the Town had previously adopted the State Officials and Employees 
Ethics Act [(5ILCS 430/70-5) as part of Town Code, Sec. 1-11-1.] The Act provides that the Town 
appoint an Ethics Officer for the purpose of carrying out the requirements of the Act. This motion 
allows for the appointment the mayor to hold the title of Ethics Officer with the Advice and Consent 
of the Board. Mayor Stokes also stated that if there is a complaint the town attorney would be 
consulted. 
 
Trustee Corson moved and Trustee Walker seconded a motion to appoint the mayor as the Ethics 
Officer. Unanimous roll call vote carried the motion. 
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Approve an Ordinance Amending the Town Code Section 9-3-7G of the Zoning Code to 
Allow Fire Science Training Facilities to be Considered as a Special Use Within Certain 
Zoning Districts 
Trustee Fioretto moved and Trustee Corson seconded a motion to Approve an Ordinance 
Amending the Town Code Section 9-3-7G of the Zoning Code to Allow Fire Science Training 
Facilities to be Considered as a Special Use Within Certain Zoning Districts. Unanimous roll call 
vote carried the motion.  
 
Approve Amendments to Appendix A of the Town of Cortland Wage & Salary Scale with 
Related Benefits; non-Elected Personnel  
Ms. Yaggie explained that the amendment is necessary to lower the salary rate for non-supervisory 
public works/water wastewater department personnel to $35,360 and to increase the upper levels 
by 5% which is option 2 of the handout in packet. Option 1 allows for increases only based on CPI. 
The last time the Wage and Salary Scale was amended was June of 2016. 
 
Trustee Robins moved and Trustee Corson seconded a motion to approve Option 2. Unanimous 
roll call vote carried the motion. 
 
Approve an Ordinance Amending the Town Code Title 4 Public Health and Safety  
4-1-5 Refuse Restrictions  
Clerk Aldis explained that [Exhibit A of 4-1-5 had been inadvertently removed during a prior 
amendment to this code.] 
 
Trustee Stone moved and Trustee Fioretto seconded a motion to Approve an Ordinance Amending 
the Town Code Title 4 Public Health and Safety. Unanimous roll call vote carried the motion.  
 
Approve an Ordinance Amending the Town Code Title 6 Motor Vehicles and Traffic 6-4-4 G 
Handicapped Parking Penalty 
Chief Dargis stated that this amendment brings the Town Code up to date with State of Illinois 
standards for statutory handicapped parking penalties to $250.00. 
 
Trustee Corson moved and Trustee Robins seconded a motion to approve Ordinance Amending 
the Town Code Title 6 Motor Vehicles and Traffic 6-4-4 G Handicapped Parking Penalty. 
Unanimous roll call vote carried the motion. 
 
Department Head Reports 
No questions at this time. 
 
Comments/concerns 
Clerk Aldis reported that the County has completed the April 2, 2019 election canvas and the 
swearing in of elected trustees Fioretto, Corson, and Stone will take place at the May 13, board 
meeting. 
 
President’s Report 
Mayor Stokes stated that he appreciated the work that went into working through the budget 
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process.  
 
Mayor Stokes asked the board to think about possible solutions to the old grade school 
property.  
 
Ms. Kurtzman reminded the board that the current application for Northern Illinois Fence 
remains open as the board remanded applicant back to the planning commission for 
reconsideration and restrictions.  
 
Ms. Kurtzman was instructed by Mayor Stokes to contact applicant for status, and if they are 
not pursing their application ask them to withdraw application so that the file may be closed. 
 
Adjournment 
Trustee Robins moved and Trustee Stone seconded a motion to adjourn.  Unanimous voice 
vote carried the motion.  The meeting adjourned at 7:21 p.m. 
 
Respectfully submitted, 
 
 
 
Rita Nielsen 
Deputy Clerk 








Town of Cortland 
Agenda Request 


 


(SUBMIT FORM TO THE TOWN CLERK NO LATER THAN ONE WEEK BEFORE THE SCHEDULED MEETING) 
 
 


ALL REQUESTS ARE SUBJECT TO THE APPROVAL OF THE MAYOR 
 


 


Prepared by: Jennifer Yaggie, L & A Approved by: Russ Stokes, Mayor Date:  May 09, 2019 


k:\town board\agendas\agendas 2019\05a.may 13, 2019\agenda request - payment of re tax in excess of $10,000.doc 


 RESOLUTION  ORDINANCE  INFORMATION  OTHER 
  


 
DATE PREPARED:  MAY 09, 2019 FOR MEETING ON: MAY 13, 2019 
 
DESCRIPTION/TITLE:   PAYMENT OF REAL ESTATE TAX BILL IN EXCESS OF $10,000  
 
 
 
REQUIRED ACTION:       BOARD APPROVAL 
 
 
 
 
STAFF/COMMITTEE RECOMMENDATION:  IN KEEPING WITH THE BOARD’S POLICY, APPROVAL FOR PAYMENT 


OF $11,883.22 IS BEING REQUESTED.  THE MAYOR’S APPROVAL 
AMOUNT IS SET AT $10,000.  THIS REAL ESTATE TAX BILL WILL BE 
PAID FROM RENTAL REVENUE RECEIVED FROM A FARM LEASE. 


 
 
 
STATEMENT OF CONCERN/SUMMARY:  
 
 
 
 


AGENDA PLACEMENT: 
 


 BOARD REVIEW OF PENDING BUSINESS  NEW BUSINESS  CONCERNS  STAFF REPORTS 


 COMMITTEE OF THE WHOLE  PRESIDENT’S REPORT  CONSENT AGENDA  UNFINISHED BUSINESS 


 PUBLIC HEARING 
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TOWN OF CORTLAND 
 


ORDINANCE NO. 2019-XX 
 


AN ORDINANCE AUTHORIZING THE CREATION OF A  
CLASS E LIQUOR LICENSE FOR TOWN OF CORTLAND SUMMER FEST 


 
WHEREAS, the Town of Cortland is authorized by the Illinois Liquor Control Act of 1934, 


235 ILCS 5/4-1 et seq., to regulate the number and classification of local liquor licenses, to regulate 


or prohibit the presence of persons under age 21 from a licensed liquor retail establishment, to 


regulate and restrict the issuance of and operations under local liquor licenses as the public good 


and convenience may require, and to provide penalties for the violation of such regulations and 


restrictions; and,  


WHEREAS, the Illinois Liquor Control Act of 1934, 235 ILCS 5/4-4, authorizes the local 


liquor control commissioner to grant, suspend, and revoke for cause all local liquor licenses within 


the jurisdiction, to authorize entry upon licensed premises, to receive complaints of violations of 


State and local liquor regulations, and to receive local license fees and pay such fees to the town 


treasurer, among other duties; and, 


WHEREAS,  Section 3-9-5 of the Cortland Town Code provides that the Town Board of 


Trustees may authorize the creation of a liquor license, which the local liquor control 


commissioner, in his or her discretion, may then issue; and, 


WHEREAS, TOWN OF CORTLAND has applied for a Class E liquor license authorizing 


the retail sale of alcoholic liquor at the Cortland Community Park and has met the application 


requirements set forth in the Town’s liquor control ordinance for such a license; and, 


WHEREAS, the corporate authorities of the Town of Cortland deem it to be in the interest 


of the public health, safety and welfare of Town residents to authorize the creation of a Class E 


liquor license for issuance to Town of Cortland; 


NOW, THEREFORE, BE IT ORDAINED BY THE PRESIDENT AND BOARD OF 


TRUSTEES OF THE TOWN OF CORTLAND, DEKALB COUNTY, ILLINOIS, as follows: 
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USECTION 1 U: The foregoing preambles are incorporated in this Section as if fully stated 


herein. 


USECTION 2 U: Applicant Town of Cortland has met the application requirements for a 


Class E liquor license with respect to the Cortland Summer Fest, and the Cortland Board of Trustees 


finds that the applicant has demonstrated its capability for responsible retail sale of alcoholic liquor 


such as to justify the creation of a Class E liquor license. 


USECTION 3 U: The Board of Trustees hereby creates a Class E liquor license for the 


benefit of the Cortland Summer Fest. 


USECTION 4 U: This Class E liquor license is created subject to all applicable Town Codes 


and regulations and state and federal law. 


USECTION 5 U: This Class E liquor license is good for August 9, 2019, and August 10, 


2019, at the Cortland Community Park in conjunction with Cortland Summer Fest. 


USECTION 6: U This Ordinance shall be in full force and effect from and after its passage, 


approval and publication as provided by law. 


 


AYES:   


NAYS:   


ABSENT:  


PASSED this ____day of _______         
 
APPROVED this ______ day of ________ 


 
 
_________________________________ 
Russ Stokes, Mayor 
 


 
ATTEST: 


 
________________________________ 
Cheryl Aldis, Town Clerk 








           M 2019-01 
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Application for Variance of Town Code 
 


Applicant:  Town of Cortland on behalf of the Festival and Parade Committee 


Event:  August 9 & 10, 2019 
Summer Fest, Cortland Community Park 70 S Llanos Street 


Requested Exemption:  Chapter 4 Section 5-4-4 Exemptions:  D. Community Events 
Exemption from night hours - until 12:00 a.m. (Section 5-4-2 B) 
 
Standards for Variance: 


1.  The proposed variance of the requirements would result in great practical difficulties 
or hardship to the applicant; 
The purpose of the community event is to have live music from 6:00 p.m. to 
12:00 a.m. on Friday, August 9, 2019; and live music from 12:00 p.m. to 12:00 
a.m. on Saturday, August 10, 2019. 
 


2. Strict application of the requirements would result in great practical difficulties or 
hardship to the applicant; 
The bands will play until festival closes at 12:00 a.m. 
 


3. The proposed variance is the minimum deviation from such requirements that shall 
alleviate the difficulties/hardship; 
12:00 a.m. would be the minimum deviation. 
 


4. The plight of the applicant is due to peculiar circumstances not of his own making; 
Holding the event is supported by the Town and hours are reasonable for a 
community festival. 
 


5. The peculiar circumstances engendering the variance request are not applicable to 
other property within the district, and therefore, that a variance would be a more 
appropriate remedy than an amendment; 
The request only affects this event and therefore, the variance is the 
appropriate remedy. 
 


6. The variance, if granted, shall not alter the essential character of the area where the 
premises in question are located. 
The variance will not alter the essential character of the area.  The variation is 
not permanent and the event is consistent with the small town character the 
Town Board is attempting to perpetuate. 
 
Approved this 13th Day of May, 2019  Attest: 
 
 
 
_______________________________  ____________________________ 
Russ Stokes, Mayor     Cheryl Aldis, Town Clerk 





















Town of Cortland 
Agenda Request 


(SUBMIT FORM TO THE TOWN CLERK NO LATER THAN ONE WEEK BEFORE THE SCHEDULED MEETING) 


ALL REQUESTS ARE SUBJECT TO THE APPROVAL OF THE MAYOR 


Prepared by: Anna Kurtzman    Approved by:    Date:   


f:\my documents\w-zb\planning commission\2019\pc 19-1 dels family landscaping\tb report\agenda request.doc 


RESOLUTION ORDINANCE INFORMATION OTHER 


DATE PREPARED:     MAY 8, 2019 FOR MEETING ON: MAY 13, 2019 


DESCRIPTION/TITLE:   PC19-01 – MARIO DELGADO – REQUEST TO REZONE 3 ACRES AT THE 
SOUTHEAST CORNER OF SOMONUAK ROAD AND CORTLAND 
CENTER ROAD FROM C-1 TO C-2. 


REQUIRED ACTION: 1) RECEIVE AND REVIEW THE PLANNING COMMISSION’S 
FINDINGS OF FACT AND RECOMMENDATION REPORT AND THE 
MINUTES FROM THEIR MARCH 7, 2019 MEETING.


2) RECEIVE AND REVIEW THE ZONING ADMINISTRATOR’S 
REPORT TO THE PLANNING COMMISSION.


3) EITHER GRANT OR DENY THE PETITIONER’S REQUEST TO 
REZONE BY TAKING ACTION OTHE ATTACHED ORDINANCE 
ENTITLED: “AN ORDINANCE REZONING THE PROPERTY LOCATED AT 
TBD (F/K/A 20740) N. SOMONAUK ROAD …” 


COMMITTEE RECOMMENDATION: THE PLANNING COMMISSION IS RE RECOMMENDING THAT THIS 
ORDIANANCE BE PASSED. 


STATEMENT OF CONCERN/SUMMARY: ON MARCH 7, 2019, THE PLANNING COMMISSION CONDUCTED A 
PUBLIC HEARING TO CONSIDER THE PETITIONER’S REQUEST TO 
REZONE PROPERTY AT THE SOUTHEAST CORNER OF SOMONAUK 
ROAD AND CORTLAND CENTER ROAD FROM C-1 TO C-2.  AFTER THE 
CONDUCTING THE HEARING THE COMMISSION DEBATED THE 
MERITS OF THE CASE INCLUDING CONCERNS THAT ANY USE WITHIN 
THE C-2 DISTRICT COULD BE ESTABLISHED ON THIS PROPERTY IF 
THE PROPERTY WERE REZONED.  THEY ALSO EXPRESSED 
CONCERNS THAT THE STATED PROPOSED USE IS NOT IN KEEPING 
WITH THE IMPLEMENTATION OF THE COMPRENSIVE PLAN.  FINALLY, 
THEY CONSIDERED THE FACT THAT A SIMILAR REQUEST WAS MADE 
FOR PROPERTY ACROSS THE ROAD FROM THIS REQUEST AND THAT 
THE TOWN BOARD ELECTED TO APPROVE THAT REQUEST.  AS 
SUCH, UPON COMPLETING THEIR DELIBERATION A MOTION WAS 
MADE TO RECOMMEND APPROVAL OF THE REQUESTED REZONING.  
THIS MOTION PASSED (4 AYES, 1 NAY, 2 ABSENT) 


AGENDA PLACEMENT: 


BOARD REVIEW OF PENDING BUSINESS NEW BUSINESS CONCERNS STAFF REPORTS 


COMMITTEE OF THE WHOLE PRESIDENT’S REPORT CONSENT AGENDA UNFINISHED BUSINESS 


PUBLIC HEARING 
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FINDING OF FACT AND RECOMMENDATION 
TO THE TOWN OF CORTLAND BOARD OF TRUSTEES 


PC 2019-01 
 
 
To: Cortland Board of Trustees 


From: Cortland Planning Commission 


Date: April 8, 2019 


 
RE: Consideration of a request to rezone property at the Southeast Corner of Somonauk Road and 


Cortland Center Road 
 
The Cortland Planning Commission conducted a Public Hearing on March 7, 2019, at 7:05 p.m. in the 
Town of Cortland Town Hall at 59 S. Somonauk Road, Cortland, Illinois.  The purpose of the Public 
Hearing involved consideration of the request by Mario Delgado as applicant and Resource Bancshares 
as owner  to rezone a three acre property at the southeast corner of Somonauk Road and Cortland 
Center Road from C-1 (Limited Retail Business) to C-2 (General Commercial).  A copy of the application is 
attached as Exhibit A. 
 
Public notice was given through publication in the Daily Chronicle on February 16, 2019, and via letters 
sent to adjacent property owners on February 8, 2019 (see Group Exhibit B).   
 
The Planning Commission reviewed and considered the material and information presented at the 
public hearing (a copy of the approved minutes from this meeting is attached as Exhibit C).  It reviewed 
the required standards upon which a rezoning request is to be considered (Section 9-9-2B4 of the Zoning 
Code) and established Findings of Fact (Exhibit D).   
 
A motion was made to approve the request to rezone the property from C-1 to C-2, which passed (4 Yea, 
1 Nay, 2 Absent).  The Planning Commission therefore recommends approval of the request. 
 
 
 


Respectfully Submitted, 
 
 
 
Brad Lawson, Chairman 
CORTLAND PLANNING COMMISSION 


 























Akurtzman

Text Box

Exhibit A































Akurtzman

Text Box

Group Exhibit B







Akurtzman

Text Box

Exhibit A







PIN Line 1 Line 2 Line 3
09‐20‐200‐005 Daniel Martinez 460 N. Somonauk Rd Cortland, IL 60112
09‐20‐200‐009 NDV Cortland LLC 2340 S. River Rd, Ste 310 Des Plaines, IL 60018
09‐20‐257‐001 Rodolfo Garcia 51 E Clover Ave Cortland, IL 60112
09‐20‐256‐027 Lana Nimri 52 E Clover Ave Cortland, IL 60112
09‐20‐100‐008 Keith J Kotche 1060 Lake St, Ste 200 Hanover Park, IL 60133
09‐20‐251‐001 & 
09‐20‐182‐001 Town of Cortland PO Box 59 Cortland, IL 60112


F:\My Documents\W‐ZB\Planning Commission\2019\PC 19‐1 Dels Family Landscaping\Legal Notice\PH addresses for PC19‐01



Akurtzman

Text Box

Exhibit B







Akurtzman

Text Box

Group Exhibit B
Page 1







 
 


Approved Findings of Fact for PC 19-01 
 
a. Existing use(s) and zoning of the property in question. 


The subject property is Zoned C-1 (Limited Retail Business) and has been used for agricultural 
purposes. 
 


b. Existing use(s) and zoning of other lots in the vicinity of the property in question. 
The property to the north has recently been rezoned to C-2 General Commercial District and has 
been used for agricultural purposes; to the east of the subject property is the NeuCort Lakes 
residential subdivision which is zoned R-2 Planned Unit Development.  To the south is Suppeland 
Park which is zone P-1 Park and Open Space.  The property to the west is zoned P-1 Park and 
Open Space and is undeveloped. 
 


c. Suitability of the property in question for uses already permitted under existing regulations. 
Developing the property for commercial purposes is appropriate as the subject property is 
located at the intersection of two significant roads – Somonauk Road and Cortland Center Road 
and public utilities are available.  Any development of this property will need to addressed 
engineering concerns related to access. 
 


d. Suitability of the property in question for the proposed use. 
There are engineering concerns, such as access to/from the site, which will need to be address 
prior to any development of this property. 
 


e. The trend of development in the vicinity of the property in question, including changes (if any) 
which may have occurred since the property was initially zoned or last rezoned.  
The subject property was zoned C-1 in 2002 when the property was annexed.  Since that time 
the only development in the immediate vicinity of the property has been NeuCort Lakes, a 
residential subdivision, and the adjacent Suppeland Park. 
 


f. The effect the proposed amendment would have on implementation of this Municipality's 
Comprehensive Plan.  
The Town’s “Uptown/Civic Center Sub Area Plan” (adopted in 2006) envisions this intersection 


as a dense mixed-use neighborhood, with an emphasis on pedestrian-friendly uses and high-


quality amenities.  There are uses, such as those outlined in Section 9-3-7E of the Zoning Code, 


that are not pedestrian-friendly and would not further the implementation of the 


Comprehensive Plan. 
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Subject Property Location Map 
 


 
 
  



Akurtzman

Text Box

Group Exhibit B







 
 


 


Aerial Map of Subject Property and Area 
 


 
 
  







 
 


 


Zoning Map of Subject Property and Area 
 


 







 


 


 


 


 


 


 


 


 


 


UPTOWN/CIVIC CENTER 


SUB-AREA PLAN 


 


 


 


 


 


 


 


 


 


 


 


 
An Amendment of the Cortland Comprehensive Plan, Adopted March 13, 2006, 


Ordinance No. 2006-53 
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UPTOWN/CIVIC CENTER 


SUB-AREA PLAN 
 


The purpose of the Uptown Sub-Area Plan is to establish a vision and adopt an 


illustrative concept plan for the development of a dense mixed-use neighborhood at the 


intersection of Cortland Center Road (formerly Pleasant Street) and Somonauk Road in 


Cortland. 
 


Consistent with the Community Design element of the Cortland Comprehensive Plan, the 


Uptown sub-area plan envisions this new neighborhood as a mix of retail, offices, food 


services, business and personal services, banks, civic, lodging and residential uses 


arranged along pedestrian-friendly streets with high quality architecture, street 


furnishings, public art, fountains, and public spaces.  Upper floors of the buildings, 


particularly in the mixed-use core, will have offices and residential dwellings.  


Residential uses adjacent the mixed-use core will be high density preferably with a mix 


of attached and detached single-family residential dwellings and multiple-family 


buildings.   
 


In addition to the forty acre, more or less, tract of land at the northwest corner of 


Somonauk Road and Cortland Center Road, the Sub-Area Plan includes portions of 


Amdur’s Addition, Neucort Lakes and Cambridge Homes’ Richland Trails.  The 


commercial frontage of Amdur’s Addition is expected to include a full-service grocery 


store and pharmacy and a hardware store which are accommodated in the Concept Plan.  


The Somonauk Road frontage of Cambridge’s proposed Richland Trails neighborhood is 


expected to become the site for the new civic center which will include a new library and 


Town hall buildings and a civic park. 
 


The mixed-use core is intended to provide a wide range of retail, personal and business 


services, food services (restaurants, cafes, delis, etc.).  Outdoor seating and dining areas 


will be provided to make the environment more hospitable for pedestrians.  Additionally, 


shop fronts will be brought up to the sidewalk to allow pedestrians the opportunity to 


window shop as they stroll along the sidewalk.  A mix of parking choices will be 


provided.  On-street parking will be available along all streets, except Somonauk Road, 


and parking lots will be placed in the interior of blocks.  Parking structures and 


underground parking are also envisioned as possible parking alternatives. 
 


The introduction of food service uses and a full-service grocery store in the Uptown plan 


is dependent upon the prohibition against the sale of liquor in the community being lifted.  


The prospects of attracting these types of businesses is extremely limited if the business 


cannot sell alcoholic beverages for consumption on the premises or packaged liquor for 


off-site consumption.  The absence of food service uses serving alcoholic beverages will 


not stop the development of the Uptown neighborhood, but would severely limit the 


dining experience options for residents and visitors. 
 


Civic uses are also envisioned in this neighborhood.  A civic center complex, consisting 


of a new Town Hall and library buildings and a civic park, is one of the anchors of the 


proposed development.  The civic park adjacent the civic center buildings is envisioned 


as a formal public space with gardens, fountains and memorials, and perhaps a band shell 


or other structure for public events.  A plaza joining the two civic buildings is envisioned 
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as a place for public art and fountains and as a gathering spot or location for civic events 


and ceremonies. 
 


Other public spaces are strongly encouraged in the Uptown neighborhood.  Small parks 


and squares should be provided as focal points, social gathering places, and neighborhood 


character defining features.  The open spaces in the neighborhood should be of high 


quality design and materials.  The amenities and landscaping among the various open 


spaces in the Uptown neighborhood should not be identical; variety among the open 


spaces is strongly encouraged. 
 


A formal square is the centerpiece of the new commercial core.  Located north of 


Cortland Center Road, the square would provide a focal point and gathering place.  It is 


envisioned that the square would be a formal landscaped space with seating, a fountain 


and/or memorial sculpture.  Immediately to the south of the square is a plaza that faces 


the proposed civic center buildings.  This civic center plaza is intended to have the same 


purpose as the square but have a different look and feel from the square. 
 


The use of public art in the Uptown neighborhood is strongly encouraged.  Public art may 


take many forms.  In addition to sculpture, public art may be in flat surfaces such as 


building walls or sidewalks, it may be static or kinetic, it may be interactive, it may 


involve water or light, it may be in the landscape. 
 


In addition to the residential dwelling units anticipated in the upper floors in the retail 


core, housing is an integral part of the neighborhood vision.  High-density single-family 


dwellings, such as townhouses or condominium buildings, are encouraged in the 


neighborhood; particularly along the north side of the Uptown neighborhood adjacent the 


Heatherfield neighborhood.  The residential buildings constructed in Uptown are required 


to comply with the Community Design principles of the Comprehensive Plan.  Namely, 


garages must be rear-loaded and building facades must incorporate architectural elements 


and features that contribute to a pedestrian-friendly streetscape.  
 


Other housing choices will be considered in Uptown.  Live-work units and accessory 


dwelling units are encouraged where appropriate in the neighborhood.  Accessory 


dwelling units are small one-room dwellings usually situated over a detached garage and 


have their own exterior entrance and parking space.  Depending upon the building 


typology used in Uptown accessory dwelling units may be an extremely limited 


opportunity.  A live-work unit is a building typology in which the first floor of the 


dwelling is the commercial or workspace portion of the dwelling and may share floor 


space with the household kitchen and bath and the living areas are provided on upper 


floors, often in a loft-like setting.   
 


Additionally, some residential dwelling units can function as flex-space in the Uptown 


neighborhood.  Selected buildings can be designed in a manner that will enable the 


ground floor to change from residential to commercial without structural alterations of 


the building or the building façade at a later date as the neighborhood matures and 


demand for additional retail or office space grows in Cortland. 
 


Architecture in the neighborhood is expected to emulate the classic Midwestern 


vernacular: Victorian, colonial, prairie school, and craftsman styles.  A mix of styles and 


building materials is strongly encouraged.  Themes are not encouraged since these 


quickly become dated and lose their appeal.  Overuse of a particular exterior building 
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material is discouraged.  Uniformity in building facades, which is all facades having 


brick or wood or metal as the primary material, can become visually dull and 


unappealing.  The appropriate use of architectural features such as box and bay windows, 


turrets and towers, spires, oriels and porches are strongly encouraged to provide visual 


interest and to establish readily recognizable landmark buildings for visitors.  The 


reproduction of historic architectural vernacular styles is not required; successfully 


applying historic architectural vernacular styles with modern technology and building 


materials is desired and strongly encouraged.  Application of energy efficiency and green 


technologies to buildings in Uptown is strongly encouraged. 
 


The Uptown neighborhood must be a pedestrian-friendly environment.  Wide sidewalks 


to accommodate strollers, window shoppers and persons sitting at outdoor dining areas or 


on benches are required.  In addition to sidewalks and seating areas the physical 


environment must be scaled for the pedestrian.  Shop windows should not have reflective 


glass and entrance doors should be recessed.  There should be adequate but not blinding 


illumination of walk surfaces.  Signs should be scaled to be read by the pedestrian, not 


necessarily the motorist.  On-street parking should be provided to provide a measure of 


protection from vehicles moving on the street.  Streets should be designed to allow the 


free flow of traffic at greatly reduced speeds.  Facilities for bicyclists should be provided.   
 


In summary, Uptown should become a destination that people will want to visit.  The 


Uptown neighborhood is intended to be a compact area having a lot of activity, diversity 


of uses and provide a variety of visual and physical experiences for visitors and residents 


of the neighborhood.  It is expected to evolve into the town center as Cortland grows over 


time.   
 


The Uptown neighborhood will be connected to adjacent neighborhoods by the existing 


thoroughfare system and new thoroughfares to come.  Connecting Uptown to surrounding 


neighborhoods is essential to it becoming a neighborhood, not an isolated shopping 


center.  The ability of nearby residents to walk or bicycle or drive to Uptown without 


needlessly traveling on Somonauk Road or Cortland Center Road will contribute to the 


seamless connection of Uptown with adjacent neighborhoods and reduce the dependence 


on the automobile for short trips in Cortland. 
 


Uptown will be connected to the Town’s developing off-street bike trail network.  Trials 


proposed along Somonauk Road and Cortland Center Road will provide direct access to 


Uptown.  The bike trail connections that will occur along the Somonauk Road and 


Cortland Center Road trails will enable virtually every Cortland resident to travel to and 


from Uptown on the future trail network. 
 


The development and evolution of the Uptown neighborhood should not be construed as 


abandonment of Cortland’s downtown along Somonauk Road between North Street and 


Chestnut Street.  Uptown and downtown Cortland can co-exist.  While similar in 


composition they will assume different roles in the community over time.  For example, 


Uptown will become Cortland’s civic center and the downtown will evolve into a 


commuter rail hub when commuter rail service is extended to Cortland and beyond in the 


future. 
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In order to implement the Uptown Sub-Area Plan, the Town will need to consider 


adopting a new zoning classification and land development regulations to apply 


specifically to this area. 
 


 











 
 


Proposed Findings of Fact 
 
a. Existing use(s) and zoning of the property in question. 


The Subject Property is Zoned C-1 (Limited Retail Business) and has been used for agricultural 
purposes. 
 


b. Existing use(s) and zoning of other lots in the vicinity of the property in question. 
The property to the north has recently been rezoned to C-2 (General Commercial) and has been 
used for agricultural purposes.  To the East of the Subject Property is the NeuCort Lakes 
residential subdivision which is zoned R-2 PUD.  To the south is Supplland Park which is zone P-1.  
The property to the west is zoned P-1 and has been used for agricultural purposes. 
 


c. Suitability of the property in question for uses already permitted under existing regulations. 
Developing the property for commercial purposes is appropriate as the Subject Property is 
located at the intersection of two significant roads – Somonauk Road and Cortland Center Road 
and public utilities are available.  Any development of this property will need to address 
engineering concerns related to access. 
 


d. Suitability of the property in question for the proposed use. 
There are engineering concerns, such as access to/from the site, which will need to be 
addressed prior to any development of this property. 
 


e. The trend of development in the vicinity of the property in question, including changes (if any) 
which may have occurred since the property was initially zoned or last rezoned.  
The Subject Property was zoned C-1 in 2002 when the property was annexed.  Since that time 
the only development in the immediate vicinity of the property has been NeuCort Lakes, a 
residential subdivision, and the adjacent Suppland Park. 
 


f. The effect the proposed amendment would have on implementation of this Municipality's 
Comprehensive Plan.  
The Town’s “Uptown/Civic Center Sub Area Plan” (adopted in 2006) envisions this intersection 


as a dense mixed-use neighborhood, with an emphasis on pedestrian-friendly uses and high 


quality amenities.  There are uses, such as those outlined in Section 9-3-7E of the Zoning Code, 


that are not pedestrian-friendly and would not further the implementation of the 


Comprehensive Plan. 



Akurtzman
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TOWN OF CORTLAND 
DEKALB COUNTY, ILLINOIS 


 
 
______________________________________________________________________________ 
 
 


TOWN OF CORTLAND 
ORDINANCE NO. 2019-XX 


 
AN ORDINANCE REZONING THE PROPERTY LOCATED AT TBD (F/K/A 20740) N. 
SOMONAUK ROAD FROM “C-1” LIMITED RETAIL BUSINESS TO “C-2” GENERAL 


COMMERCIAL IN THE TOWN OF CORTLAND, DEKALB COUNTY, ILLINOIS 
 


______________________________________________________________________________ 
 
 
 


ADOPTED BY THE 
MAYOR AND BOARD OF TRUSTEES 


OF THE TOWN OF CORTLAND 
 


This ___ day of _____, 2019 
 


Effective date: ________, 2019 
 
 
 
 
 


______________________________________________________________________________ 
 
Published in pamphlet form by authority of the Mayor and Board of Trustees of the Town of 
Cortland, DeKalb County, Illinois this ___ day of ____ 2019. 
______________________________________________________________________________  
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ORDINANCE 2019-XX 
 


AN ORDINANCE REZONING THE PROPERTY LOCATED AT TBD (F/K/A 20740) N. 
SOMONAUK ROAD FROM “C-1” LIMITED RETAIL BUSINESS TO “C-2” GENERAL 


COMMERCIAL IN THE TOWN OF CORTLAND, DEKALB COUNTY, ILLINOIS 
  
 WHEREAS, a Land Development Application for a hearing before the Planning 
Commission has been filed by Mario Delgado for the property located at TBD (f/k/a 20740) N. 
Somonauk Road in the Town of Cortland, with the consent of the owner, Resource Bancshares, 
Inc., an Illinois Corporation, seeking to rezone the property which is currently zoned “C-1” 
Limited-Retail Business, to “C-2” General Commercial; said property (the “subject property”) 
being legally described as follows as:  
 
THAT PART OF THE SOUTH 1/2 OF THE NORTHEAST 1/4 OF SECTION 20, TOWNSHIP 
40 NORTH, RANGE 5 EAST OF THE THIRD PRINCIPAL MERIDIAN, DESCRIBED AS 
FOLLOWS: BEGINNING AT THE NORTHWEST CORNER OF SAID SOUTH 1/2; THENCE 
SOUTHERLY, ALONG THE WEST LINE OF SAID QUARTER, 329.01 FEET; THENCE 
EASTERLY, AT RIGHT ANGLE TO SAID WEST LINE, 408.50 FEET; THENCE 
NORTHERLY, AT RIGHT ANGLE TO THE LAST DESCRIBED COURSE, PARALLEL 
WITH SAID WEST LINE, 333.50 FEET TO THE NORTH LINE OF SAID SOUTH 1/2; 
THENCE WESTERLY, ALONG SAID NORTH LINE, 408.52 FEET TO THE POINT OF 
BEGINNING, ALL IN CORTLAND TOWNSHIP, DEKALB COUNTY, ILLINOIS.  
PIN: 09-20-200-003 
 
 WHEREAS, the application of Mario Delgado d/b/a Del’s Family Landscaping for such 
zoning map amendment was made in accordance with the provisions of the Cortland Town Code; 
and 
 
 WHEREAS, pursuant to the required published notice and proper notification by the Town 
of Cortland of adjacent property owners, the Planning Commission held a public hearing on 
March 7, 2019; and 
 
 WHEREAS, the Planning Commission has recommended approval of the rezoning 
(zoning map amendment) from “C-1” Limited-Retail Business, to “C-2” General Commercial by 
a 4-1 vote with 2 members absent; and  
 
 WHEREAS, the Town of Cortland Board of Trustees, after examining said application 
and recommendation, along with the Advisory Report in accordance with Section 9-9-2.B of the 
Town Code, has determined that all requirements for the zoning map amendment have been met.   
 
 NOW THEREFORE, BE IT ORDAINED by the Corporate Authorities of the Town of 
Cortland, DeKalb County, Illinois as follows: 
 


1. That the zoning map amendment is hereby approved, and the subject property 
commonly known as TBD (f/k/a 20740) N. Somonauk Road and legally described above 
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shall henceforth be zoned “C-2” General Commercial, and shall be so depicted on the 
Town’s official zoning map. 
 
2. That the recitals above are incorporated herein and this ordinance shall be in full 
force and effect from and after its passage and approval as provided by law. 


 
PASSED and this APPROVED this ____ day of ____, 2019. 


 
AYES:  
NAYS:    
ABSENT:  
 


  
Russell C. Stokes, Mayor 
 
 


ATTEST: 
 
  
Cheryl Aldis, Town Clerk 
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TOWN OF CORTLAND 
ORDINANCE NO. 2019-XX 


 
AN ORDINANCE AUTHORIZING THE SALE OF SURPLUS PERSONAL PROPERTY 


(2013 FORD EXPLORER)  
OWNED BY THE TOWN OF CORTLAND, DEKALB COUNTY, ILLINOIS 


 
WHEREAS, the Illinois Municipal Code, 65 ILCS 5/11-76-4, authorizes the Town to sell personal property 


that is no longer necessary or useful to, or for the best interests of the Town, with or without advertising the sale; and 
 
WHEREAS, the Town of Cortland is the owner of one (1) 2013 Ford Explorer VIN# 1FM5K8AR1DGB63731, 


and  
 
WHEREAS, the Board of Trustees of the Town of Cortland finds that these vehicles are no longer necessary 


or useful to, or for the best interests of the Town, and is therefore considered as surplus personal property; and 
 
WHEREAS, the Town wishes to sell this surplus property; 
 


NOW, THEREFORE, BE IT ORDAINED BY THE PRESIDENT AND BOARD OF TRUSTEES OF THE TOWN OF 
CORTLAND, DEKALB COUNTY, ILLINOIS, AS FOLLOWS: 
 


SECTION 1:  The foregoing preambles are incorporated in this Section as if fully set forth herein. 
 
SECTION 2:  The corporate authorities find that the Town’s one (1) 2013 Ford Explorer  


VIN# 1FM5K8AR1DGB63731 constitutes surplus property within the meaning of 65 ILCS 5/11-76-4. 
 
SECTION 3:  The Town Board hereby authorizes and directs the Mayor and Town Clerk, to sell and convey 


said property, on such terms as serve the best interests of the Town and to execute such documents as are 
necessary to carry out the intent of this Ordinance. 


 
SECTION 4:  This Ordinance shall be in full force and effect from and after its passage, approval and 


publication in pamphlet form as provided by law. 
 
PASSED this ____ day of _____, 2019 
AYES:   
NAYS:   
ABSENT:  
 


APPROVED this ____ day of ______, 2019  ATTEST: 
 
 
___________________________________ ___________________________________ 
Russell C Stokes Cheryl Aldis  
Town President Town Clerk 








Town of Cortland 
Agenda Request 


 


(SUBMIT FORM TO THE TOWN CLERK NO LATER THAN ONE WEEK BEFORE THE SCHEDULED MEETING) 
 
 


ALL REQUESTS ARE SUBJECT TO THE APPROVAL OF THE MAYOR 
 


 


Prepared by: Jennifer Yaggie, L & A Approved by: Russ Stokes, Mayor Date:  May 09, 2019 
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 RESOLUTION  ORDINANCE  INFORMATION  OTHER 
  


 


DATE PREPARED:  MAY 9, 2019 FOR MEETING ON: MAY 13, 2019 
 
DESCRIPTION/TITLE:  CDL DRUG ALCOHOL POLICY UPDATE  


 
 
 
REQUIRED ACTION:   APPROVE UPDATED CDL DRUG ALCOHOL POLICY AND CHOOSE BETWEEN THE OPTIONS 


LISTED ON PAGE 12 IN REGARDS TO AN EMPLOYEE’S TERMINATION IF TESTED POSITIVE, AND 
FOR PAYMENT OF TESTING COSTS IF RETURNING TO DUTY. 


 
 
 
STAFF/COMMITTEE RECOMMENDATION: THE FINANCE DEPARTMENT RECOMMENDS CHOOSING OPTION 1 UNDER 


SECTION 10 ON PAGE 12 OF THE POLICY.  THIS OPTION STATES THAT THE 
DRIVER IS TERMINATED ON THE FIRST OFFENSE IF THE DRIVER VIOLATES A 
DRUG OR ALCOHOL REGULATION.  FINANCE ALSO RECOMMENDS OPTION 1 
AT THE BOTTOM OF PAGE 12, WHICH SAYS THAT COSTS ASSOCIATED WITH 
THE EVALUATIONS, REHABILITATION, RETURN TO DUTY TESTING, AND 
FOLLOW UP TESTING WILL BE THE RESPONSIBILITY OF THE DRIVER. 


 
 
 
STATEMENT OF CONCERN/SUMMARY:  


 
 
 
 


AGENDA PLACEMENT: 
 


 BOARD REVIEW OF PENDING BUSINESS  NEW BUSINESS  CONCERNS  STAFF REPORTS 


 COMMITTEE OF THE WHOLE  PRESIDENT’S REPORT  CONSENT AGENDA  UNFINISHED BUSINESS 


 PUBLIC HEARING 
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DRUG & ALCOHOL ABUSE POLICY 


Section 1 – PURPOSE 


This policy complies with the U.S. Department of Transportation 49 CFR Part 382, as amended, and 49 CFR Part 40, as amended. 
Copies of Parts 382 and 40 are available in the employer’s office and can be found on the internet at the Department of Transportation 
(DOT) Office of Drug and Alcohol Policy and Compliance website http://www.dot.gov/odapc. All drivers who hold commercial driver’s 
license (CDL) are required to submit to drug and alcohol tests as a condition of employment in accordance to these regulations.   


This policy supersedes any previous employer policy or agreement that may be in existence prior to the effective date of this policy. This 
policy becomes effective _______________________________.   


Portions of the Policy in bold and underlined reflect the employer’s independent authority. Any drug or alcohol test performed 
under the employer’s independent authority will be conducted on non-DOT forms.   


Any questions or assistance needed regarding the municipality’s CDL drug & alcohol testing program should be directed to: 


NAME(S): ______________________________________________________________  


OFFICE LOCATION: ______________________________________________________ 


     ______________________________________________________ 


PHONE (DAY): _______________________ (CELL): ____________________________ 


Section 2 - DEFINITIONS 


ADULTERATED SPECIMEN is a specimen that has been altered, as evidenced by test results showing either a substance that is not a 
normal constituent for that type of specimen or showing an abnormal concentration of an endogenous substance. 


AIR BLANK is a reading by an evidential breath testing device (EBT) of ambient air containing no alcohol.  (For EBTs that use gas 
chromatography technology, it is a reading of the device’s internal standard). 


ALCOHOL USE.  The drinking or swallowing of any beverage, liquid mixture or preparation (including any medication), containing alcohol. 


ALIQUOT – A fractional part of a specimen used for testing.  It is taken as a sample representing the whole specimen. 


ASD (ALCOHOL SCREENING DEVICE).   A breath or saliva device, other than an EBT, that is approved by the National Highway Traffic 
Safety Administration and placed on the Conforming Products List for such devices. 


BAT (BREATH ALCOHOL TECHNICIAN) is an individual who instructs and assists individuals in the alcohol testing process and operates 
an EBT.  A BAT may also act as a Screening Test Technician (STT) who instructs and assists individuals in the alcohol testing process 
and operates an ASD. 


CANCELED TEST is a drug or alcohol test that has a problem identified that cannot be or has not been corrected, or in which 49 CFR 
Part 40 otherwise requires a test to be cancelled.  A cancelled test is neither a positive nor a negative test. 


CDL (COMMERCIAL DRIVERS LICENSE) means a license issued by a State or other jurisdiction, in accordance with the standards 
contained in 49 CFR Part 383, to an individual which authorizes the individual to operate a class of commercial motor vehicle.  


________ Driver's Initials  ______________ Date
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CMV (COMMERCIAL MOTOR VEHICLE) means a motor vehicle or combination of motor vehicles used in commerce to transport 
passengers or property if the motor vehicle -- 


(1) Has a gross combination weight rating of 26,001 or more pounds inclusive of a towed unit with a gross vehicle weight rating of more
than 10,000 pounds; or
(2) Has a gross vehicle weight rating of 26,001 or more pounds; or
(3) Is designed to transport 16 or more passengers, including the driver; or
(4) Is of any size and is used in the transportation of materials found to be hazardous for the purposes of the Hazardous Materials
Transportation Act and which require the motor vehicle to be placarded under the Hazardous Materials Regulations.


COLLECTOR is a person who instructs and assists individuals at a collection site and who receives and makes an initial inspection of the 
specimen provided by those employees, and who initiates and completes the CCF.   


CONFIRMATION (or confirmatory) TEST.  In drug testing, a second analytical procedure performed on a different aliquot of the original 
specimen to identify and quantify the presence of a specific drug or drug metabolite.  In alcohol testing, a second test, following a 
screening test with a result of 0.02 or higher that provides a quantitative data of alcohol concentration.   


CONSORTIUM is the Mid-West Truckers Association Drug and Alcohol Testing Consortium (hereinafter called the Consortium).  The 
Consortium is a service agent that provides and coordinates the provisions of a variety of drug and alcohol testing services through other 
service agents for its participants.  


CONTROLLED SUBSTANCES – means the same as Drugs. 


DER (DESIGNATED EMPLOYER REPRESENTATIVE) is an employee authorized by the employer to take immediate action(s) to remove 
employees from safety-sensitive duties, or cause employees to be removed from these covered duties, and to make required decisions in 
the testing and evaluation processes.  The DER also receives test results and other communications for the employer, consistent with the 
requirements of Part 40. 


DHHS (DEPARTMENT OF HEALTH AND HUMAN SERVICES) is the Department or any designee of the Secretary, Department of Health 
and Human Services. 


DILUTE SPECIMEN.  A specimen with creatinine and specific gravity values that is lower than expected for human urine. 


DOT means the U.S. Department of Transportation. 


DRIVER means any person who operates any commercial motor vehicle. This includes, but is not limited to: full time, regularly employed 
drivers; casual, intermittent or occasional drivers; leased drivers and independent owner-operator contractors who are either directly 
employed by or under lease to an employer or who operate a commercial motor vehicle at the direction of or with the consent of an 
employer.  Driver includes both applicants for employment (subject to pre-employment testing) and current drivers employed by this 
employer. 


DRUGS – The drugs or classes of drugs for which tests are required under Parts 40 and 382. 


EBT (EVIDENTIAL BREATH TESTING DEVICE) is a device approved by the National Highway Traffic Safety Administration (NHTSA) for 
the evidential testing of breath at the .02 and .04 alcohol concentrations, placed on NHTSA's Conforming Products List (CPL) of Evidential 
Breath Measurement Devices, and identified on the CPL as conforming with model specifications available from NHTSA’s Traffic Safety 
Programs. 


EMPLOYEE means the same as Driver. 


EMPLOYER means a person or entity employing one or more employees (including an individual who is self-employed) that is subject to 
49 CFR Parts 382 and 40.  The term employer includes an employer’s officers, designated representatives or management personnel. 


FMCSA (FEDERAL MOTOR CARRIER SAFETY ADMINISTRATION) is the federal agency responsible for the administration of federal 
regulations for commercial motor vehicle drivers. 


HHS means the same as the Department of Health and Human Services (DHHS). 


INITIAL TEST (or screening test) - In drug testing, it is the test used to differentiate a negative specimen from one that requires further 
testing for drugs or drug metabolites.  In alcohol testing, it is an analytical procedure to determine whether an employee may have a 
prohibited concentration of alcohol in a breath or saliva specimen.   


INVALID DRUG TEST is the result reported by an HHS-certified laboratory in accordance with the criteria established by HHS Mandatory 
Guidelines when a positive, negative, adulterated, or substituted result cannot be established for a specific drug or specimen validity test. 


________ Driver's Initials  ______________ Date
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LABORATORY – Any U.S. laboratory certified by HHS under the National Laboratory Certification Program as meeting the minimum 
standards of Subpart C of the HHS Mandatory Guidelines for Federal Workplace Drug Testing Programs; or, in the case of foreign 
laboratories, a laboratory approved for participation by DOT under Part 40. 


MRO (MEDICAL REVIEW OFFICER) is a licensed physician (Medical Doctor or Doctor of Osteopathy) responsible for receiving and 
reviewing laboratory results generated by an employer’s drug testing program and evaluating medical explanations for certain drug test 
results.  The MRO must be knowledgeable of and have clinical experience in controlled substances abuse disorders, including detailed 
knowledge of alternative medical explanations for laboratory confirmed drug test results.  The MRO must be knowledgeable of issues 
relating to adulterated and substituted specimens as well as the possible causes of specimens having an invalid result.   


MUNICIPALITY means the same as Employer. 


NEGATIVE RESULT – The result reported by an HHS-certified laboratory to an MRO when a specimen contains no drug or the 
concentration of the drug is less than the cutoff concentration for the drug or drug class and the specimen is a valid specimen. 


POSITIVE RESULT – The result reported by an HHS-certified laboratory when a specimen contains a drug or drug metabolite equal to or 
greater than the cutoff concentrations. 


PRIMARY SPECIMEN - In drug testing, it is the specimen bottle that is opened and tested by a first laboratory to determine whether the 
employee has a drug or drug metabolite in his or her system; and for the purpose of validity testing. 


RECONFIRMED – The result reported for a split specimen when the second laboratory is able to corroborate the original result reported 
for the primary specimen. 


REFUSAL TO TEST (alcohol or controlled substances) means that a driver: 
1) Fails to show up for any test within a reasonable time after being directed to do so by the employer or to remain at the testing site


until the testing process is complete.  This includes the failure of a driver (including an owner/operator) to appear for a test when
called by the Consortium;


2) Fails to provide a specimen or fails to attempt to provide a saliva or breath specimen for any drug or alcohol test as required by
this policy and 49 CFR Parts 382 and 40;


3) In the case of a directly observed or monitored collection in a drug test, fails to permit the observation or monitoring in providing a
specimen;


4) Fails to sign the certification at Step 2 of the Alcohol Testing Form;
5) Fails to provide a sufficient amount of specimen or a sufficient amount of breath, when directed; unless it has been determined,


through a required medical evaluation, that there was an adequate medical explanation for the failure;
6) Fails or declines to take an additional test the employer or collector has directed the driver to take;
7) Fails to undergo an additional medical examination or evaluation as directed by the MRO as part of the verification process, or as


directed by the employer concerning the evaluation as part of the shy bladder or insufficient breath procedures;
8) Fails to cooperate with any part of the drug or alcohol testing process (e.g., refuses to empty pockets when directed by the


collector, behaves in a confrontational way that disrupts the collection process, fails to wash hands after being directed to do so
by the collector);


9) For an observed collection, fails to follow the observer’s instructions to raise his/her clothing above the waist, lower clothing and
underpants, and to turn around to permit the observer to determine if the driver has any type of prosthetic or other device that
could be used to interfere with the collection process;


10) Possesses or wears a prosthetic or other device that could be used to interfere with the collection process; or
11) Admits to the collector or the MRO that the driver has adulterated or substituted the specimen.


It is also considered a refusal to test (which is the same as a positive test) when the driver refuses to test or when the MRO reports to the 
employer/Consortium that a driver has a verified adulterated or substituted drug test result. 


REJECTED FOR TESTING – The result reported by an HHS-certified laboratory when no tests are performed for a specimen because of 
a fatal flaw or a correctable flaw that is not corrected. 


SAFETY SENSITIVE FUNCTION means the time period when a driver begins to work or is required to be in readiness to work until the 
time he/she is relieved from work and all responsibility for performing work. 


Safety Sensitive Functions shall include: 
(1) All time at an employer or shipper plant, terminal, facility or other property, or any public property, waiting to be dispatched, unless


the driver has been relieved from duty by the employer;
(2) All time inspecting equipment as required by 49 CFR Parts 392.7 and 392.8 or otherwise inspecting, servicing or conditioning any


commercial motor vehicle at any time;
(3) All time spent at the driving controls of a commercial motor vehicle in operation;
(4) All time, other than driving time, in or upon any commercial motor vehicle except time resting in a sleeper berth (a berth


conforming to requirements of 49 CFR Part 393.76);
(5) All time loading and unloading a vehicle, supervising or assisting in the loading or unloading, attending a vehicle being loaded or


unloaded, remaining in readiness to operate the vehicle, or in giving or receiving receipts for shipments loaded or unloaded; and
(6) All time repairing, obtaining assistance, or remaining in attendance upon a disabled vehicle.


________ Driver's Initials  ______________ Date
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SAMHSA (SUBSTANCE ABUSE AND MENTAL HEALTH SERVICES ADMINISTRATION) is the federal agency under the Department of 
Health and Human Services (DHHS) responsible for the certification of laboratories used as part of the drug testing program. 


SAP (SUBSTANCE ABUSE PROFESSIONAL) means a licensed physician (Medical Doctor or Doctor of Osteopathy); or a licensed or 
certified psychologist, licensed or certified social worker, or a licensed or certified employee assistance professional; or a state-licensed or 
certified marriage and family therapist; or addiction counselor (certified by the National Association of Alcoholism and Drug Abuse 
Counselors Certification Commission; or by the International Certification Reciprocity Consortium/Alcohol & Other Drug Abuse; or by the 
National Board for Certified Counselors, Inc. and Affiliates/Master Addictions Counselor).   A qualified SAP must be knowledgeable of and 
have clinical experience in the diagnosis and treatment of alcohol and controlled substances-related disorders, must be knowledgeable of 
the SAP function as it relates to employer interests in safety-sensitive duties and, must be knowledgeable of 49 CFR Parts 382 and 40, 
the DOT SAP Guidelines and stay current on any changes to these materials. 


SPLIT SPECIMEN.  A part of the specimen that is sent to a first laboratory and retained unopened, and which is transported to a second 
laboratory in the event that the employee requests it to be tested following a verified positive, adulterated or substituted test of the primary 
specimen. 


SPLIT SPECIMEN COLLECTION – A collection in which the specimen collected is divided into two separate specimen bottles, the 
primary specimen (Bottle A) and the split specimen (Bottle B). 


STT (SCREENING TEST TECHNICIAN) is a person who instructs and assists individuals in the alcohol testing process and operates an 
alcohol screening device (ASD). 


SUBSTITUTED SPECIMEN is a specimen with creatinine and specific gravity values that are so diminished or so divergent that they are 
not consistent with normal human urine. 


VERIFIED TEST is a drug test result or validity test result from a DHHS/SAMHSA-certified laboratory that has undergone review and final 
determination by the MRO. 


Section 3 – PROHIBITED BEHAVIOR 


49 CFR Parts 382 and 40 prohibit the use/misuse of controlled substances and/or alcohol by drivers of commercial motor vehicles. 


No driver, at any work site, in any municipality vehicle or leased vehicle, will possess any quantity of any controlled substance or alcohol, 
lawful or unlawful, which in sufficient quantity could result in impaired performance.  


The employer will maintain a pre-employment screening program designed to prohibit the hiring of anyone who uses any illegal drugs. 


No driver will report for duty or remain on duty requiring the performance of safety-sensitive functions (including driving a CMV) when the 
driver uses any drug or substance identified in 21 CFR 1308.11 Schedule 1.  No driver shall report for duty, remain on duty or perform 
safety-sensitive functions (including driving a CMV) if the driver tests positive or has adulterated or substituted a drug test.  The employer 
having actual knowledge that the driver has tested positive or has adulterated or substituted a drug test, shall not permit the driver to 
perform or continue to perform safety-sensitive functions (including driving a CMV).  The employer can obtain actual knowledge that a 
driver has used alcohol or drugs based on the employer’s direct observation of the driver, information provided by the driver’s previous 
employer(s), a traffic citation for driving a CMV while under the influence of alcohol or drugs or an driver’s admission of alcohol or drug 
use.  


The consumption of alcohol is prohibited while the driver is performing a safety-sensitive function.  No driver shall report for duty or remain 
on duty, requiring the performance of safety-sensitive functions, while consuming or having consumed alcohol within four hours of 
reporting for such duties, or having a BAC of .04 or greater.  The employer having knowledge of such conditions shall not allow a driver to 
perform or continue to perform safety-sensitive functions.  


Any driver that has an alcohol concentration of .02 or greater, but less than .04, shall not perform or continue to perform safety-sensitive 
functions, nor shall the employer allow a driver to perform or continue to perform safety-sensitive functions, until the start of the driver’s 
next regularly scheduled work period, but not less than 24 hours following the administration of the alcohol test.   


No driver required to take a post-accident alcohol test shall use alcohol for up to eight hours after the accident or until a post-accident test 
is completed. 


A driver who refuses to submit to a drug or alcohol test (see Refusal to Test definition in Section 2) when required in accordance with 49 
CFR Parts 382 and 40 shall not perform or continue to perform safety-sensitive functions. 


Any driver who has engaged in prohibited behavior in this Section (except when a driver has a BAC of .02 or greater, but less than .04), 
shall be advised by the employer of the resources available in evaluating and resolving problems associated with the misuse of alcohol 
and/or drugs by providing the driver with a listing of SAP’s.  The driver will also be subject to the Disciplinary Action in this policy. 
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Section 4 - TYPES OF TESTING 


According to Part 382, drivers shall be subject to pre-employment, random, post-accident, reasonable cause, return-to-duty and follow-up 
drug and/or alcohol testing.  


PRE-EMPLOYMENT TESTING – The driver shall be drug tested and the employer must receive the verified negative drug test result for 
the driver from the MRO/Consortium before allowing a driver to perform a safety-sensitive function for the first time (Attachment A must be 
completed by the driver). 


RANDOM TESTING – Testing rates will meet or exceed the minimum annual percentage rate set each year by the FMCSA Administrator. 
The current year testing rates can be viewed online at http://www.dot.gov/odapc/random-testing-rates. 


On a regular basis, the Consortium’s service agent will, from the total group, randomly select by a computer-based random number 
generated program that is matched with the membership numbers, the drivers’ names, their social security numbers or other comparable 
identifying numbers.  Under the selection process used, each driver shall have an equal chance of being selected each time selections 
are made.   


Once the Consortium’s service agent makes the random selections, the random list will be forwarded to the Consortium.  The Consortium 
will notify the employers of the drivers selected. The employer will be given a date before which the driver must be tested per the random 
selection process.  The employer shall ensure that random drug and alcohol tests conducted under the random testing regulations are 
unannounced.  A driver shall only be tested for alcohol while the driver is performing safety-sensitive functions, just before the driver is to 
perform safety-sensitive functions, or just after the driver has ceased performing such functions.   


POST-ACCIDENT TESTING - As soon as possible following an accident involving a CMV on a public road, a post-accident drug and 
alcohol test shall be conducted when one of the three circumstances below applies: 


1. If an accident involves a fatality;
2. If a driver receives a citation for a moving traffic violation and the accident involves bodily injury to a person who as a result of the


accident immediately receives medical treatment away from the scene of the accident, or,
3. If a driver receives a citation for a moving traffic violation and one or more motor vehicles incur disabling damage as a result of the


accident, requiring the motor vehicle(s) to be transported away from the scene by a tow truck or other motor vehicle.


If the alcohol test is not conducted within two hours following the accident, a record shall be prepared and maintained why the alcohol test 
was not promptly administered.  If an alcohol test is not conducted within eight hours following the accident, the employer shall cease all 
attempts to complete the alcohol test and a record shall be prepared and maintained why the alcohol test was not promptly administered. 
(See Attachment C) 


If a post-accident drug test is not conducted within 32 hours following the accident, the municipality shall cease all attempts to conduct the 
drug tests and prepare and maintain on file a record stating why the drug test was not promptly administered. (See Attachment C) 


A driver who is subject to post-accident testing shall remain readily available for such testing or may be deemed by the employer as a 
refusal to test.  Nothing in this Section shall be construed to require the delay of necessary medical attention for injured people following 
an accident or to prohibit a driver from leaving the scene of an accident for the period necessary to obtain assistance in responding to the 
accident, or to obtain necessary medical care. 


The employer shall provide the driver with necessary post-accident information, procedures and instructions prior to the driver operating a 
CMV, so that the driver will be able to comply with the requirements of this section.  (See Attachment D) 


Drug and/or breath or blood alcohol tests conducted by federal, state or local officials, having independent authority for the test, shall be 
considered to meet the post-accident testing requirements, provided such testing conforms to the applicable federal, state or local drug 
and/or alcohol testing requirements and that the results are obtained by the employer. 


REASONABLE SUSPICION TESTING - When the employer’s designated person(s) has reasonable suspicion that a driver has violated 
Section 3 of this Policy, the driver shall be required to submit to an alcohol and/or drug test.  The employer’s determination that 
reasonable suspicion exists to require the driver to undergo an alcohol and/or drug test must be based on specific contemporaneous, 
articulable observations concerning the appearance, behavior, speech, or body odor of the driver. (See Attachment E) 


Alcohol testing is authorized only when observations of the driver are made during, just before or just after the period of the work day the 
driver is required to be in compliance with Part 382.  The driver may be required to undergo reasonable suspicion alcohol testing while the 
driver is performing safety-sensitive functions, just before the driver is to perform safety-sensitive functions, or just after the driver has 
ceased such functions. 


If a reasonable suspicion alcohol test is not conducted within two hours after observing the driver, the employer shall prepare and maintain 
on file a record stating the reason why the test was not promptly administered.  If the test is not conducted within eight hours after 
observing the driver, the employer shall cease attempts to conduct the test and prepare and maintain on file a record stating the reasons 
why the test was not administered.  
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No driver shall report for duty or remain on duty when the employer’s designated person(s) has observed the driver using or under the 
influence of alcohol or impaired by alcohol.  The employer shall not permit the driver to perform or continue to perform safety-sensitive 
functions until an alcohol test is conducted and the driver’s alcohol test result is less than .02 or 24 hours have elapsed since the 
employer’s first suspicion of the driver being under the influence of or impaired by alcohol.  
              
The reasonable suspicion observation form must be completed and signed by at least one of the employer’s designated person(s) who 
made the observations either within 24 hours of the observed behavior or before the drug test results are released, whichever is earlier. 
(See Attachment F) 
 
RETURN TO DUTY TESTING – When a driver has violated a drug or alcohol regulation, the employer, before returning a driver to duty to 
perform safety-sensitive functions, shall ensure the driver has followed the procedures outlined in 49 CFR Part 40, Subpart O.   
 
The SAP will provide a follow-up evaluation letter to the employer and clearly state the driver has complied with his/her recommendations 
for education/treatment.  If the employer allows a driver to return to safety-sensitive functions, a return to duty test will be scheduled.  The 
return to duty drug collection is conducted under direct observation. 


 
FOLLOW-UP TESTING – If the employer allows a driver to return to safety-sensitive functions, follow up testing will be conducted as 
specified in 49 CFR Part 40, Subpart O and according to the SAP’s follow up evaluation letter.  The employer will ensure that all follow up 
drug collections are conducted under direct observation.   


              


Section 5 - DRUG TESTING - Drug testing procedures will be followed in accordance with 49 CFR Part 40.   
 
When a driver arrives at the collection site, the testing process will begin without undue delay.  To ensure the security during the testing 
process, only one collection will be conducted at a time.  The driver must have positive identification either by photo identification or by the 
identification of the driver by the employer’s designated representative.  The collector will explain the basic collection procedures and 
show the driver the instructions on the back of the Federal Drug Testing Custody and Control Form (hereinafter called CCF).  The driver 
will be instructed to remove and leave with the collector, or in a mutually agreeable location, any outer clothing along with any briefcase, 
purse or other personal belongings.  The driver may retain his/her wallet. 
 
The driver will be directed to empty his/her pockets and display the items in them.  If the collector determines none of the items could 
adulterate the specimen, the driver may return the items into his/her pockets.  If there is material that could adulterate a specimen, the 
collector must determine whether it was accidentally brought in or intentionally brought in to adulterate a specimen.  If it was accidental, 
the collector will retain the material and return it when the testing process is complete.  If it was intentional, a direct observation test will 
take place immediately. 
 
The collector shall complete Step 1 of the CCF.  The driver shall wash and dry his/her hands before providing the specimen, then will have 
no further access to water or other materials until the specimen is given to the collector.  The driver will be instructed to provide at least 45 
mL of urine, not flush the toilet and return to the collector with the specimen.  The driver will provide the specimen in private, except in the 
case of an observed or monitored collection.  Any conduct that clearly indicates an attempt to tamper with a specimen will cause a new 
collection under direct observation to take place immediately. 
 
The collector will ensure there is at least 45 mL of urine in the collection container and the temperature of the specimen is within the range 
of 90-100 degrees.  If the temperature is out of that range, a new collection under direct observation will take place immediately.  The 
specimen will also be inspected for unusual color, the presence of foreign objects or material or for other signs of tampering.  If it is 
apparent the driver has tampered with the specimen, a new collection under direct observation will take place immediately. 
 
If a direct observation collection must take place, it must be conducted immediately.  All direct observation collections are done without 
any advance notice to the driver. The collector shall explain to the driver the reason for the direct observation test, except when the 
employer is required to do so.  The collector or an observer must be the same gender as the driver. The same gender collector or 
observer must request the driver to raise his or her shirt, blouse, or dress/skirt, as appropriate, above the waist; and lower his/her clothing 
and underpants to show the collector or observer, by turning around, that the driver does not have a prosthetic device.  After the collector 
or observer has determined the driver does not have such a device; the driver may be permitted to return the clothing to its proper position 
for the observed urination.  The collector or observer must watch the urine go from the driver’s body into the collection container.  An 
observer will continue to watch the specimen until it is given to the collector. 
 
A monitored collection will only be conducted if a multi-stalled restroom is used and all sources of water or potential adulterants cannot be 
secured.  The collector must be the same gender, unless he or she is a medical professional.  An observer must be the same gender.  A 
bluing agent shall be put in the toilet the driver will use.  The driver shall provide the urine specimen behind a closed stall door with the 
collector/observer standing outside of the stall door listening to the driver urinate into the collection container.  If the collector/observer 
hears sounds or makes other observations of the driver attempting to tamper with a specimen, another collection will take place 
immediately under direct observation. 
 
The tabs on the specimen bottles will be broken in front of the collector and the driver.  The driver will give the specimen container to the 
collector and the collector will pour the urine specimen into the split specimen bottles.  The primary specimen shall be at least 30 mL of 
urine and the split specimen shall be at least 15 mL of urine.  The driver should observe the specimen at all times until the lids/caps are 
secured and the tamper-evident bottle seals are put over the lids/caps (this is for the driver’s protection to ensure it is his/her specimen).  
The driver is to initial the tamper-evident bottle seals on the bottles for proof that it is her/her specimen.  The driver will also be required to 
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sign the CCF as proof that the specimen identified as having been collected is in fact the driver’s.  The collector will complete the CCF and 
place the specimen bottles and Copy 1 of the CCF in the pouches of the plastic bag and secure both pouches.  The driver will then be 
dismissed from the collection site. 
 
Both specimens will be sent by overnight delivery to the DHHS/SAMHSA-certified laboratory for testing of the drugs or classes of drugs as 
identified in 49 CFR Part 40.85. 


 
Before a laboratory-confirmed positive test, adulterated test, substituted test or invalid test result will be released to the Consortium, the 
MRO will conduct a verification interview with the driver by telephone unless:  the driver declines to discuss the test result; the MRO or the 
employer cannot make contact with the driver within 10 days of the MRO receiving the laboratory result; or more than 72 hours have 
passed since the employer has contacted the driver to call the MRO. 
 
Before the start of the verification interview with the driver, the MRO will warn the driver that any information given to the MRO on the 
driver’s use of legally valid prescription under the Controlled Substances Act will be provided to third parties if the MRO determines the 
information will likely result in the driver being medically unqualified to perform safety-sensitive functions, or is likely to pose a significant 
safety risk if the driver is allowed to continue performing safety-sensitive functions. 


     
After informing any third party about  the medication, the MRO will allow 5 days for the driver to have his/her prescribing physician contact 
the MRO to determine if the medication can be changed to one that does not make the driver medically unqualified or pose a safety risk.  
If the MRO receives such information from the physician, the MRO must inform any third party who he had previously provided information 
to about the safety risks of the driver’s other medication. 
 
During the verification process, if the driver can give the MRO a legitimate medical explanation for the positive, adulterated or substituted 
test result, the MRO will report the verified test result as negative.  If the driver cannot give the MRO a legitimate medical explanation, the 
verified positive test result will be reported as positive and the verified adulterated or substituted test result will be reported as a refusal to 
test.  If the test result is invalid or contains an unexplained interfering substance and the driver cannot give the MRO an acceptable 
explanation or a valid prescription and the driver does not admit to adulterating or substituting the specimen, the verified test result will be 
reported as a cancelled test with a second collection to take place immediately on the driver under direct observation.  If the driver can 
give the MRO an acceptable explanation, the verified test result will be a cancelled test with no further testing needed unless a negative 
result is needed for pre-employment, return to duty or follow-up testing.  If the driver admits to adulterating or substituting the specimen, 
the verified test result will be reported as a refusal to test. 
 
All verified negative, refusal to test (adulterated or substituted), positive, canceled and invalid test results will be released by the MRO to 
the Consortium, who will forward the results to the employer. 
 
Dilute Specimens:  The employer has chosen not / chosen (circle one) to conduct a second collection on negative all / pre-
employment, random, return to duty, follow-up (choose all or choose which test will have a second collection) dilute test results. 
         
Shy Bladder:  After a driver’s first unsuccessful attempt to provide a minimum of 45 mL of urine, the shy bladder time starts.  The collector 
will document on the remarks line of the CCF and inform the driver of the time in which the 3-hour period begins and ends.  Any 
insufficient specimen shall be discarded.  The driver will be urged to drink up to 40 oz. of fluids, reasonably through a period of up to 3 
hours; however, it is not considered a refusal to test if the driver chooses not to drink fluids.  If the driver does not provide a sufficient 
amount of specimen within 3 hours, the collection will be discontinued and the employer will be notified.  The employer will consult with the 
MRO, then direct the driver to obtain, within 5 working days, an evaluation from a licensed physician, acceptable to the MRO, who has 
expertise in the medical issues associated with the driver’s inability to provide an adequate amount of specimen.  The physician must 
provide to the MRO a written statement of his/her recommendations and the basis for them.  If the driver has a medical condition that 
could have prevented him/her from providing a sufficient amount of urine, and the MRO agrees with the physician’s recommendation, the 
MRO will report the test result as a cancelled test.  If the driver does not have a medical condition that could have prevented him/her from 
providing a sufficient amount of urine and the MRO agrees with the physician’s recommendation, the MRO will report the test result as a 
refusal to test. 


              
Split Specimen Testing:  In the event of a verified positive, adulterated or substituted test result, the driver can request the MRO to send 
the split specimen to a second laboratory to be tested within 72 hours from the time the driver was notified of the result.   The driver shall 
reimburse the employer for the cost of the split specimen test.   
                           


Section 6 - ALCOHOL TESTING - Alcohol testing procedures will be followed in accordance with 49 CFR Part 40.  
         
If both a drug and alcohol test is to be conducted on the driver, the alcohol test must be completed before the urine collection process 
begins. A driver shall only be tested for alcohol while the driver is performing a safety-sensitive function, just before a driver is to perform a 
safety-sensitive function, or just after the driver has ceased performing a safety-sensitive function. 
 
To ensure the security of the alcohol testing site, only authorized personnel shall be allowed to enter the testing site.  The BAT/STT shall 
ensure that the driver is given privacy while an alcohol test is being conducted to prevent unauthorized persons from seeing or hearing the 
test result.  Alcohol testing will be conducted on one driver at a time.  The screening test and confirmation test, if needed, will be 
completed on a driver before the BAT/STT starts an alcohol test on another driver to be tested. 
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A driver shall appear at the collection site at the time specified by the employer.  If the driver does not appear at the specified time, the 
BAT/STT shall notify the employer to determine how long it should take for the driver to arrive at the collection site.  If the driver has not 
arrived by that time, the BAT/STT will contact the employer to inform him/her the driver has not reported for testing. 
              
When the driver arrives at the collection site, the testing process will begin without undue delay.  The driver must have positive 
identification either by photo identification or by the identification of the driver by the employer representative.  The BAT/STT will explain 
the testing procedures and show the instructions on the back of the DOT Alcohol Testing Form (hereinafter called ATF) to the driver.  The 
BAT/STT shall complete Step 1 on the ATF.  The driver will then be directed to complete Step 2 on the ATF and sign the certification.  If 
the driver refuses to sign the certification, the BAT/STT will document on the ATF that the driver has refused to test and the employer will 
be immediately notified. 
 
If an ASD is used for the screening test, the BAT/STT will follow the manufacturer’s directions for use.  If the alcohol concentration is less 
than .02, The BAT/STT will sign and date Step 3 of the ATF and transmit the alcohol test result using Copy 1 of the ATF by telephone, 
electronic means, or in person to the employer.  The ASD and materials used in the testing process shall be properly disposed of. If the 
alcohol concentration is greater than or equal to 0.02, the BAT will immediately conduct a confirmation test using an EBT. 
 
If an EBT is used for the screening test, the BAT or the driver will select an individually sealed mouthpiece.  The BAT will open the sealed 
mouthpiece in front of the driver and insert it into the EBT.  The driver will be requested to blow steadily and forcefully into the mouthpiece 
for at least six seconds or until the EBT indicates that enough breath has been obtained.  The driver will be shown the breath alcohol test 
result and the result will be affixed to the ATF with tamper-evident tape.       
 
If the result is less than 0.02 alcohol concentration, the BAT shall sign and date Step 3 on the ATF.  The BAT must transmit the alcohol 
test result using Copy 1 of the ATF immediately by telephone, electronic means or in person to the employer.  If the alcohol concentration 
is 0.02 or greater, a confirmation test shall be conducted with an EBT not less than 15 minutes nor more than 30 minutes after the 
completion of the screening test.  During that time, the driver will be asked not to eat, drink, belch or put anything into his/her mouth to 
prevent an accumulation of mouth alcohol that could lead to an artificially high reading on the confirmation test.  The BAT/STT will note in 
the remarks on the ATF these instructions were given and will also note on the ATF if the driver chose to ignore the instructions.  The 
confirmation test will still be conducted.  If the confirmation test will be conducted at a different site, the BAT/STT or the employer must 
transport the driver to the testing site.  The driver will not be allowed to drive a motor vehicle. 
 
If the confirmation test is conducted more than 30 minutes after the result of the screening test, the BAT shall note in the remarks on the 
ATF the reason the confirmation test could not be conducted within the 15-30 minute time frame.  The confirmation test will still be 
conducted. 
 
An individually sealed mouthpiece will be opened in front of the driver and attached to the EBT.  The BAT and the driver shall read the 
sequential test number displayed on the EBT.  The driver will be requested to blow steadily and forcefully into the mouthpiece for at least 
six seconds or until the EBT indicates that enough breath has been obtained.  The driver will be shown the breath alcohol test result and 
the result will be affixed to the ATF with tamper-evident tape. 
 
If the confirmation test result is less than 0.02 alcohol concentration, the BAT shall sign and date Step 3 on the ATF.  The BAT must 
transmit the alcohol test result using Copy 1 of the ATF immediately by telephone, electronic means or in person to the employer.  If the 
confirmation test result is 0.02 or greater alcohol concentration, the driver shall be directed to sign Step 4 on the ATF.  If the driver does 
not sign, the BAT will note in the remarks on the ATF of the driver’s failure to sign Step 4.  The driver’s failure to sign Step 4 will not be 
considered a refusal to test.  The BAT must immediately notify the employer by any means of an alcohol test result of 0.02 or greater to 
ensure the result is immediately received by the employer. 
 
Inability to Provide an Adequate Amount of Breath:  If a driver is unable, or alleges he/she is unable to provide an amount of breath 
sufficient to give a reading on the EBT, the BAT should again instruct the driver to attempt to provide an adequate amount of breath and 
the proper way to do so.   If the driver refuses to make a second attempt, the BAT shall discontinue the test and immediately notify the 
employer.  


       
If the driver fails to provide an adequate amount of breath, the BAT shall note the failure on the remarks of the ATF and immediately notify 
the employer.  The employer will then direct the driver to obtain, within 5 days, an evaluation from a licensed physician who is acceptable 
to the employer and has expertise in the medical issues associated with the driver’s inability to provide a sufficient specimen.  The 
employer will tell the physician the driver was required to take a DOT breath alcohol test but was unable to provide a sufficient amount of 
breath and the consequences for refusing to take the required alcohol test.  If the physician determines the driver has a medical condition 
that could have prevented him/her from providing a sufficient amount of breath, the test will be cancelled.  If the physician determines the 
driver does not have a medical condition that could have prevented him/her from providing a sufficient amount of breath, it will be 
considered a refusal to test.  The employer shall notify the driver of the physician’s conclusions. 
 


Section 7 - ACCESS TO RECORDS                     
 
All records pertaining to the employer’s drug and alcohol testing program shall be maintained in a secure location with controlled access.  
Access and release of drug and alcohol testing records shall be in accordance with 49 CFR Parts 382 and 40. 
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Upon written request, drivers are entitled to copies of their records pertaining to their use of drugs or alcohol, including any records 
pertaining to their drug and alcohol tests.  Drivers are also entitled to have access to any pertinent records directly related to their given 
drug or alcohol specimen testing. 
 
Records to subsequent employers shall be made available upon receipt of a specific written authorization from the driver.  The employer 
will only disclose information that is expressly authorized by the terms of the driver’s request.  The employer shall provide such information 
and results requested promptly to the subsequent employer at no charge. 
 
Records shall be made accessible pertaining to the employer’s drug and alcohol testing program at all of the employer’s facilities to the 
U.S. Secretary of Transportation, any DOT agency, or any state or local officials with regulatory authority over the employer’s drivers. 
 


Section 8 - EMPLOYEE ASSISTANCE PROGRAM & GENERAL INFORMATION                     
 
Each driver must sign an Acknowledgment (Attachment G) that they received a copy of the Drug & Alcohol Abuse Policy that complies 
with Part 382.601. Drivers shall be made aware of educational information concerning the effects and consequences of drug and alcohol 
use on the driver’s personal health, safety and work environment, including signs and symptoms of a drug or alcohol problem.               
                    
It is the driver’s responsibility to report to work fit for duty, and remain fit throughout the workday in order to perform in a safe, efficient and 
productive manner.  The driver will also be made aware of the signs and symptoms of a drug and/or alcohol problem (his/hers or a co-
worker’s) and shall be made aware of ways to intervene when a problem is suspected, including referral to management, referral to an 
employee assistance program (if available from the employer), and referral to drug and/or alcohol abuse hotlines and help-lines, or local 
Alcoholics Anonymous or Narcotics Anonymous groups. Referrals to local Alcoholics Anonymous or Narcotics Anonymous groups or drug 
and/or alcohol abuse hotlines and help-lines are made available as a reference only:  Alcoholics & Narcotics Help Line (888) 206-7272; 
Focus on Recovery Help-Line for Alcohol and Drug Abuse (800) 234-0286; or the Center for Substance Abuse Treatments Drug 
Information, Treatment, and Referral Hotline (800) 662-4357.  
 
A driver shall not report for duty or remain on duty requiring performance of safety-sensitive functions when the driver uses a non-
Schedule I drug or substance that is identified in the other Schedules in 21 CFR Part 1308 except when the use is pursuant to the 
instruction of a licensed medical practitioner who is familiar with the driver’s medical history and has advised the driver that the substance 
will not adversely affect the driver’s ability to safely operate a commercial motor vehicle (CMV).  The employer may require the driver to 
inform them of any therapeutic drug use.  If the driver does not promptly provide verification from the medical practitioner that the 
substance will not adversely affect the driver’s ability to safely operate the CMV, the employer will temporarily remove or 
reassign the driver from a safety-sensitive function, if deemed appropriate. 
 
A driver may come forward for assistance with a drug and/or alcohol use problem, as long as it is before a driver’s notification of an 
impending drug and/or alcohol test and before the driver performs a safety-sensitive function.  The employer shall provide the driver with 
referrals of where the driver can go for assistance and give the driver sufficient opportunity to complete the counseling, education or 
rehabilitation required by a drug and alcohol professional; e.g., a qualified drug and alcohol counselor or substance abuse professional.  
No adverse action will be taken against the driver.  The driver will not perform safety-sensitive functions until the employer is satisfied that 
the employee has been evaluated and has successfully completed the counseling or treatment requirements and the driver tests negative 
on a return to duty drug and/or alcohol test.  The employer may require follow up testing after the driver returns to duty.  All costs 
associated with the evaluation and rehabilitation will be the responsibility of the driver.  The return to duty and any follow up 
testing conducted shall be pre-paid by the employer, to be immediately reimbursed by the driver. 
 
We may conduct reasonable searches for illegal drugs or alcohol on the employer’s premises or in employer-owned or leased 
motor vehicles.  Searches of drivers and their personal property may be conducted when there are reasonable grounds to 
believe the driver is in violation of this policy.  All drivers are expected to cooperate in such searches.  A driver's refusal to 
cooperate or consent to such searches may result in disciplinary action, including termination. 


 
The unlawful manufacture, distribution, dispensation or possession of drugs are prohibited on all employer premises, at any 
location the driver is performing work for the employer or in any employer-owned or leased commercial motor vehicle.   If the 
employer proves a driver is engaging in any of these activities, the driver shall be subject to termination.  Any driver who faces 
criminal action as a result of engaging in these activities will be immediately suspended until the court makes a final 
determination.  If the driver is convicted, the driver will be immediately terminated.  If the driver is found not guilty, the driver will 
be placed back into a safety sensitive function.          
 


Section 9 - INFORMATION CONCERNING THE EFFECTS OF ALCOHOL AND CONTROLLED 
SUBSTANCES USE ON AN INDIVIDUAL’S HEALTH, WORK & PERSONAL LIFE 
Employees who abuse drugs and/or alcohol cause more absenteeism, loss in work productivity, more accidents and more medical claims.  
This results in a loss of $140 billion to American businesses each year.  Compared with the average employee, a typical drug-using 
employee in the workplace is: 
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2.5  times more likely to be absent 8 days or more each year;  
3 times more likely to be late for work;  
3.6  times more likely to be involved in workplace accidents;  
5 times more likely to file a workers’ compensation claim; and,  
Incur 300% higher medical claims. 


 
Marijuana - The common name for the drug made from chopped leaves, stems and flowering tops of a cannabis plant.  Some common 
street names for marijuana are “dope,” “blunt,” “joint,” “pot,” “reefer.”   Marijuana can be smoked or eaten.  Marijuana is a depressant and 
mind-altering drug.  It works on the brain and causes hallucinations.  A person using marijuana is more than likely to experience slowed 
reaction time, reduced concentration, distorted vision and depth perception, is slower in making decisions, often drives slower than the 
speed limit, is unable to correctly measure distance and time, and has impaired short-term memory. 


              
Some of the symptoms and signs of marijuana use are:  
 Short-term memory loss     reddened eyes    moodiness  
 Increased appetite    slowed thinking     loss of memory  
 Increased heart rate    dilated pupils 


              
Some visible signs noted for the presence of marijuana are: 
 Roach clips      bongs     Cigarette rolling papers 
 Small pipes     one hitters (usually metal - slim tubular device) 


              
The active ingredient in marijuana (THC) is stored in the body fat and could be retained for days or weeks, depending on the quality of the 
drug, the tolerance of the user and the dosage or amount taken.  Marijuana and alcohol together will magnify the effects of both many 
times.  Chronic marijuana smoking could cause severe irritation of the lungs, heart problems, reduced immune system and possible brain 
damage. 
 
Phencyclidine - It was developed originally as an anesthetic but was taken off the market because it sometimes caused hallucinations.  
The most common street names for phencyclidine are “PCP”, “angel dust,” “crystal” and “tea”.   Phencyclidine is sold in various forms, 
mainly as a white, off-white or brown crystal-like powder, tablet or capsule.  It can be ingested by mouth, snorted or injected intravenously.  
It can also be smoked when combined with marijuana or tobacco.  A person using phencyclidine is more than likely to experience 
impaired coordination and dulled senses, a sense of power, drowsiness, aggressive behavior, hallucinations and blurred or double-vision.  
In some cases a person could even experience convulsions, coma, ruptured blood vessels in the brain, heart and lung failure, or even 
death.  


              
Some of the symptoms and signs of phencyclidine use are:  
 Confusion      increased blood pressure   anxiety   
 Panic      dizziness    drowsiness 
 Hallucinations      disorientation    sweating 
 Increased heart rate    aggressive behavior      
             
Some of the signs for the presence of phencyclidine are: 


Needles      capsules     syringes   
 Plastic packets with powdery substance   tablets 
 
Phencyclidine is water soluble but still could be retained in the body’s system for days, depending on the quality of the drug, the tolerance 
of the user and the dosage or amount taken.  P and alcohol together is dangerous and could cause an overdose.  Chronic Phencyclidine 
use could cause hallucinations, psychosis, convulsions, coma or possible death. 
 
Cocaine - Cocaine comes from the leaves of coca plants.  Some common street names for cocaine are “coke,” “crack,” “rock,” “snort,” 
“toot,” “blow,” and “snow.”  Cocaine can be snorted, injected intravenously, smoked or free-based (heating the cocaine and inhaling the 
vapors).  Cocaine stimulates the body’s central nervous system.  Psychological dependence on the drug can be high with repeated use. A 
person using cocaine is more than likely to experience impatience, anger, over stimulated reflexes, distorted vision and depth perception, 
slow reaction time and false sense of security and alertness.  In some cases, a person could even experience seizures, heart attacks, 
convulsions, hallucinations and death.  
 
Some of the symptoms and signs of cocaine use are:  
 Dilated pupils      nose bleeds    paranoia   
 Irritability     runny nose    needle marks 
 Increased blood pressure     hallucinations    restlessness  
 Talkativeness     anxiety     weight loss 
 Depression     nervousness  
 
Some of the signs for the presence of cocaine are: 
 Small spoons      mirrors      needles   
 Small plastic bags or vials    syringes     small drinking straws 
 Razor blades      rolled paper currency   small butane torch  
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Cocaine is water soluble but still could be retained in the body’s system for several days, depending on the quality of the drug, the 
tolerance of the user and the dosage or amounts taken.  Cocaine causes the most mental dependency of any known drug.  Cocaine and 
depressants, taken together, can be very dangerous or even fatal.  Intravenous users have a high risk of contracting liver disease, 
tetanus, serum hepatitis and AIDS from the use of needles. Chronic cocaine use could cause seizures, heart attacks, strokes, 
convulsions, depression or death.    


                                                                                                                                      
Amphetamines- Amphetamines are manufactured central nervous system stimulants used most often by individuals to stay awake.  
Psychological dependence on the drug can be high with repeated use. Some common street names for amphetamines are “speed,” 
“crank,” “meth,”  “crystal,”  “diet pills,”  “bennies” and “uppers.”  In pure form, amphetamines are yellowish crystals in which some are made 
into tablets, pills or capsules.  Amphetamines can be ingested in tablet, pill or capsule form, snorted, or injected intravenously if in powder 
or liquid form.  A person using amphetamines is more than likely to experience delayed reaction time, over stimulated reflexes, anxiety, 
irritability, distorted vision and depth perception, and a false sense of security and alertness.  


   
Some of the symptoms and signs of amphetamine use are:  
 Loss of appetite      weight loss    sweating  
 Paranoia     dilated pupils    increased blood pressure 
 Dry mouth     talkativeness    sleeplessness  
 Nervousness     needle marks    depression 
 Hallucinations     anxiety  
              
Some of the signs for the presence of amphetamines are:  
 Pills       small butane torch   tablets    
 Rolled paper currency    capsules    small drinking straws 
 Small plastic bags or vials     razor blades    needles    
 Syringes 
 
Amphetamines are water-soluble, but still could be retained in the body’s system for several days depending on the quality of the drug, the 
tolerance of the user and the dosage or amount taken.  Chronic amphetamine use could cause physical collapse, delusions, 
hallucinations, brain damage, heart damage, toxic psychosis or death.  
 
Opiates - Some opiates come from the seed pod of the Asian poppy.  Other opiates are synthesized or manufactured.  Psychological 
dependence can be high with repeated use.  Some common street names are “horse,”  “junk,”  “smack,”  “downers,”  “M,”  “yellow jackets,”  
“blues” and “ludes.”  Opiates are in many different compounds and forms.  The most common are the pills, tablets or capsules.  Other 
compounds and forms are in liquid or powder form.  Opiates can be injected, smoked or injected intravenously.  A person using opiates is 
more than likely to experience distorted sense of time and distance, slowed reflexes, difficulty focusing, drowsiness and little or no 
concentration. 
 
Some of the symptoms and signs of opiate use are:  
 Nausea       needle marks    loss of appetite   
 Confusion     drowsiness     cold or moist skin 
 Depression      short attention span   reduced pain   
 Memory loss     constricted pupils    sweating 
 Diarrhea      vomiting 
 
Some of the signs for the presence of opiates are:  
 Pills       bottle caps    tablets    
 Small packets     capsules    eye droppers  
 Needles       small spoons    syringes  


       
Opiates are water soluble, but still could be retained in the body’s system for one to several days, depending on the quality of the drug, the 
tolerance of the user and the dosage or amount taken.  Opiates taken with alcohol and other depressant drugs magnify the effects of the 
opiates and could lead to overdoses.  Intravenous users have a high risk of contracting liver disease, tetanus, serum hepatitis and AIDS 
from the use of needles.  Chronic opiate use could cause loss of consciousness, convulsions, coma or death. 
                      
Alcohol - Some common street names for alcohol are “booze,”  “juice,”  “brew,”  “sauce” and “hooch.”  As a rule, a drink or two will create a 
feeling of well-being.   What determines the rate of metabolism in the body and how fast it dissipates the alcohol depends on the altitude, 
the individual’s body weight, metabolism, stomach content, gender, and whether the individual is sick or healthy, rested or tired.  After the 
first drink or two, impairment begins, depending on the factors stated above.  When the individual consumes alcohol that produces 
physical or mood-altering effects, it becomes a substance of abuse.   A person using alcohol is more than likely to experience blurred or 
distorted vision, impaired reaction time, impaired judgment, anger, nausea, drowsiness and aggressiveness. 
 
Some of the symptoms and signs of alcohol use are:  
 Slurred speech     hostility      odor on breath   


Insomnia     flushed skin    loss of concentration  
 Glazed eyes     unsteadiness    blackouts  
 Memory loss     drowsiness     incoherence 
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Chronic alcohol use could cause brain damage, neurological damage, liver damage, pancreas and kidney damage, heart problems, 
strokes, cancer, coma, toxic psychosis and possible death.  
 


Section 10 - DISCIPLINARY ACTION OPTIONS (Circle the Option that will apply for a driver who has violated a 


drug and/or alcohol violation.  Also, circle the Option on who will pay for the DOT return to duty and follow up testing.) 
 


OPTION 1 (if the driver violates a drug or alcohol regulation, they are terminated) - The employer will provide the driver who has 
violated a drug and/or alcohol regulation with names and phone numbers of SAP networks that will offer qualified SAPs available 
geographically to the driver. The driver will be terminated.   
 
If the employer chooses to rehire the driver for safety-sensitive functions, the driver must follow the procedures outlined in 49 CFR Part 40.  
The driver must test negative on a return to duty drug test and/or less than 0.02 on a breath alcohol test before returning to safety-
sensitive functions. The employer shall conduct follow up testing on the driver as specified in SAP follow up evaluation letter.  The 
employer will ensure that the return to duty and all follow up drug collections are conducted under direct observation. 


              


OPTION 2 (if the driver violates a drug or alcohol regulation a second time, they are terminated) - The employer will provide the 
driver who has violated a drug and/or alcohol regulation the first time with names and phone numbers of SAP networks that will offer 
qualified SAPs available geographically to the driver.  The driver must follow the procedures outlined in 49 CFR Part 40.   The driver must 
test negative on a return to duty drug test and/or less than 0.02 on a breath alcohol test before returning to safety-sensitive functions. The 
employer shall conduct follow up testing on the driver as specified in SAP follow up evaluation letter.  The employer will ensure that the 
return to duty and all follow up drug collections are conducted under direct observation.   
 
The employer will provide the driver who has violated a drug and/or alcohol regulation a second time with names and phone numbers of 
SAP networks that will offer qualified SAPs available geographically to the driver. The driver will be terminated.   
 


OPTION 3 (if the driver violates a drug or alcohol regulation a third time, they are terminated) - The employer will provide the 
driver who has violated a drug and/or alcohol regulation the first time with names and phone numbers of SAP networks that will offer 
qualified SAPs available geographically to the driver.  The driver must follow the procedures outlined in 49 CFR Part 40.   The driver must 
test negative on a return to duty drug test and/or test less than 0.02 on a breath alcohol test before returning to safety-sensitive functions. 
The employer shall conduct follow up testing on the driver as specified in SAP follow up evaluation letter. The employer will ensure that 
the return to duty and all follow up drug collections are conducted under direct observation.   
 
The employer will provide the driver who has violated a drug and/or alcohol regulation a second time with names and phone numbers of 
SAP networks that will offer qualified SAPs available geographically to the driver.  The driver must follow the procedures outlined in 49 
CFR Part 40.   The driver must test negative on a return to duty drug test and/or test less than 0.02 on a breath alcohol test before 
returning to safety-sensitive functions. The employer shall conduct follow up testing on the employee as specified in SAP follow up 
evaluation letter.  The employer will ensure that the return to duty and all follow up drug collections are conducted under direct 
observation.   
 
The employer will provide the driver who has violated a drug and/or alcohol regulation a third time with names and phone numbers of SAP 
networks that will offer qualified SAPs available geographically to the driver. The driver will be terminated.        
  


OPTION 1 - All costs associated with the SAP evaluations, rehabilitation, return to duty testing and follow up testing will be the 


responsibility of the driver.  The return to duty and follow up testing costs shall be pre-paid by the employer, to be immediately 
reimbursed by the driver. 
 


OPTION 2 - All costs associated with the SAP evaluations, rehabilitation, return to duty testing and follow up testing will be the 


responsibility of the driver.  The return to duty and follow up testing costs shall be paid by the employer. 
 
   
 
 
 


 


THIS IS NOT AN EMPLOYMENT CONTRACT 
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NASPO ValuePoint FMV Lease Agreement (Option C)
Agreement Number


Your Business Information


TOWN OF CORTLAND


Full Legal Name of Lessee / DBA Name of Lessee Tax ID # (FEIN/TIN)


370993176


59 S SOMONAUK RD, CORTLAND, IL, 60112-4070, US


Sold-To: Address


Sold-To: Contact Name


Cheryl Aldis


Sold-To: Contact Phone #


(815) 756-9041


Sold-To: Account #


0016984505


Ship-To: Address


59 S SOMONAUK RD, CORTLAND, IL, 60112-4070, US


Ship-To: Contact Name


Cheryl Aldis


Ship-To: Contact Phone #


(815) 756-9041


Ship-To: Account #


0016984505


PO #


.


Bill-To: Contact Phone # Bill-To: Account #


PO BOX 519, CORTLAND, IL, 60112-0519, US


0017439373


Bill-To: Contact Name


Cheryl Aldis


Bill-To: Address


(815) 756-9041


Bill-To: Email


townclerk@cortlandil.org


Your Business Needs


Qty Business Solution DescriptionItem


1 SENDPROCSERIES
SendPro C200, C300, C400


1 1E35
     4" White Label Printer w/lifter base


1 1FXA
     DM Series INVIEW Dashboard


1 1H00
     SendPro C Series Meter


1 2H00
     C Series Base


1 APAC
     Connect+ Accounting Weight Break Reports


1 APAV
     Cost Acctg Accounts Level (25)


1 APB1
     Cost Accounting Devices (2)


1 APKN
     Account List Import/Export


1 C300
     SendPro C300


1 CAAA
     Cost Accounting Bronze plan


1 DM1RKL
     Return Kit for DM100/125 - Large


F90I
     Basic Installation and Training


1 HZ80001
     SendPro C Series Drop Stacker


See Pitney Bowes Terms for additional terms and conditions
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1 HZ86002
     Scale Opening Cover


1 MP00099
     KIT-BACKLIT SELF-STANDING GRAPHICAL TOWE


1 MP82
     C Series Remote Display Scale


1 PTJ1
     Postal Shipping


1 PTJA
     SendPro Basic 1 User


1 PTJN
     Single User Access


1 PTK1
     Web Browser Integration


1 PTK2
     SendPro C Series Shipping Integration


1 SJS3
     C300 SOFTGUARD


1 STDSLA
     Standard SLA-Equipment Service Agreement (for SendPro C200, C300, C400)


1 ZH01
     5 LB WEIGHING OPTION FOR MP82 SCALE


1 ZH24
     Manual Weight Entry


1 ZH26
     HZ02 50 LPM SPEED


1 ZHC3
     SendPro C300 Base System Identifier


1 ZHD5
     USPS Rates with Metered Letter


1 ZHD7
     E Conf Services for Metered LTR. BDL


Your Payment Plan


Initial Term:


Number of Months Monthly Amount Billed Quarterly at*


Initial Payment Amount:60 months


$ 87.9760 $ 263.91


*Does not include any applicable sales, use, or property taxes which will be billed separately.


Tax Exempt Certificate Attached
Tax Exempt Certificate Not Required


(  )


(  )


(X)  Purchase Power® transaction fees extra


(  )  Purchase Power® transaction fees included


See Pitney Bowes Terms for additional terms and conditions
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Title


Your Signature Below


Lessee Signature


Date


Title


Date


Print Name


Email Address


Print Name


Pitney Bowes Signature


[[SertifiSStamp_1]]


NASPO VALUPOINT ADSPO16-169897; 18-510CPOGS-CPOGS-P-1799
State/Entity's Contract#


By signing below, you agree to be bound by your State’s/Entity’s/Cooperative’s contract, which is available at http://www.pb.com/states and is incorporated by reference. The terms and
conditions of this contract will govern this transaction and be binding on us after we have completed our credit and documentation approval process and have signed below.


Account Rep Name Email Address


Sales Information


Shelley Derosa shelley.derosa@pb.com


PBGFS Acceptance


See Pitney Bowes Terms for additional terms and conditions
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